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               Disclosure





Have you ever disclosed to a mentor that you are dyslexic?  





If not, why not?





Did you feel you might be discriminated against?





Did you feel vulnerable or embarrassed?





If you do disclose, consider the benefits:





You can talk to your mentor more openly





Your mentor may understand your  problems more fully





Your mentor may be able to provide ‘reasonable adjustments’





Any health and safety issues can be discussed





If you are anxious or worried, discuss disclosure with your personal tutor and go through what to say beforehand 
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Health & Safety Issues








All students must be aware of their limitations when working with:





Vulnerable patients





Potentially dangerous equipment





Hazardous drugs





Student nurses should disclose their disability if there is any possibility of endangering a service user.





Practise and go through new skills with your mentor before dealing with patients.
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How your Mentor can Help





Meet your mentor face to face at the beginning of your placement





Have you disclosed to him or her?





Ask your mentor for help and for any strategies that he or she uses such as how to cope at handover





Write down any possible new strategies for future reference





Meet up with your mentor regularly to talk about your progress and how the support strategies are working for yourself and other staff





Ask your mentor to check important things like drug calculations, spellings and names as well as recording information 
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Listening & Memory





Repeat back information to the speaker to check if it’s right, especially when taking messages over the phone





Ask the speaker to repeat/rephrase if     necessary


 


Say the patient’s name over and over to yourself – check the client notice board & picture the face in your head





‘Anchor’ instructions on your fingers 





Keep a notebook handy – write down key ideas and words 





Write down any instructions in the correct sequence





Ask co-workers not to interrupt





If the speaker is unhelpful (or rude), stress the need for being accurate with information 





Ask for any practical skills to be demonstrated whilst listening to verbal explanations of what is being done





Practise procedures again and again and go through them again in your head!
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Repeat 


the message back





wRite


the message down





Read 


the message back





Listen


to the message – 


ask who is calling





L 3R





Listen – Repeat – wRite - Read
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Taking phone messages











Speaking





Don’t rush – pause before answering





Stick to the point and use short sentences 





Be brave – say ‘can I come back to you on that?’





Practise what you want to say before you meet the person





Practise saying complicated words or medication out loud – show the word to your mentor to tell you how to say it or pronounce it (or use a medical reference book that breaks the word up to help you say it)			





Use the same procedure at handover every time to make it less confusing 





Write key words in a logical order in your notebook to help you remember what to say
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Writing & Recording Information





Writing may take you longer than your colleagues – don’t rush – write in a quiet area 





Make notes as soon as you can so that   you don’t forget 





Always carry a notebook and use a multicoloured ball-point pen 





Dictate notes onto a digital recorder - wipe this clean & don’t take it away with you





Familiarise yourself with any forms beforehand 





Write a list of priorities for the shift





Write information on charts in pencil and check it before using ink





Use a list (in alphabetical order) of drug names, medical conditions and technical words – to help with spellings





Make up own memory tricks for spellings





Use a portable electronic medical spell checker





Make up your own shorthand forms to use in your own notebook 





Always proof-read your work and ask  your mentor to check it
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Reading





Ask your mentor if you’re not sure about a word





If possible, read in a quiet area as noise can make you lose your concentration





Read drug-related words very carefully and slowly – break words down into chunks





Read out loud (or whisper) to help you understand the text





At a time of crisis or emergency, ask someone else to read the information: getting it wrong could be fatal





Highlight important key words – this makes it easier to pick out information quickly later on





Use coloured acetate (or tinted glasses)   if this helps





Make an appointment with ALS for help with reading strategies 





Use an electronic reading pen (if you have one)





Build up a glossary of words written on index cards, with definitions on the back
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Medication





Work with a non-dyslexic partner when dealing with medication





Cross check the patient’s surname (and first names) and date of birth – do you have the right patient?





Check drug names on the bottle or packet extremely carefully





Use your notepad, your fingers and always carry a calculator 





Before doing the calculation (look at The British National Formulary (BNF) if you need to), estimate the answer and ask yourself, ‘what would be a sensible answer?’ 





Double check your calculations and measurements carefully for mistakes – ask your mentor to check them again 





Always work in metric eg cm (not inches)





Check the calibration of syringes, IV bags and other equipment  





Use a dictionary and/or a drug chart to help with spellings





Use a ruler or magnifying bar to follow lines across charts – don’t lose your place
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answer 





next  





first 





Calculations





Keep practising doing drug calculations until you are confident





Keep a note of the most common calculations that you need for each placement, especially when working with unfamiliar drugs or new patients





You should ‘over-learn’ formulae and correct procedures for doing calculations  Try:


Saying them out loud


Use colours for the different parts of the formula


Use software (such as PowerPoint) to help you remember a complicated sequence of instructions or the correct procedure for doing a calculation


Make and use prompt cards or flow diagrams to help you with each step in a calculation: first…next…then…answer








     ……





Always ask your mentor to check and help if you are unsure about a calculation
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Organisation





Make sure that you allow plenty of time to arrive on time – do you need to catch an earlier bus or train or leave the house a few minutes earlier?





If you know you are going to be late, contact your mentor by phone immediately





Organise your time – be aware that some tasks may take you longer so leave enough time to complete them carefully 





plan ahead – list and prioritise your tasks in your notebook – decide the best order to do them





Break tasks down into manageable steps and write them in your notebook – cross them off as you do them





Refer to your notebook regularly (at least once in the morning, once at midday and once in the afternoon) to check what you have done and what you need to do next





Keep (and use!) a diary and keep a calendar on your wall





Keep all written information organised – keep phone messages in one place
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Handover – Further Tips





Use the same handover procedure every time so that it becomes automatic as a matter of course 





Use and refer to your note book to help you give a clear verbal handover





Use any client handover sheets and tick lists to help support your verbal handover





Immediately after handover, check before the other health care worker has left that the information given or received has been understood and recorded accurately





If anything is unclear, ask before you or the other nurse leaves the shift before it develops into a serious problem!





Allow yourself time to think about and understand the information you have received
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To convert 0.2 grams to milligrams:


Move the decimal point 3 places to the right:


0.2 g = 200 mg


kg  _  _   g  _  _  mg  _  _  mcg 


		           	











To convert 450 millilitres to litres:


Move the decimal point 3 places to the left:


450 ml = 0.450 l


l   _   _    ml   _   _   mcl 











Weight 





1 mcg 


1 microgram


= 0.001mg 





1 mg


1 milligram 


= 1000mcg


= 0.001 g





1 g


1 gram


= 1000mg


= 0.001 kg





1 kg


1 kilogram


= 1000 g









































Volume





1 ml


1 millilitre


= 0.01 cl


= 0.001 litre





1 cl 


1 centilitre 


= 0.01 litre 





1 l


1 litre 


= 100 cl


= 1000 ml















































Units of Measurement 

















Length





1 mm


1 millimetre


= 0.1 cm


= 0.001 m





1 cm 


1 centimetre


= 0.01 m 





1 m


1 metre 


= 100 cm


= 1000 mm
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Units of Measurement 
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The guidance and advice in this booklet are not to replace the professional guidelines as set out by your professional body (eg NMC, HPC).
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© ALS, University of Surrey, June 2007























The guidance and advice in this booklet are not to replace the professional guidelines as set out by your professional body (eg NMC, HPC).





This booklet is produced by:





Additional Learning Support


University Library


George Edwards Building


University of Surrey 


Guildford


Surrey


GU2 7XH





Tel: 01483 689609


Email: als@surrey.org.uk





© ALS, University of Surrey, June 2007











