Sanctuary at Bellbrook

Community Life Department Orientation Handbook

873 West Avon Road
Rochester Hills, MI 48307
Phone: 248-656-6319
Fax: 248-656-8160
www.sanctuaryatbellbrook.org

Welcome to Sanctuary at Bellbrook!

Sanctuary at Bellbrook Retirement Community is an Eden Alternative registered community
and is a member of Trinity Health.
We truly appreciate the time you are giving to “brighten the days” of our Elders. We sincerely
hope that the time you spend at Sanctuary at Bellbrook will bring special meaning to your life.

Our Mission Statement
We serve together in Trinity Health
In the spirit of the gospel,
To heal body, mind and spirit,
To improve the health of our Communities
And steward the resources entrusted to us.

Our Core Values

• Respect
• Social Justice
• Compassion

• Care for the Poor and Underserved
• Excellence

The Role of Community Life in Long Term Care

The goal of the Community Life Department includes the following goals:
• To restore old roles, which are familiar and meaningful for the elder
• Promote dignity and develop self-esteem
• Provide meaning and a sense of purpose for the elder
• Stimulate interest in surroundings
• Allow an individual to share their knowledge and experience
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Documentation for Skilled Nursing Floor
Daily Attendance Sheets
The Community Life Aide is responsible for recording the names of all elders that attend
the group they are leading or are with, and then transferring the information collected to
the Leisure Participation Journal. This ensures the accuracy of the attendance for each elder.
The Individual Participation Record
The Leisure Participation Journal lists a variety of activities that may be offered each day of
the month. The Community Life Aide is responsible for documenting the attendance sheet
daily, updating status changes and/or discharges. There are also codes for elder participation with a brief definition of what the code mean at the top/bottom of the records. It is also
the responsibility of the Community Life Aide to assist in changing the records as needed.
1:1 Room Visits
The Community Life Aide is responsible for visiting any elder who is not regularly attending
group events. By checking the Leisure Participation Journal it is easy to see who is not active in
groups. If an elder who is not participating is here for rehab, it is acceptable that they may not
want to attend group events. It is the expectation that the members of the department check on
the rehab elders a few times a week to answer any questions or to just visit. It is also required
to document on the Friendly Visit log the date, what the visit consisted of, elder’s response,
and the initials of the Community Life Aide. This is to be recorded in brief narrative form.

Documentation for Assisted Living
The Individual Participation Record
The Community Life Aide is responsible for documenting the attendance of all elders who attend
the specific events or programs or independent activities. There is a Leisure Participation Journal
sheet for each Assisted Living elder. It lists a variety of activities that may be offered each month.
The Community Life Aide is responsible for charting elder attendance, or marking an R for refusal.
General Documentation Information
Black ink is the only acceptable color ink to be used. If a mistake is made, draw a line through
it and initial it (no scribbling it out). Never use white out!
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Elder’s Diets
Skilled Nursing Floor
The Elder’s diet list is posted in the Hearth Rooms in a designated cupboard. The dietitian updates the lists regularly and it lists every elders diet and precautions. It is the responsibility of the Community Life Aide to follow the diets and precautions. Elders who can
have “nothing by mouth” are listed as NPO. Water drop tag on the elder’s wheelchair means
thickened liquids only. Sanctuary at Bellbrook follows the National Dysphagia Diet guidelines. Community Life aides will be given futher training regarding the NDD guildlines.
Assisted Living
The elders diet list is available in the pantry. The Community Life Aide must follow the
diets carefully and any precautions listed.

Equipment Storage/Cleaning
Equipment
The Community Life Aide is responsible for collecting appropriate equipment or supplies for each activity and then replacing the items to the appropriate locations. Equipment and supplies can be found in the Fitness Center, the Department office, and the pod.
Cleaning
The Fitness Center, Great Room and all common areas, are used for multiple purposes. It is
important that these areas remain clean and neat.

Fall Risk Elders/Tab Alarms for Skilled Nursing Elders
The Community Life Aide will be able to identify all of the elders on Skilled Nursing who
are at risk for falling by the red stars on their wheelchair and on the doorframe of their room.
All elders that are at risk for falls will also have a tab alarm connected to the backs of
their wheelchair. When the alarm is activated it will alert the staff that the elder is leaning forward or attempting to get out of the chair. To reconnect the alarm, attach it to
the magnet. Whenever you hear these alarms, go immediately to check on the elder.
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Code Alerts/Wander Guard
There are certain elders that are at risk for wandering; therefore, they wear a wander guard
bracelet that sounds if they exit through the front door, apartment door, elevators and stairways. When these alarms have sounded, always open the door to see if an elder has gone
through the door. If they have, redirect them back to the appropriate neighborhood. You may
then disengage the alarm by pushing 1 and # simultaneously. If this does not work, press 1379.
Door Codes
When exiting a door to the stairwell, you must press 1 and # simultaneously, before proceeding through the door. If you are entering the doorway from the stairwell, you must press the
emergency button and then proceed through the door. If someone tries to open the door too
fast or without pressing the code, the alarm will sound. To deactivate, press 1 and #. If that
does not clear the alarm, press 1379, in that order. The alarm should stop after 15 seconds.

Aide Responsibilities
Lunch and Break Times
All full-time aides receive one half-hour lunch break. The aide must punch out for this half-hour
at the time clock. Full-time aides must take lunch breaks unless approved to work through lunch
by their supervisor. Each full-time aide also receives two 15 minute breaks, one in the morning and
one in the afternoon. Part-time aides receive only one 15-minute break, which is also assigned.
Exception Forms
Exception forms must be filled out completely when the aide works a schedule other than their
regular schedule. This includes approved overtime, working through unpaid lunch, missed
punch, forgotten badge, lost badge, and in-services. This form must be filled out by the aide
and given to the supervisor. It must be filled out completely with name, date (month/year),
time/hours (AM, PM), and reason. The designated place for exemption forms is on Janet’s desk.
Attendance Policy
Aides must talk directly to their supervisor or leave a voicemail message if they will be absent.
If any aide chooses to leave a voicemail message, they must be available by phone for questions
or further information that may be required. The aide has been given the supervisor’s home and
cell phone numbers for emergencies only. In the event of 2 aids trading shifts a switch form
must be filled out in detail and given to their supervisor for approval at least 2 days prior to the
switch day.
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The original switch form will be forwarded to Human Resources each aide is responsible for
keeping his/her own copy of the switch from. Three consecutive absences require a doctor’s
clearance note to return back to work before the aide can be schedule. If the aid is calling in due
to illness, give all symptoms including any fever.
Call-In Policy
The aide must call 2 hours prior to scheduled start time, unless in the case of an emergency.
The aide must be the one making the call to the supervisor. Phone calls from spouses or other
family members are not acceptable unless the aide is unable to speak for themselves.
Safety Precautions
All cleaning and/or disinfectant solutions must be stored in a locked cabinet or closet, inaccessible by the elders. Dish soap is stored in the cabinet under the sink, never left on the counter.
Also, food or drinks should not be left unattended at any time as a safeguard for the elders.
Elders who are at risk for falls should not be left unattended in any activity area at any time.
When conducting an activity on the Skilled Nursing Floor, the number of elders in attendance
must be limited to the room capacity and also without blocking the door in case of an emergency.
Event and Program Times
The Activities staff schedule is driven by the Community Life calendars. Events and programs
should start on time, unless there is an emergency or an unavoidable circumstance. Aides must
give themselves enough time to gather appropriate elders and supplies for the scheduled activity.
Community Life Schedule of Events and Programs
Our department provides daily sheets for all three areas of the facility.
Assisted Living: The daily sheets are ½ sheets of paper with the events occuring each day
listed on it. The sheets are places outside the nursing office each morning for the elders to
pick up. There is also a monthly calendar located by the elevator, and in each elder’s room.
Skilled Nursing: The daily sheets are delivered the evening before by the evening
Community Life staff to each elder’s room. There is also a monthly calendar located by
the elevator and a calendar is to be posted in each room according to the elder’s wishes.
Apartment: The daily sheets are done by an apartment elder and are posted in the Post House
and in both elevators.
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Weekend Call-In Policy
If the aide chooses to call-in on the weekend they are scheduled, they will
automatically be scheduled for the next weekend, regardless of other aide’s
schedules. The aide must call the supervisor at home and give an explanation of absence.
Oven Orientation
The aide is responsible for turning on/off the main power to the oven with the oven key.
Elders are not permitted to put anything in or take anything out of the oven. That is the responsibility of the aide. The aide must turn off the main power to the oven after each use.
Dietary Requests
Dietary request are completed a month at a time. One copy is given to the dietary
department. The original is kept in the Dietary request and room set-up binder on the
bookshelf in the Community Life office. The request forms are to be used for the program
that require food, either for serving or cooking. It is the responsibility of the aide to gather all
items needed for a food activity. It is also the responsibility of the aide to call Dietary if they
haven’t delivered the requested items. They can be reached in the Kitchen at extension 2002.
Maintenance Requests
Maintenance request forms are located in the bottom drawer by the phone in the office, in
the Assisted Living office and in the folder at the nurses’ station on Skilled Nursing. A request
should be filled out for any repairs, refills, spills, accidents, etc. If it is an urgent matter, call
maintenance and tell them you are filling out a work order. They can be reached by paging on
the walkie-talkie, located at the nurses’ station on both Assisted Living and Skilled Nursing.
Special Events
Birthday parties, holiday parties or any other special event take precedence over 1:1 visits.
All aides scheduled to work the day of a special event are required to assist in decorating/setting
up prior to the start time. Also, a half-hour prior to the start time, all aides are required to assist
Assisted Living and Skilled Nursing elders to the specified location (usually the Great Room).
At least one aide is expected to remain in the special event location to assist in the success of the event.
At the end of the special event, all aides are required to assist Assisted Living and Skilled Nursing elders to their appropriate neighborhood. All aides are also responsible for taking care of left
over food, drinks and decorations.
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Petty Cash
When the supply of quarters for bingo is low, it is the responsibility for the
Community Life Aide to notify the Director. The Director will then make the appropriate
arrangements with the Business Office. The Director must approve all requests and purchases.
Dress Code
Community Life Aides are to follow the non-uniform dress code policy.
Telephone Policy
The Community Life Department should follow Sanctuary at Bellbrook’s telephone policy.
Also, the department number – 248 –656-6319, should only be given out as an emergency
number. Any non-emergency phone calls should be made on breaks or lunch. If an aide should
get a personal phone call, a message will be taken and the call can be returned on their break.
Holidays
All Community Life aides (full-time and part-time) will rotate the Holidays throughout the
year. Holidays are treated as a Saturday. There are programs scheduled for Skilled Nursing.
There are not always evening activities on holidays.
Fire/Tornado Procedures
All aides must follow the Sanctuary at Bellbrook policy provided in General Orientation
and/or in-services.
In-Services
All aides must attend mandatory in-services. The Director will schedule and inform aides to
limit conflicts with scheduled activities. If the aide has the day off on the day of a one-time
offered in-service, the aide will be expected to come in for the in-service and will be compensated for their time.
Bus Training
The Aides will be responsible for assisting elders on and off the bus. Before
leaving for their destination, elders must be counted. You will also need to make
a copy of the sign-up sheet with the names of each of the elders who are traveling.
The original stays at the front desk of whichever area of the continuum is participating in the trip.
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NOTES:
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