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Housekeeping Aide Circular
Foreword

FOREWOERD

This circular provides suggested operating
techniques for housekeepingw-aide projects, based upon the
experience of States which have operated successful house=
keeping-aide programs, While local conditions and special
requirements may necessitate some departures, it is believcd

that, in general, application of the techniques outlined

herein will result in the most effective project operation,

This circular is designed primarily for use of
State and unit supervisors of housckeeping~aide projectss

These procedures rclate only to the techniguc of
project operation, WNothing in this circular is to be cone
strued as modifying in any way administrative rcgulations ox

procedures of the Work Projects Administration,

oﬁ Nr~ge” (- \)’Z . ~»~-

Howard O, Hunter, Commissioner
Work Projects Administration
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PREFACE

The WPA Housckecping Aide Program, which furnishes assistance in
housekeceping, care of children, and elémentary home carc of the sick in the
homes of ncedy familics in timecs of illﬁoss or other emergency, is an out=
growth of an carlicr program operated under the Poderal Emergency Relief Admine
istration, At that time, in 1934, about 3,000 women were cmployednon projocts
of this nature, '

Tho projects were a logical dovelopmernt gTOWiﬁg out of an urgent
need of underprivileged people for assistance, togother with the necessity for
providing work for unskilled women, The serviccs that the projcct undertook
had been given in the past by more fortunate relatives or friends, or in some
instances by public and privete welfare agencics, However, the great increase

in uncmployment that came with the depression brought about a very diffcrent

i

situation -~ families were no longer able to help each other, standards in

family relationships changed, the burdens placed on welfare agencies increcascd
with the result that thousands of necdy families found themselves unablc to
secure assistance from the usual sources, These were the people to whom the
first housekeceping aides rendered service,

The accomplishments of those workers scrved not only to giv
in emergency situations but also to help establish the social principles
many services can be extended to needy people in their own homes in a
satisfactory and economical manner than through institutional caree Because
of this, rccognition has come to the program from many health and welfare
agencies and the demand for projects has steadily increascd., In Junc 1941,
33,324 women werc employed on housekeeping-aide projects operating in all

but four States,
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As the program has develcoped it has come to have a definite place

as o supplementary service to established health and welfare agencies, This

closer integration has brought increased responsibilities, The service ha

been extended, both in length of +time and in scope, in order not only to meet
the specific emergency problem more adequately but also to demonstrate to the
family better methods of homenaking and help them make the most of meager re-
sources, To this end also, incrcascd emphasis has been placed on continuous
in-service training of the aides to improve their skills and to give thenm a
better understanding of the problems they meet in the homes to which they arec
assigned,
The operating methods and training techniques set forth in this

circular have been developed to aid in the solution of the many problems that

housckeeping—aide projects, to improve the quality of service, and to

sh more uniform standards of operation throughout the country,
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PART I, PRELIMINARY PLANNING

Section 1l Conditions of Opez o) Subjeet to the provisions of
Operating Procedure No, G-1, section €1, and Operating Procedure Nos G=5y
section 15, housekeeping-alde projccts nay be operated to furnish assisvance
in housewerk, care of children, and clementary home care of the sick in homes

of the needy in the following circumstances:

1, When the homcmaker is partially or totally
tated for a temmporary pe

2 Whore sone r temperary Cre: oy ¢xistse
In motherless homes,

Where assistance is ncede

illness or old cgc. >

In planning for the operation of a project, the emergency gervices fall-
ing within the first threce categories listed above should be given first cons
sideration, Services to the aged ond chronically ill should be included only
if personnel is available in addiftion to that required to mect the other
needs, Since care for thesc persons constitutes a permanent problen which
is the responsibility of local welfare agencies, 1t is not advisable for the
housekeeping~aide project to provide continuous assistance for an indefinite
period, Linitations as to tk leng of service should be established by
the State Director of Comrmunity Scrvice Progranse W-
care is required, it is recommended that it not be
secutive weekse Ordinarily, this periocd should be sufficilent for local wele
fare authorities to make a permanent adjustument tc the situa :ti0ns
service nceded amounts to only a day or two, or less than a day a

suggested that the total amount of service provided be limited %0 the. punber
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of man~hours in the maxirum period e
homese

The services of the project may be extended only to families
as in nced by the sponsoring agency, ~Families of WPA workers are
for housckecping=-aide assistance on the sane basis as other needy
However, an aide employed on the housckecping-aide project should
assigned for service in her own honec,

In accordance with Opcrating Procedure G-1, scection 81, the scorvices
provided by housckeepingeaide projects rust be given in the homes of the
needy, Activitics outside the home, such as marketing for the fanily and
taking children or aged persons to clinics or parks, arc ineligiblee

The sorvices of the housekeeping-aide project may be extended to rural

areas only when adequate provisions arc made for supervision, training, and

transportations Two wisits a weck, one by the field worker and one by tho
I ® ? B 3

unit supervisor, is considercd the minimun anount of supervision nccessary
for an aidec assigned to a home in a rural arca, The workers in rural scchi
should be given the regular induction training and weekly in-service training
at the »rojcct center, Definite arrangements with respect to transportation
should be made prior to establishing service in rural sections. The responsi—
bility of tramsporting the workers to and from rural assignnents clagise armds

in bringing such workers to the project conter for induction training and

for weckly inescrvice training should be assumed by the sponsor,
o rJ/ =
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Scction 2 Sponsorship, Housckeeping-aide projects, either State~wide

or local, are sponsored by departnents of public welfare, departments of public
hoalth, or other public agencics legally authorized to prosccute the work over
the prescribed arca of operation according to regulations set forth in Operat
Procedure Noe G=1, sections 6 and 7,

It is normally the sponsorls responsibility to provide spacc, cquipnentsy
and utilitics for the project training conter; materials and supplics necessary
for training activities; mnedical exaninations for workers, when required; and
uniforns for aides and ficld workers, Whon the aides? and fiecld workers? assign-
nents rcquire cxpenditurcs for transportation in excess of the anount ordinari
necessary in going to and from a project site, the sponsor should provide the
additional transportation,

Since, in many instances, neither the official sponsor nor co=sponsor is
financially able to make the required contribution of nonlabor costs, the co=
operation of local commnity organizations and agencies is necessary in order
to operate a projecte Cooperating agencies may include the local health and
welfare agencics, both public and private, which uso the service of the projoct;
and commnity orgsnizations, such as scrvice clubs, fraternal organizations, and

church societics, interested in the betterment of local conditionse
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In order to be fully cffective, a housc-

Scction 3¢ Advisory Commithecss
project must be closely integrated with the health and welfaro
A Advisory

kecping—aide
programs of the State and of the local communities whore units op
nd it is highly

an importent part in bringing this about

ax
ay

committees can pl

desirable that such committccs be established,
The State Director of Community Service Programs should be responsible for
The District Director of Come

alde

the formetion of a Statc advisory committce,
munity Service Programs or the district supcrvisor cf the housekecpings:

=0
¥

project should act as organizer of local advisory committces,
ive men and women who arc active in the

Committcc members should be progres
life of their communitics and who are in sympathy with the objectiwves of the pro-
entation from public and private

A ¢t
28]

Advisory committecs should have repre
oncics, medical and nursing organizations, educational groups, and lo;

gram,
representative from each of the

a Tey

welfare ag
Local committees should include

M

organizationss
rojects

agencics using the sorvices of the
The primary functions of a State advisory committee of the housclkcening-aide

ablish those broad principles of dircction which will

st
;

project arc to help e
tend to integrate the program as a permancnt part c¢f the welfare services of
e at te

0!
Z
LS

)

o

the Statocy to stirulate intercst in the »roject throughout the State, and
1ins with professional and lay sroups,
g the nec

help maintain close working relations
hould be responsible for interpretin

Local advisory committces
of the community to the project, for intorpreting the project to the commnity,

; assistance in the expansion and improvement of the project
In nost instances, lccal come

and for giving

wherever and in whatever nanncr 1s possiblc,
in cquipping tho training contors and dischar

Pakey

S

nittces assist the sponsors.
Technical assistance in planning and carrying

other financial obligations,




who arc neribers of the cormittcc,

Advisory committees should be organizod with a chairmen end sccretary,

Meetings should be held regularly with a planned program of work, It is suge-
gested that Statc committces mect at lecast four times o year and local

cormittces once a montih,
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Section 4, Determination of Comrmnity Needs, When o Statce—wide housce
keeping-aide project is contciplated, the extont of the nced throughout the
be ascertainocd, Information should be obtained through State
hoalth and welfare organizations concorning oxisting programs and unnct needs
for housckocping services in a linited nunber of representative citics, counties,
and townse This information will serve as a basis for estimating the exteant of
the Statc progran,
Prior to cstablishing a local housckeeping-aide unit, the corrmnity necd
should bo analyzed by the Work Projocts Administration in cooperation with
ntorostod local agencicse This appraisal is fundanental to constructive
progran plenning and project operation, Following a deternination of neced,
specific information should be obtained from local public and private health
and welfarc agencics, schools, and other cooperating agenciocs on natters such as:
Tunber of familics eligible for scryvice,

Normal inecidence of illness or ocmergencics
noking assistance necessary,

Ability of public and private agoncies to furnish
necessary housekeceping assistance in homes,

¢ of servicc dosired,

Ability to provide the regquired amount of comrmnity
advisory and financial participation,
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aoe 1
age

Scction 5, Intergration with Other PrograilSe Since the Housekeeping Aide
Program is closely related to the programs of public and private health and wel-
fare agencies, it should be closely integrated witl them in order to be effcehiva,
This integration does not mean, howcvor, that the program loscs 1is identitya
The housckeeping-aide project provides specific supplementary services to

commnity agencies, It must therefore roflect the scope and operation of the

programs of the agoncies which it serves, but there should be no overla;

The housekceping alde cannot take the place of a visiting nurse,

professional status for such a job; she cannot become a visiting houscleeper
or a social worker, for she lacks the professional status for those jobs alsoe
In order that the Housckceping Aide Program may be satisfactorily intcgrated
with hoalth and welfare programs, it is ossentizl to consult with leadors

these programs in planning the activitics to be carricd on and the traini

be given on the housckeeping-alde projects

ram for the aides should also be integrated with community

The training prog

2

programs of an cducational naturce nsofar as possible, this phasc of project
tied in with work being done by school and university departe-
education, the State Extension Service, the State Mutrition

Committec, the Farm Security Administration, and other agencies working in the

ficld of homemaking educations

In communities where, because of militory and industrial defonse operations,
thore is an influx of families to such an oxtont that local welfarc and health

A

facilities are overtaxed in assisting the needy, local housckeoping=aide units
may be soet up for the specific purpose of mecting the resultant emergency housc-

keoping=service nceds, Likewisc, existing local units may be expanded to mcet

the necds for additional scrvices,
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e

Opportunitics for intcgration of the housckeoping-: aide project

WPA projects should not be overlooked, It is often possiblo to securc
in the training of aides from teachers from nursery=school projects and from
nurses on health projects, Where WPA nurscry schools are maintaine

should be made to coordinate housckeeping-aide activ

Py

their programs, Where it does not interfere with the operation
sclkkecping~aide training center may

asses in homemaking under the Education Progran,
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PART II, PROJECT PERSONNEL

Scction 6, Supervis . Tnevorganizgtion of a Stato~wido project may
provide for State, district, areca, county, runicipal, and unit supcrvision,
according to the extent and size of the program,

Supervisory personnel rmst be selected in agcordamce with requircnents

sct forth in Operating Procedurc E-9, seoction 44,

General dutics porformed by all supervigors should be in accord with thos

glven in job descriptions in Operating Procedurc He appondix B, scction 5
¢ apPY )

Specific dutics should be planmned aduinistratively by the State Director of

I
Comrmnity Service Progranse Thesc duties fall into three categoriess

le Adpinistrative, Organizing and coordinating Hroje

>
ect activities, management of personnel, naintaining
satisfactory relationships with sponsors and partici-
pating groups, preparing reports, and maintaining reccrds,

2¢ Training, Assisting in planning programs of traine
ing for supervisory personncl on various levels aand for
project workers, and assisting in oxecuting the traine
ing plans,

3¢ Ficld, Making ficld visits for the purpose of evals
uating the scrvice given by the aides, evaluating tho

training progran, and determining further training nceds,

State supervisors and district supervisors of housckeeping~aide proJjects

shall be graduate home economists, in accordance with the requirocmonts seb

forth in Operating Procedurc E-9, appendiz B, section 5, It is highly desirable

that supervisors at other lovels also be graduate home cconomist

On large units it may be nccessary to assign sovoral assistant supcrvisors

who will sorve both as tcachers at the training center and as ficld suporviso
Consultant sorvice on activitics pertaining to health and care of The si

should be sccurcd from public health nurses,

ol

TS

1
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It is also desirable to have consultant service from trained social
workers to assist the supervisor with problems concerning relationships between

the project workers and the families rcceiving service,

Since the success of a project will depend largely upon the ability of the

supcrvisor as a leader, the following general qualifications should be looked
for in supervisory pcrsonnel at all levelss

Administrative and executive ability,

An understanding of and appreciation for the progran,

with an objective and practical attitudo toward the

problems involved,

Ability to dircct others as well as to follow dircctions,

Ability to cstablish ond maintain harmonious working
relationships with others,

Enthusiasm, initiative, good judgment, poisc, and
selfeconfidencec,
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Section 7, DProject lorkerse Project wage employees assigned to housekesp~
ing-aide projects include foremen, field workers, Lousekeceping aides, and clerks,

Assignments of these workers shall comply with tho regulations cstablished in

Opcrating Proceduro E-9,

On units employing morc than 20 housckecping aides, it may be desirable to

ssign forcmen to assist the supervisor in her training and field duticse

Ficld workers are assigned in accordance with the following provisions of
Operating Procedurc G-5, section 15¢ MA limited numbcr of certified persouns
(one for every 10-20 aides) in the intermediate wage class nmust
field workers to assist housckeering aides in organizing and czecuting their
work and to assist the supervisors in the training of aides,! In rural arcos
where the homes served arc scattercd, a higher ratio of ficld workers
will Dbe nccessary than in urban contors where less time will be consumed in
travcel, Ficld workers should be women who have had training and cxpericnce as

[
housckecping aides and who have demonstrated their capacity for leaders
good judgmenty and ability to work harmoniously with othors in the draining
center and in the homes,

Housckeeping aides arc assigned in proportion to the number of familics
referred for service, In general, the ratio of one aide to every threoc or four
familics to be given service over a period of 6 months is satisfactory,

The assignment of clerks to housckeeping-aide units is usually advisable
in order to relievec the supervisor of routine office details of a clerical nature,

Timekeepors arc assigned to the project in accordance with requircments

of the Division of Finance,
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PART III, HEALTH AND HYGIENE

Scction 8, Medical Examinations, The preparation and serving of

food constitutes a major service rendered to the families by the housckeeping

aides, consequontly all persons employed on these projects who will handle
food should be froe from any infoctious or comrmnicable disease, Statc or local

regulations for food handlers should be obscrved,




Housekeeping Aide Circular Sec

Section 9, Health Protection for Workers,
be trained to take every health precaution possible in order Ho estal
and maintain the high standard of health necessary for workers on these
projectse

State and local departmen
for determining whether or not the health situati n a home will permit
the assignment of an aide without condangering her hcalth or spreadi

infection, When rcque are rcceived from local or State health authorit

for widespread assistance under acute or emergency conditions involving

contagion, aides should be assigned only when the following provisio

are mets

The State or local health authorities assume the responsibility

The aides arc superviscd by public health nurses,

The health agency g
in antisceptic mecas

4, Accoptance of the assignmen! he ai is voluntery.

s

In justice to the other workers and to the familics receiving sorvico,
a housckoeping aide who has a cold should not be on duty cither at tho
project center or in the homes,

A standard first-aid kit shall be maintaincd on cach housckee

projecty and all injuries sustained by workers in the line of

reported in accordance with prescribed procedurc

cs

L 4
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Scction 10, Porsonal Hygicnp, Immaculatc cleanliness of person
and clothing of all workers on a housckeecping=aide project is decemed

essential and should be maintaincd at all times, Good grooming should

be roquireds A well-groomed appearance increascs the workers! selfeconfi-

dences helps them develop a professional attitude toward their work, and
presents them favorably to the public,

Hoir nots should be worn by workers working with food eithor in
the training conter or in the homos, The supervisor should wear a not

when she is giving training in work involving foode




Scction 11, Uniforms, In accordance with Operating Proccdurc
cection 15, workers on housckecping~aide projccts are rcquired to
three uniformse Howcver, since the naturc of the work makes
tory that the apparel of the workors be spotlessly clean,
are preferable to allow adequate time for laundering,
Whencver possible, the uniforms or material for them should be

provided by the sponsor,

A housckeeping~aide uniform should consist of a dress, a work

oPTOL,

and a hair nct ‘ g8 sl a closed model, not Y“wrap around,”
and should be made confortably losse through the shoulders to pers
body action, Sleceves may be short or long according to State recom
tionse If buttons are uscd as fasteners, both buttons button
The usc of pins for fasteners should not be x

mitted,

The work apron should be made with a bib sufficiently widoe to
tect the front of the uniform and should be full encugh to protoct

dress,
Carcful consideration should be given to the selection

of the uniform for workerson the houscks

stance should the co;or be such that the uniform might be mistaken for

(=338

those worn by nurses, Nurses?! uniforms are usually white, blue, or gray,
consequently much confusion on the paz BNCTE blic may be

avoided if some color oths 18] - US G rs on housecke

aide projccts,
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The laundering of uniforms is a responsibility of the workcre Uni-
forms should not be laundcrcd regularly on the project, Howover, traini
in laundry work should include sufficicnt practice in laundering uniforms
so that cvery worker is able to do a professional-looking job on her own

uniforms,

Each houseckeeping aide should be equipped with a kit which

carry with her into the ficld, The kit should be provided by the sponsor,
if possiblce

The bag should look businesslike and should ad
of the housckeceping aidce It should be large h to hold the articles

which the housckeening aide nceds for her own usc as she serves the homos,

Among these articles are a workbook, recipes, apron, first—aid supplics
; Sl ) £ 2 £ ] ; t ]

newspopers, individual hand towel, soap, and drinking cupe

The uniforms worn by field workers should be the same as o3
those wora by housekeceping aidcse

It is impeortant that all supervisory porsonnel maintain a professional
standard of dress, They should wear uniforms at the project center on
training dayse Well—-tailored white uniforms give the supervisor a pro—
fessional appcarance, When making home visits, supervisors and other

WPA personnel should dress simply and appropriatelys

1
2




Housekeeping Aide Circular Sec. 12
Page 1

PART IV. THE TRAINING CENTER

The purpose of a training center is to provide a workshop where the
supervisor may give instructions and training to the workers for their Jjob
in the homes to which they are assigned, The project center should also
serve as a demonstration of possible accomplishments in the use of resources
available to a low-income family, but should never become pimarily a show
place.

Section 12, Location and Space. The center should be provided by

the sponsor and should be located where it ean be easily reached by the proj-
ect workers., Ordinarily, it is desirable that the training center be set up
in a separate house rather than in a portion of a warchouse or an office build-
ing. A house enables the supervisor to set up true housckeeping problems
in training and provides a better opportunity for training under actual home
conditions than can be found in a portion of a buildinge Training should
never be given in the homes of the workers or supervisors,

The size of the training center will vary according to the number of
persons to be trained., A conter should provide space for carrying on at
the same time a number of training activities in which workers will participate
on an individual basis. Space should also be included for performing the
necessary office work involved in the operation of the project,

The aumber of rooms necessary in a training center to meet space re-

quirements for training a large number of persons by the workshop method

will often exceed the number of rooms in the homes of families receiving
service, Therefore it may be wise to set up two or more housekeeping units
of 1, 2, or 3 rooms within the project center, in order to approximate the

situations which the aide will find in the field.
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Utilization of space in a training center is an important considera-—
tion. Rooms which serve no specific training purpose or do not represent
a typical home situation should not be set up. For example, since dining
rooms and nurseries are seldom found in homes receiving service, they have
no place in the training center; the space might be utilized to better ad-

establishing extra kitchens and additional workshops for home-
activities. ILiving rooms, as such, arc not recommended.
that living-room spacc be used as a general work room for

such activities as mending and renovation of garments and safety demonstra=-

tions. Such a room could also be used for conducting group discussions.
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Section 13, Furanishings and Equipment, The equipment used in a

training activity should be simple and inexpensgive and within the accom-
plishment range of low-income families, It is extremely important that it
be in keeping with the equipment which might be nd in the homes of famil
receiving service so that the training can be made practical and applicable
to the actual working conditions in the field, It may be necessary to have
stoves using different types of fuel, and a washing machine as well as tubs
for hand washing. Sufficient equipment should be provided to enable each
aide to carry out individually the demonstrations included in the day's
training.

It is considered desirable to have mechanical refrigeration in trai
centers in order to keep perishable food supplies from one training day to

the next, This should be in addition to a refrigerator of the type

Reconditioned or very simply constructed furniture made by aides as

a part of their training should be used to furnish the center, The train-

iis

ing center should be kept in a consta v changing and unfinished state so

"¢

that an opportunity is aiways afforded for the aides to develop new ideas,
Furnishings and equipment should not be loaned or donated the project
by the supervisory personnel or project workers, Such items should be
supplied by the local snonsors and cooperating agencies,

It is desirable in some instances for the spongor to maintain at
project center a "loan chest" of sheets, pillow cases, towels, gowans,
infants' garments for emergency use in the homes These articles ar

loan purposes only,
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Section 14, Mcthod of Handline Ecferrals Requests

ing-aide service may be accsepted from all recognized I

commnity agencies that have established a clearance

Gl

sponsors lWhere such clearance has not been effected, ec rral shouwld

clear through the official sponsor

One of the administrative responsibilitie

_to conduct regular planned meetings v
The purpose of such mectings i
working relationships with these agenciles through clarification of
points as the following

WPA rcquirements on family eligibllity ond limita-
tions cf service, :

The nccessity for proper and complete writton re-
quests for scrvice

ce from the vicwpoints of
o TFor example, (1) undue dele;
2) lack of nccessary work cquiy

General problems of g
both agency and proje
in placing aides, and
ment in homes,

STV
t
(

Emergency referrals made by telephos cencies should

be muae aw”fe of %hc d Tg such requests,
needs in order %o

avoid unnecess sary "omfryc;01 Roqaosbu made by tele—

phone should be followed by written rcquests within 24 hours

An understanding of the importance of preventative re-
ferrals, For cxample, o) placement of an aide before
mother is to be confined, and (2) meking a rest period
possible to an overburdcened mother,

It is recommended that each referral agency submit a guarterly report

evalvating the services of the housekeeping-aide project and malke suggestion

15
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profitable to the training and field program,

The importance of the usc of tho cstablished WPA Forms DPS=5 for

the promotion of - officicnt and businesslike attontion to family scrvice

cannot be too highly emphasized, This form shall be suppli ) ncies
by the local unit supecrvisor,
All rcquircments for information should be complicd with
make proper placement of aides, — Starting and anticipated complotion d
for service should be specificd, Information giving special home condie
tions is of impmortance in guiding assisgum s and pla
A5 ante Sl ooy
bo notified, A notice of withdrawal of scrvice should also be s
to the agency concerned, and the specific roason for withdrawal given

cach instancec,
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Section 15, Scheduling and Asgienment of Aides, Referralsg should

be given prompt attention by the unit supervisor, Asgsignments should be

made % nsideration to special family requirements and abilities of

Azc, race, location, size of family, and hoalth condit

"

be considercd,
A weokly schedule of assignments for cach aide should be made and

issucd, proferably on the regular weckly training day at the coater,

Y
e/

1

crs should recport directly from their homes to thoir assignment location

to avoid the wastc of time occasicned by reporting to the training center,

£

However, whon an aide has beon absent from work for a period of time, it

3

or her to revort to the center for a schedule of

asgigned to a home for a sufficient period of time
satisfactory and offcetive job of allmaround housekecping
assistance to be done, Heguests for service of 1 day or a halfeday o

1

week should be discouraged exccent during cmergencics vhich cause o sudden
increasc in the number of reforrals, making widesprcoad service neccssary,
In some instances sorvice of onc day a week to chronically ill or aged
persons may be adequatc,

Whon secrvice is continved in a home for more than 2 or 3 wecks,
it is usuelly advisable to change the aide during the period to avoid the
possibility of development of undesirable relationships betwecn the family

WOrkere

no time should two workers bc assigned to the same home during the

samc hours, In extreme emergencics requiring more than the usual anmount

o
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schodules of two aides

should an aide spend the night in the home to wiich

should not bc asgsigned ; han Negro hones, sinec
the familioes,

cation eovered by local 1

When cmergency
assignment should generally be made from workers
from the aide group being trainecd in the center,

to do this by withdirawing a dlc from a home where the

ceased to be acutec, ) for supervisors to

of such homnecs in n in order to be proparcd for emcrgency re
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Section 16, Initial Visits o Home:

not be made by supcrvisors or ficld workors

according to Operating Proccd

1lar, agencics should submit

o nake intelligent

The local. unit supervisor or delegated

within 24 to 48 hours following the

whethicr the assignmen s gatisfactory aad

gervico

withdx

found thet assignment

Hougekeo

dure G-5, scction 15,

placoments pos

porson

1sly not jus

cping Aide Circular .Sec,

shall
aidey

As sct forth section

sufficiont information aboub

sible without WPA visitation,

should visi

evaluate the quality

the fact that ?

onstrued to prohibit

rawing assistance when it is

-

tifiad,
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Section 17, Relationship of Workers with Families,

and effectiveoncss of a housckeening=aide project depend in a large meogure

upon plcasant, businesslike rclationships of the aides and field workers with
the familics being serviced, It is important that the workers reccive caro-
ful and thorough training, both induction and in-secrvice, in the various
aspcets of their relationship with the fanilies, During induction training,
the ncw workers should be taught the proper way to approach the familics,

The supcrvisor should siress continuously that housckeeping—aide
workers should have an objcctive attitude toward their job, including an
imporsonal approach to the problems they cncounter in the homes,  Many
complications will be avoided if a worker has been given a clear understande

.

ing and appreciation of the scopc of her responsibility to the fanily, The
aide is assigned to the homes to carry on housckeeping activity, but she

should not be expected to take over the entire responsibilities of the family

The assumption of too many respounsibilitics would be d inental to the best
interests of the family group, The nmost effoctive service which a worker can
render a family is to help them during the emergency period in such a way
that after the emergency has passed, the family will have been given the
desire to make more effective use of the resources which they have available,

The maintcnance of pleasant and harmoniocus relationships betweon workers

and the familics entails spocial emphasis to the development in tho workers

of such qualitics as kindness, tactfulness, understanding, and good judg-
mente A1l workers connected with the project should learn thet there is

no place for gossip and that private affairs of the families are not to be
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discussod eithor on or off the job,

It should be impressed upon the workers that they must ncver ctitomdt
Yo make social adjustments or financial arrangements for the familiege Ih
should also be made clcar to them that they arc not nurscs and that they
should never give advice about health situationse.

I% is tho rosponsibility of the rcferral agency to cxplain to the
family the housekecping aidols responsibility in the home, and also to
oxplain the obligation which the family has toward the workor.

‘should understand that the housekeoping aide is never to be considercd a
sérvdnt to the family, Giving a clear and corroct ianterpretation of the
housekoepingnaido project to the referral agencies is onc of the best ways
to bring about the establishment of a good relationship between the familics
and the workers,

Problems and maladjustments which may arisc between houseleening
aido workers ond the families should always be reﬁortod by the worlkers to

the supcrvisor so that proper adjustments can be made immediatclys
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Section 18, The Work of the Aides in the Homese. The housekeeping
aide project is set uz provide an all-around housekeeping service. The

work of the aides in the homes to which they are @531gnﬁa includes preparation

of meals, cleaning, laundering, caring for children, giving elementary

home care to the sick, mending and reuovation of clothing, and making simple
home improvements
In interpreting the project to roferral agencies it should be made
clear that the service is to be requested only for homes where there is
sping problems., An aide should not

job, h as an accumulated washing,

</

be assigned to do any one special
seasonal housecleaning, of dressmaking.,

The housekeeping aide is not a teacher, She is not sent into the

s to give instruction in homemaking but to do whatever household
tasks are necessary to maintain normal family livﬁng during the neriod
emergency. However, by doing every task in the best possible way, she
often able to demonstrate to the family how to use their resources to
advantage, meager though those resourées may be, and to interest them in

making thc home a betier place in which to live.

A, Preparation of Meals. The preparation of meals for the family
is one of the housekseping aide's most important responsibilities, since
p“oper food is one of the first essentials for healtl Although the

may not always be able to prepare a well-balan ed meal from the
ad available, she should know what constitutes such a meal in terms
of low-cost foods, With this knowledge, she may be able to make sugges-
tions to the family that will help them make the most of the money to
be spents ¢+
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In planning meals the aide should consider the family's prefer-
ences, introducing changes in the accepted pattern gradually.

The jobs in connection with the preparation of meals include:
Checking supplies and making market lists
Storing food supplies
Planning neals
Cooking and serving meals
Dishk washing

When land is available, the

stirmlate interest in home Dnr¢er*ng

garden whieh will prov1de the fre 2ta ed for
diet.

nide showld endeavor to
9‘11v plan and t”rt a
a more adequate

B, Oleaning. It is the resuonsibility of the housekeeping a
keep the home in as clean and orderly condition as possible durlHE he
assignment, Routine cleaning jobs include the following:

Straightening rooms (U'cli g up and
sD

putting away clothing, di ging of

trash, etc.)

Sweeping floors

Dusting furniture

Washing dishes and cleaning sink

Cleaning stoves and refrigerator

Disposing of garbage and cleaning garbage

P £ g
Cleaning bathroom
Eliminating pests
In many homes referred for service there will be much to be

done in addition to routine daily cleaning in order to neet desiratle
standards., If time permits, the aide can help remedy conditions by
doing special jobs, such as the following:

Scrubbing floors

Dusting or washing walls

Cleaning windows, screens, sills, and shades
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Scouring pots and pans
Cleaning clothes closets

oy

tarniture

Washing woodwork and :

Co Launderins. ‘The laundering of clothing and bedding reguired
for everyday use by the family is one of the normal duties of the house-
keeping aide. However, she is not responsible for washing large accumula-
tiont of soiled articles, When such accumulations are found, she should
be expected to launder only tbe articles required to meet the immediate
needs, If time permits, she may be able to take care of the entire
accumulation during the perloa of her assignment, but this should not
be done at the cxpense of other services to the family,

D. GCare of Children. Anything the housekeeping aide can do to improve
the health and odd to the general well-ising of children should be consider-
ed one of thc most important contributions she can make, Since the mother
is usually absent or incapacitated when houseckecping-aide service is given,
the aide often has complete responsibility for the care of children during
the hours she is in the home. The following are the tasks she is cxpected
to perform:

Preparing and serving meals

Bathing and dressing infants and young children
Helping older children bathe and dress

Keeping children's clothing clean and mended
Helping direct play ani rest

Helping establish geod heelth and behavior habits

E, ZElementarv Home Care of the Sick., In many instances where housc-
keeping aides are assigned, there is the problem of a sick or *fnﬂlp*poba
person in the home. The assistance which the housckeeping aide can give
in caring for the sick must necessarily be limited to items which arc
elementary and not of a nursing nature., In determining the items to be
ncluded under elementary home care of the sick, the approval of the
State Department of Health in cooperation with the State Nursing Associa-
tion shall be secured, in accordance with Operating Procedure G-5,
section 15, Clearance with county or city health departments alone is
not considered adequate, since uniform practices should be followed in
housekeeping-aide units throughout a State, However, it is importent
to secure the cooperation of local officials in this matter.
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In general, services to sick persons include the following:

Keeping the room clean, in order, :and well
ventilated, with proper adjustment of light

Changing sheets and pillow cases
Doing the necessary laundering
Preparing and serving meals

Assisting sick person in washing-face and hands,
and other toilet activities :

A housekeeping aide should never give medicines or treatments
of any sort except on the written instruction of the physician in charge.
This is to be interpreted as prohibviting the giving of such common house-
hold remedies as soda, aspirin, laxatives, and enemas; and the application
of ice packs, hot water bottles, poultices, and counter-irritants, unkess
they are specifically ordered in writing by the doctor,

The housckeeping aide should learn to evaluate the family situation
and plan her work to meet the needs, The amount of work %o be done in
the various fields of activity will vary according to
and family, On assignment to a home the aide should obs

carefully and make a schedule of routine daily tasks and of special Jjobs

that need to be done., A written schedule is not necessary, but the aide

should have her plan of work clearly in mind., If a definite plan is made

and adhered to as closely as possible, it will help her to do the job
efficiently and make the best use of her time., In following a schedule,
allowance should always be made to take care of emergencies and unforseen
situations that are likely to arisc in any home.

F. Mepdine. A housekeeping ~ide is expected to do the mending
necessary %o keep clothing and household articles in good repair, This
includes sewing on buttons and other fasteners, mending tears and rips,
darning, and patching; She may also assist the family by making over
garments and making children's clothing from parts of discarded germents
or scrap materials., However, sewing activities should be an incidental
part of housekeeping-aide service. Whenever possible, the aide should
show the mother or older girls in the family how to do these things,

- rather than do them herself.
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: G» Home Improvement. Many of the homes referred for housekeeping-
aide seérvice are meagerly equipped and lack the essentials for comfort,
convenience, sanitation, orderliness, and good organization of work,
There are many simple improvements which an aide can make herself or
encourage the family to make with little or no expenditures of money,
The following are examples of such improvements:

Putting up hooks, nails, or rods for hanging
clothes or towels

Putting up shelves for kitchen supplies

Making storage cabinets and wardrobes of
boxes

Mending broken steps

Mending window and deoor screens
Making window shades of paper
Making fly traps

Making screens to provide privacy in crowded
homes

Making baby bed from crate or barrel

Making nursery chair

Making bed blocks to raisc bed of sick person

Making back rest, bed cradle, and bed tray for
sick person

Activities such as those listed above are an important part
of the aide's work but should not receive undue emphasis, Only simple
basic improvements should be undertaken., The home improvement phase of
the work should never be allowed to become a project in furniture making
or interior decorating.
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Section 19, The Jobs To Be Done %y the Field Worker. It is the

1

duty of the field worker to visit the aides at work in homes and to as-
sigt in the planning of work. The field worker should assist the aide
"with her work when necessary and give spot training by working along with
her,

Suggestions for improvement should be given to the aide in a tactful
and diplomatic manner, Comments on the aide's work should never be made
in the presencec of the family receiving service.

The field worker should report her observations and suggestions to
the supervisor for consultation and advice -- at no time should she assume
the role of a person in a supervisory capacity. Reports from field workers

should not teke the place of first-Land observations made by supervisors.

Obsecrvations which the field worker should make include:

Lost time on the part of the aide

Failure of an aide to report for work
Maladjustments existing in the home or between

the aide and the family which affect the work of the

aide

Very apparent conditions in the home which
make further service unnecessary

Quality of worl being done by the aide
Carryover of training into
Needs for further training
The field worker should receive regular weekly training with the house-
keeping aides at the project center, She may then help the supervisor in
giving tralning to other groups of aides. However, she should not be
grouy )

given the entire responsibility fc- the training of workers,
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Since the field worker is a contact person between the project cen-
ter and the workers in the field, she may inform the aides of new assign—
ments to homes or of changes in assignments which have been determined
by the supervisor,
It is considered advisable that field workers' schedules be arranged
so that each aide will be visited :t least twice a week,
A field worker should not spend more than 2 days in the project center.
¥
However, she may need to report to the center briefly at other times to

receive instructions and confer with the supervisor,
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Section 20, ILunches for Workers. In accordance with Operating

Procedure G-5, section 13, lunches for housekeeping-aide workers are not
provided at the training center. Workers are required to provide their own

lunches whether they are in the center or in a home., Food preparation is

a part of the regular training activity; however, this phase of the train-

ing should never evolve into the premaration of meals for the purpose of
providing lunches for project workers or supervisory personnel, Sampling
the food which has been prepared during training is o necessary and valuable
part of the evaluation period. The logical time for the evaluaticn is at
the close of each group's cooking period. Foods should not be set aside
until the noon hour to be used to supplement the workers lunches.

Surplus foods accumulated through a day's training progr
distributed through normal channels; that
nursery~school projects or through a local welfare ag 7o No worker may
carry food away from the project.

In planning a schedule of activities it should be made clear that the
lunch period allowed the worker . is her own time., When she is on
assignment she should be encouraged to take her lunch period away
home if the home situation permits.

The serving of low-cost demonstration meals to spounsor
interested persons should be planned only occasionally and should never

at any time interfere with the normal operation of the
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Section 21, (This section will be issued at a later date.)




Housekeeping 4ide Circular Sec.

Section 22. Timekeeping. As prescribed in chapter I, volume 17,
of the Manual of Rules and Regulations, timekeeping functions arc the
responsibility of the Division of Finsmncc. Several methods and reccords arc
prescribed therein, the selcction of the most suitoblc of those prescribed
also being the responsibility of the Division of Financce Duc to the faet
that housckeening aides spend almost all of their working hours in the
homes of privatc families, they arc to a cortain oxtont, in the same
category as "isolated employces" as defined on pagc 4.1.0164 of the lanual.

In probably the majority of casecs, thcrefore, the WORKERS REPORT OF TIME

WORKED, WPA Form 50lc, is the most suitable form for rccording the time of

4

these workcrs. Under this method it is not required that the timckecper

check the workers four times a day, the procedurc on page 4.1.0164 pros—

cribing "spot chocks by the chief projeoet timckeeper and

timekecper shall be made as often as possible.," In the event this

is not in effect, it is suggested that the State Division of Finance be
contacted with a view toward adopting it. It should be borne in mind,
however, that the final determination as to which timckeeping ncthod and

record will be used rests with the State Division of Financc.

oo
oL
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Iraining, Training of workers on the housekeening~aide
an integral part of project operation, In accordance with
cedure G-5, scction 15, aides and field workers should rcceive
1 day of training each weck for 6 months aftcr assignment, in addition to
on training period of 2 to 5 days which shall be given at the time
of assignment to the project, Provision shall be made for continucd in-service
ach worker after the initial 6 months,
Dircctor of Community Sorvice Programs to de—
termine the amount of such training requircd, n m nstances a full day
of training weckly for cvery worker during her ontire period of cmployment
.

is desirablc,

The main objective of the induction training is to acquaint the aides
with the purpose of the housckecping-aide project and to interpret to them
to the families with which they work
the fundamental information
needed for satisfactory assignments of aldes homes It is not comsidercd
advisable to oxtend the i 1 ng period beyond 5 days sincc too
muich instruction is like ly to be confusing to the worke Th is particular—

ly truc becausc newly assisned aides do not

jobs to be donc in the homes,

training of aides should be continucd and broadencd by in-scrvice

iluprove constantly the scrvice given

-

not have the same abilitics and some. will
that the ‘
the abilities of the workers that it
the background of every worksr to the cxtent

with which she performs her job,

Details for training are given in Part VI,




A

Housekeeping Aide Circular Scc., 24
Page 1

Section 24,

housckeeping-aide project should be

program for the Divi N 0: Iy bl SR7IE Tograns ' over-all

ning of should be done 7 the State cffice

by the Supcrvisor of Welfarc Projects iz eration w the State

sor of Training and the State supervisor of the usekeening—aide

ECle

ning
workers in relation to their jobs and to the
of planning s

training mat

and un

Llocal situations,

ice will require adjustnents and ad
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2

Careful plans should be made for bdoth 11 on and in-service
training for all project personnel, slc ) > for project workers
shonld be nlanned in small units that

stood, These units should form a pattern of

ontinually enlarge the fund of inf Formation of the work

ing should be planned around fundamental houseloce

of these problems will be asonal in nature
cordingly, . For cxamplc, in
of clecaning and
which ther are assigned,
the handling of such a problem should be planned for Be
change occurs so that workers will De orepared to meet th
cossfullys
Repetition of certain units
housckeeping aides, Repetition is valuable
but should, wot be used simply because of inadequate planning

of the supervisor for
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Section 25, Training Suvervisors, Workers cannot be trained suc—

cessfully unless a State has a well-plannedtraining program for super-
visory personnel, Training for housekeeping-aide vroject sunervisors
should be included in the state-wide plan of training for supcrvisors o:
all community-service projects, Parts of the training may be given in
training confereaces for supervisors of various community-service Drojcctse

D

his training should be given at various levels - State, district,

s

county, or city - dcpending upon the size and organization of the »rogram,

Many Statcs havo found the following plan to be successfuls
A state~wlde housekcering-aide training conference of
3 to 4 days duration may be held with the district or
supervisor of the project, the state supervisor of th
ect, the State supervisor of the welfare section, and
State training supervisor attending,

This State~wide housekeeping-aide training confercnce
will be followed by a district-wide training conforence
of approximetely the same length of time, ' The district-—
wide conference will be atteaded by the district or area
project supervisors and the county project supervisorsa
The district conference may take the form of sectional
meetings, being held in conjunction with a district—

wide confercnce of several commnity - service wnrojects,
The State project technician and the State supervisor of
welfare projects should attend some of these mectings

in each district to assist in the evaluation of the
meetings so that coantinuous improvement of these confcer-
ences may be effccted,

County supcrvisors, in turn, follow up with group train-
ing of local unit supervisors, who are responsible for
training the workers in groups at the project training
CRNGEDR . ttendance as often as possible of the

district project supervisors at the county mecting

will be bencficial, as will the occasional attenda

the State project supcrvisor,
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The intervals at which the training conferences are
neld will vary with different States, It is recom
monded that the State~wide training conforenccs be held
2 to 4 tilOS a yecar, the district conferences 4 to 8
imes a r, and the county or city mcetings 8 to
mes

7 c

Sonc' £ the mnatter h shov be included

training is as follows:

Organization, purposc, and scepe of the WPA progran,

Improved projoct opcration through organization and
plan of work,

.Methods of teaching,

Adaptation of technical subjecct matter to the WPA
housckeeping~aide project,

Pers onneW nanagemnent,
Sponsor relations,
Public relations,

Safety education,

Methods which are opplicable for training supcrvisors as v s work-—
crs arc demonstration, g i ] a : ividual confercnccs, .Ad-

ditional mecthods which nay be ‘used effectivel r supervisory troining are
R

discussions, symposiu
In training supervisors, full advantage should be taken of cormmnity
resources by bringing in professional persons to present certain phases

Porsons

of a morec compreie nature than might be pecssible
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Section 26, Methods of Trainine Workers. Unskilled workers learn

most effectiyvely through a combination of listening, watching, and doing,

with emphasis on the doing., The methods that can be used most advantageous—
ly in teaching these workers are, in order of their importance:
Demonstration or workshop method
Group discussions
Individual conferences

The program for each day of training on a houéekeeping-aide project
should include demonstrations and group discussions. The greater part of
the day should be devoted to demonstrations., Individual conferences with
aides and field workers should be scheduled as the need arises,

For effective training by discussion and demonstration methods, the
groups should be kept small so that each member will have an opportunity to
contribute to the discussion and to carry out a complete individual demon-
stration in each phase of the day's trainings For this reason, and also to
permit adequate coverage in the field, it is recommended that only part of
the aides be scheduled for training on any one day of the week. On a large

~

project, one-fifth of the aides might be given training eack day of the week,

On small projects, 2 or 3 training days may suffi with one-half or one-
third of the aides in attendance each day.

The training of workers on.housekeeping-aide projects should be given
by the unit supervisor and her assistants., Participation of outside persons
is not recommended as a rule, as they are usually not sufficiently familiar
with the pzoject and its problems té present subject matter effectively to

the housekeeping-aide group.
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A. Demonstrations, The term "demonstration method" is
used in this circular to mean the workshop or practice
méthod of training., The workers learn by carrying through
a process on an individual basis; that is, the worker
demonstrates, by doing, her sbility to perform a given unit
of work. When new or difficult procedures are involved,
the supervisor may first give the demonstration, but it
should always be followed with a demonstration by each work-
ere This 1s essential to develop the skill, interest, and
self-confidence necessary for the desired carry-over of the
training into the homes. At the comple**on of a demonstra-
tion, a brief period should be allowed for evaluation of the
work, with all the workers who participated taking part in
the discussion.

The major portion of the traini the housekeer
project should be given by the demenstration method. This
method should be used in all phases raining reguiring
activity; that is, cocking, cleaning, laundering, mending,
etce

The demonstration tr:ining should be so planned that each
aide participates in a varileiy ol activities during the day.
This can best be done by dividing the group in the center
for ftraining into four to six smaller groups of m two
coing from
e based on this

fro
to six workers each. The groups then rotate, h01p
one activity to another during the day. A schedul
plan is given on page 4 of this section.

Be Group Discussions. Groun discussions are valuable not
only as a means of giving information to the workers but
also because they afford an opportunity for interch 15d of
ideas between workers and supervisors that is stinulat
instructive to both.

The discussion method can be used to advantage in phases of
training that do not involve activity; as for example, plan-
ning a day's work in the homes, enlisting the cooperation
of children in the homes, and guiding children's behavior, Dis-
cussions should always be summarized by the leader, If a discussion
has been worth-while, definite conclusions can be drawn,

A discussion perind at the beginning and at the end of the
day will serve to draw the group together and to integrate the day's
training.

26
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An hour is the maximum length of time to expect the workers
to be interested in or to participate in groun discussion. It is
recommended that a half-hour to an hour be allowed for discussion
at the beginning of the training day, and 15 to 30 minutes at the
end of the day.

If the discussion method of training is to be fully effective,

a careful plan for each discussion period must be made by the
sugervisor.e This plan should be detailed to the extent of listing
all leading questions and must *dclude possible solutions

to problems that will be brought out in the discussion. It

ig necessary that the supervisor guide the discussion to keep
it to the point and on an objective basis, She should strive
for an informal atmosphere which will encourage particination
by every worker. Unless the workers contribute freely to

the discussion, there is danger that it will become a lecture
by the supcrvisor. Discussion is more likely to be general if

the group is seated around a table rather than in chairs arranged.
in rowse

Interest is added to discussions through wisely chosen, il-
lustrative materials, such as pictures, charts, posters, and objects,

1

to demonstrate points in the discussion.

Workers should not be expected to take notes on the
discussions or to copy material from a blackboard, Material
needed by the workers should be typed or mimeographed and dis-
tributed to them.

Ce Individual Conferences. This method of training can Dde
used effectively when problems arise that are of a personal nature
or not pertinent to the grounm as a2 whole., However, individual
confercnces should be kept to a minimum since they are expensive
and time-consuming.




SUGGESTED SCHEDULE

OF ACTIVITY FOR WEEKLY TRAINING OF AIDES

7

Group 1 Group 2 Group 3 Group 4 Group 5 Group 6

8:30- 9:15 General Discussion
Clothing or
9:15-10:05 Foods Foods Laundering Health or Cleaning Home
Child Care Improvement
Clothing or
10:05-10:55 Foods Foods Cleaning Laundering Home Health or
' Imrovement Child Care
STotiting or

10:55-11:45 Health or Home Foods Foods Laundering Cleaning

Child Care Improvement

Clothing or
11:45-12:35 Home Cleaning Foods Foods Health or Laundering

Improvement Child Care
12:35-1:05 LUNCH

Clothing or
05— Nuehh Laundering Health or Home Cleaning Foods Foods
Child Care Improvement
{ Clothing or
1:55- 2:45 Cleaning Laundering Health or Home Foods Foods
Child Care Improvement

2:45- 3:00 Evaluation

The number of activities and the length of
the periods will be governed by the length

of the project training day.

Bach group is scheduled for a double period

in "Foods" because of the special need for in-

tensive training in food preparation.
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Section 27, Induction Training Program for Workers, The induction

training period for housekeeping-aide workers is designed to acquaint the

workers with the project and to make then aware of the more commcn Drob-

lens and situations they will encounter during

ments, Since the period of ctiol vining is very short,

important that this portion bhie aining be confined to the fundanc
infornation which will be needed by the workers upon their first assig
o) &) Iaopule)-
Following are minimum esscentials for induction training for workers
on the housekeeping-aide project:
Interpretation of the project and mech
Rolationship of aides and ficld worker

Desirable personal qualitics of
workers,

Personal hygiene,

Safety measures,

Preparation of simple dishes based on low-cost foodse
Basic vrinciples of cleaning and laundry.

Care of childrean,

3
16

Elementary home care of the sick,
Planning the aide's work schedule in the home,
During the induction train weriod, it will be nossifle to cover
the rost clomentary aspects of these topics. The time should be schedul

so that worlkers rcceive training in cach phase, After the workers have

completed induction training and have had cxperien in serving

only

ef

cd
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honos. these topics should be developed in much nore detail, using a
) x &
different approach than was used in 1nuﬁculon training,

1] S e
S}

training should be presented by means of grour discu

Simce interest on the part of the
in order to avoid monotony and to maintaln interest,
clude the use of both group d s n and demonstratio - than plan—
ning to use onc method for ap entire dayes
limited to about 1 hour and sk varied tnroumhouu the day with
demonstration training periods w may .be & hours or = n length,
The longer period 1is 2 D] ¢ demonstration method bec
worker will cengage in activitye
In induction training the workers should be rotated through ve
phascs of the training, This plan wi give the worker a basis f ying
on a well-rounded housokeeping service an@ will prove helpful
called upon to render such a scrvice in a home. The practice
the workers will also make it possible to add variety to the 5 days
duction training.
If workors are aoslb. ed only one or two
to use the individual-conference method to a greater
groups arc lerger, In such instances, activity training may heve

given to new workers with rcgular in-service training groupsS.

he following arc suggestions for ! > during tho

.Group Discussion - Interpretation of project.
of mechanics of project operation

Demonstration ~ Foods work, based on the commoditie
usually found in homes and using kitchen cquipmen
to that found in the hones,
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Preparation of rolled oats, cracked wheat,
or other cereals.

Preparation of dried prunes, peaches, or other
dried fruit.

Washing, rinsing, putting away dishes.

Proper storage of foods.

Group Discussion - Relationship of workers with families.
This should be a detailed discussion, including relation-
ships with children, i1l persons, and neighbors.

Demonstration - House Cleaning, using the type of cleaning
equipment ordinarily found in the homes:

Straightening a sick room,

Daily cleaning of kitchen.

Sweeping different types of floors.

Cleaning rag rugs and other types of scatter rugs.

Third Day

Group Discussion - Personal hygiene and personal appear-
ance.,

Individual Conference - It may be desirable tc have in-
dividual conferences with some of the workers regarding
matters of personal hygiene,

Demonstration - Foods work based on gquick breads made
from commodity flour.

1

Making whole-wheat biscuit, mﬁffins, drop cookies.
Storage of flour.
Storage of baked products.
Improvised measuring and baking equipment,
Cleaning the stove following meal preparation.
Fourth Day
Group Discussion - General safety measures to be observed

in the homes, (Safety should be stressed as it relates to
each activity throughout induction training.)
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Demonstration - Based on laundry work:
Use of laundry equipment.
Washing sheets and pillow cases.
Washing children's clothes,
Washing kitchen towels.
Hanging out clothes.
Preparation of clothe: for ironing.
Irening.

Fifth Day

Group Discussion - Planning the aide's work in the houe.

Individual Conference — It may be necessary to arrange
some individual conferences in order to give certain
aides more help with their daily work plans.

Demonstration - Based on elementary home care of the sick:

Preparation of a meal for a sick person, basing
the meal on the food demonstrations held the
first and the third days., This meal could be
adapted to the needs of small children.

Making an unoccupied bed.

Making an occupied bed.
It is desirable to keep a written record regarding the induction
training of each aide. This will enable a supervisor to make more satis-~
factory initvial field assignments of aides and will also be of assistance

in planning effective in-service training.
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Section 28, Ipmgervice Training Program for Workers. The objective

of in~service training is to improve constantly the quality of service
givén by the aides and field workerse The content of the training pro-
gram should be considered carefully in rclation to the job to be done in
the homes, and only such items as are directly applicable should be includ-—
ed, The unit supervisor is responsible for developing the details and for
carrying out the in-service training program,

In the training of unskilled wor s, whether by demonstration or dise
cussion method, subjects sho s broken down into small units which can
be easily understood and assimilated, For example, a demonstration under
"Cleaning® should not include the general cleaning of a room, but only a
single phase of the subject, such as "Cars of Painted Floors" or "Washing

Al

Woodwork," A unit for discussion might be "Ways to Prevent Common Colds" or
"Good Food Habits," rather than the gencral subject of "Protective Health
Mcasurcse"
Safety measurcs should be stressed in all phases of the training,
Subject matter should always be adapted to the ability of the workers
and should always be presented in simple terms,

o~ na

A, Trelning Activities. Training activities fall into variocius sroupsS,

1, Foods, This would include instruct
tion practice in such phases as the

How %o make the best u food stamps
the food dollar,

Preparing surplus commodities and other
cost foods in a variety of wayse
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Plarning, preparing, and serving simple lowe
cost, well=balanced meals, with emphasis on
foods necessary for good health,

Planning, preparing, and serving food for
small children and sick personse

Planning and preparing box lunchos for school
children and employcd members of the family
and for the aides themsolvese

Proper storage of foodse

Proper method of dishwashinga

Preservation of available surplus fruits and
vegetables,

2. Cleaning, This activity or phase of training should include
vhe following:

Sweeping and mopnings

Scrubbing,

Dusting and caring for furniture and woodworke
Washing windowse

Use of disinfectantse

Clecaning shades, rugs, curtains, and other
furnishingse

Cleaning kitchen equipuent, such as stoves and ice

Cleaning cupboards, cabincts, and dresser drawers,
leaning and airing matiresses, pillows, and springse
Eliminating pestse
Be aundering, Training in laundering should include the use
and carc of laundry equipment with demonstrations and practice
in the following activities:
Daily laundry for the family,

Weekly laundrye

The sick personts laundrye
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Laundering infants?! clothes,

Laundering special types of fabrics, as rayons,
corduroys, woolens,

Laundering special articles, such as bed coverings
and pillowse

Seasonal laundry, such as winter clothes and
dding to be storcd,

o
&
A
(o4

-

(o]
Health and Care of the Sick

Personal hygicne,

Protective health measures,

Cleaning and ventilating the sick room,

Making the bed for sick persons,

Planning, precparing, and serving simple, attrac—
tive food for sick person

5e OChitd Comey  This

Helping train chi I COrre abits of dressing,
eating, slceping,

Planning, preparing, and scrving food for children,
Enlisting the cooperation of.children in the home,

Intercsting children in taking responsibility for
certain jobs in the home,

Ways to cope with simple behavior problems,

Games and simplc home amuscrments for children

alone or in groupsSs

6, Home Improvemcnte This activity should include
repairs and improvements together with usc and care

Suggested demonstrations are:

Putting up hooks for clothes,
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Mending scrcens,

Replacing a plank in a floor to avoid accidents,
Putting up shelves,

Providing a place for school books,

Mending broken chailrs and beds,

Constructing simple basic articles of furniture
from barrels, boxes, and scrap lumber,

B, General Discussionge It is recommended that each day's training pro-
gram start with a discussion period, This period should be inspirational
as well as informative, It should be used by the supervisor to develop
in the workers those attitudes which are essential to the most successful
performance of their jobs,

The discussion period should include a presentation of the day's ac—
tivities by the supervisor, which will relatec the training to the job %o
be done in the homes, The previous week!s training should be bricfly row—
viewed and workers should be encouraged to give imstances of ' carry—over of
the training into the homes, reclatingz briefly outstanding improvements of
home situations, Aides should be given time during this period to ask quesw—
tions, to discuss any work problems they may have encountered, and to oxe
press their need for further training,

The morning discussion period may also be uscd for instruction in Dor-—
sonal hygiocne, for acquainting the workers with various community resources,
for safety instructions, for discussion of protective health measures, for
cxplanation of changes in schedule affecting the entire group, and for give
ing of other pertinent information,

A short period should be arranged at the end of the
ation of the training and for giving weekly assignment schedu

v for an ovalur
s to workerse

da
le

Ce Individual Conforencese The day of training may include time for
some individual conferences with workers concoerning problems which need
not, or should not, be discussed in the group mecoting, These conferences
usually concern problems relating to attitudes, quality of work, personal
- hygiene, interpretation of responsibilitics, or problems of disciplince
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PART ¥II. 1 - INSPECTION

Section 29. Iraininge Center and Field Inspections. Inspections of
Lions )¢

local housekeeping-aide units mey be made by the State, district, area
county, or municipal supervisor, depending upon the local organization.

The purpose of an inspection visit is to check over project operation and
to evaluate the program. Both the trainiig centers and the homes receiving
service should be included in an inspection.

A, Training Center Inspection. oints such as the following
should be considered in making training center inspections:

Physical set-up: adequacy and use of space; sultability
of equipment and furnishings; housekeeping; safety.

Referral practices: adequacy of information | 1 by
referral agencies; number of referrals recei

telephone; percéntage of service given to

chronically ill; ratio of workers to families

service.

The training program: organization and planning; content;
methods; results of demonstrations,.

Records and remorts: Use of established forms; completeness
and accuracy of information on forms; filing

B, Tield Inspections. It is essential that supervisors on all
levels, including unit supervisors, visit regularly homes in which aides
are at work in order to evaluate the srogram as a whole. Observations on
the following points should be made:

The type of work being done by the aides

The quality of service given.

Relationship between aides and families,
Facilities, equipment, and supplies in the home,

Carry-over of training into the homes.
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Needs for further training.

When making home visits, supervisors should be careful to make a
tactful approach to the families,
that their homes are being investigated
intruded upon in any way. No more than
at one time, It is recommended that no
other than the unit supervisor in homes

TFamilies should never be made to feel
or that their nrivacy is being
two persons should visit a home
visits be made by supervisors

ad

where there is serious illness.
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Section 30. Methods of Inspection. Technical inspections éhould

always be carefully planned and sufficient time allowcd to obtain the

accurate, detailed information necessary for making a fair evaluation of
the project. Brief, impromptu visits are seldom worth-while
fiable. Inspections may be either scheduled or unannounced; both types of

“visits arc valuable,

A, Scheduled Vigits. These visits should be plannod and schedules
released in time to give the local urit supervisor = puortunity to make
preparations for a working conference., She should know at within a
designated period of time she will have an opportunity t scuss with
her technical supervisor current provlems of operation. Sho should be
informed of any special subjects toc be teken up so that she will have
material assembled and points ready for discussion,

In preparation for the conferenc- tho supervisor making
tion should analyze reports from the unit review reports of
spection, listing points to be specially noted and problems %«

B, Unannounced Visits., Inspection visits which have not
viously announced to the unit supervisors are important and neces
The supervisor making the inspection should prepare the same carcful
plan as for a scheduled visit. All phascs of the work should be inspected
as in an announced visit,

Following every inspection, the findings liscussed with th

supervisor and recommendations made

inspection should be noted and evaluated., Criticisms should not

given unless definite suggestions for improvements are offered.
A written report of each inspection visit should be made, giving an
evaluaticn and incorporating recommendations for more efficient unit opera-

taon,







