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FORWARD

Title I is ons of several sections included in the
Elementary and Secondary Education Act (Public Law 89-10)
off 1965, passed by Congress on November 3, 1966. This is
one of the first fedéral laws pertaining to the education
cf handicapped children.

The Illinocis state plan for usce of Title I funds
supports projects for children in schools for the handicapped
which are operated or supportcd by State agencies. The 0ffice
of the Superintendent of Public Instruction administers the
provisions of this lcgislation ineluding project approval,
coordination, supervision, and evaluation as the State
educational agency.

Through the use of Title I funds, the Illinois Braille
and Sight Saving School has been able to initiate ncew programs,
expand its special services program, as well as integrating
child care and instructional programs for child care staff.

In kecping wlth these objectives, project approval was
obtained for an in-service training program of three wecks'
duration, lasting five days per week, during the month of
August, 1970.

The purpose of the workshop waé to develop specific
curriculum guides for cottage parents showing what daily
living skills arc necessary for blind children at various
age levels of development and how to tecach them. The

unique aspect of this portion of the workshop was that the



35 cottage parents in attondance, under the divcction of
four curriculum guide specialists: Mrs. Lillian Wooldridge,
Mr. Jim Meyers, Mr. Bert Lewis, anrd Mr. Michael Jacoby,
developed their own materials and wrote a curriculum guido

sequencing instruction in daily living skills.
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INTRODUCTION:

The cottage program is based upon the need to acquaint
the student with a friendly, realistic, home-like situation
which has both motivational and educational aspects,

Participation in the program helps the student develop:

1, Social attitudes.

2., Understanding and tolerance,

3., Cooperation with cthers,

i Basic homemaking skills,

5. Self-control.

6, Self-confidence.

7. Initiative-resourcefulness,

8. Safety practices.,

9. Consumer knowledge.

10, Understanding of home and family,

Residence in & cottage provides:

1. Opportunity to become personally involved in a
home-like situation.

2. Opportunity to learn skills and develop attitudes
necessary for a satisfactory home 1life.

3. Provides a realistic application of habits,
concepts and attitudes developed in the
classroomn,

L. An opportunity to correlate activities and
learning experiences from residence halls, job

gi situations, special education and religious

education.

ERIC 10




5.
6.

Experience in immediate and long-term success,

Motivation to learning and accomplishment,

11



SECTION ONE

CARING FOR PERSONAIL NEEDS
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PART ONE

BATHING AND PERSONAL HYGIENE
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TOILET TRAINING:

The special services unit's development of

self-help skills in the blind or partially-sighted

child would be the same as those for any other blind
child., There needs to be very specific methods in
teaching, often more repetition and exceptions made
for other handicaps. #ost of our children have
handicaps other than visual. Our program includes:
deaf-blind, mentally retarded, emotionally disturbed,
physically impaired, non-verbal children who hear

but do not spesak.

A. Adults should observe child's tollet pattern.
1., Notice if the child wets or soils clothing at
any specific time.
2. Notice if he is uncomfortable in wet or soiled
clothing,
3. Observe to see if child makes a sound, sign,
or verbalizes at this time.
B. When child first enters cottage, let him explore
the building; including bathroom.
1. ZEncourage him to notice and investigate
bathroom fixtures: +toilet, sink, etc.
Co Try to establish toiletting at a regular and
convenient time, for example: before and after
breakfast or later, dependent upon observation

of child'!'s needs.

14



F,

G,

H,
I,

Be consistent in keeping with toilet routine,

not only in time element but in procedire.

1, Children like routine and sameness.

2. It gives them a sense of safety and security
to ¥now what is expected of them.

Use two simple words that child understands for

toiletting. They may be something generally

familiar or originated by the child.

1. With the deaf-blind or non-verbal child use
a sign, but also use speech with this type
of child.

Provide a comfortable toilet arrangement.

1., Use small portable chair if child has been
introduced to one at home.

2. A seat that fastens to the toilet seat is
best.

3, With physically handicapped child, exceptions
must be made as is necessary to fit child's
disability.

Do not leave child longer than ten minutes.

1, Observe child, particularly if deaf-blind
child.

Always change wet or soiled clothing.

Always take child to bathroom even if he has just

wet or soiled clothing so that he might associate

it with the appropriate place.

15



J.

T
i e

Lo

Ne

Os

Use managesble clothing as training pants (no

diapers).

1. With small children, particularly physically
handicapped children, the boxer type jeans,
trousers, short pants, and shorts are more
suitable.

a., These pants are elasticized around the
waist.

b. It is not necessary to work on buttons,
snaps, and zippers at this point.

¢, The child is encouraged to pull up and down
pants with assistance, then by himself.

Let child accompany other children to bathroom so

that he will realize that everyone uses it.

Accept aeccidents calmly.

Give child genuine approval when it is legitimate.

1, Withhold undue praise.

24 With deaf-blind child; vat on back and say
good boy. Use speech and appropriate vocabulary.

Take child to bathroom when changing so that the

asscciation of his act might be agsociated with the

anpropriate place.

Encourage child to help in any way possible in

changing clothing.

l, Have him assist as much as possible in taking

off elothing.

16



2, The same is true in putting on clean clothing.
a, At first, the adult will be doing ost
of the work, direct the child's hands,
P, This is the best time to start on washing hands

and drying,

11, WASHING HANDS AID FACE:
A, Washing of hands,
1. Place hands on knobs and turn hot and cold
water on,
24 Pick up soap from left side of sink.
a, With socap in hand, rub hands together.
b, Place soap back to left side of sink.
3, ®Rub palms of hands together to work up lather.
a, Put right malm on back of left hand and
rub,
b, Put left palm on back of right hand and
rub,
i, With water still running put hands in stream
cf water to rinse,
a, Rub malms of hands together,
b, Put right palm on bBack of left hand and
rub,
¢, Put left palm on back of right hand and
rub,
5, Plaece hands on knobs and turn water off,
6, F¥ind towel to dry hkands,

a, Rub walms and backs of hands with towel

B ‘ until dry,
7




b. If paper towel, find wastebasket and
discard.

c. If cloth towel, find towel rack and revlace.

Washing of face.

1.

Get towel and washcloth from proper place in

room and go to bathroom.

Find sink and find stopper and place in drain.

Place hands on knobs and turn hot and cold

water on.

a. Regulate water to desired temperature.

b. Fill sink with water until half full.

Put washcloth in water.

a. Fold washcloth in half and twist to rid of
excess water,

b. Place washcloth, unfolded, in palm of one
hand and with other hand pick up soap from
left side of sink.

¢. Dip sosp in water to moisten and rub on
washcloth.

d. Put soap back to left side of sink.

e, With washcloth in hand, wash cheeks in
circular motion back to ears.

£, Wash forehpad and eye area in circular
motion up to hairline.

g. Wash nose, chin and mouth area in same

motion.

13



III,

TUB

A,

Be

5., Place washcloth in water to rinse free of
soap.
a. Fold washcloth in half and twist to rid
of excess water.
b, Rinse face in same maaner as washing.
¢, Repecat until all soap is removed.
6. Lay washcloth on back of sink.
7. Remove stopper from drain and rinse sink.
8. Find towel to dry face.
a, Dry face in same mamnner as washing and
rinsing.
9, Return towel and washcloth to proper place in
room,
BATHING:

Recommendations,

1,

2
3.

%

Adult should be aware of child's handicaps.

Use appropriate voeabulary.

a, If child is deaf-~blind, use signs or manual
spelling with speech.

Remove clathing,.

Locate towel and wash cloth.

Locate bathroom fixtures, bathing accessories.

a8, Allow child to explore and experiment with
bathroom fixtures.

b. Hang up towel. Set out soap.

Bathing proeedure.

1.
2

Close drain,

Turn water on. Adjust temperature. 19



10,

11,

12,
13,
1.,
15.

16.
17.

Remove robe and slippers.

111 to desired depth,

Place washcloth in tub,

Fet in.

Locate soap., Wring oﬁt washcloth a little.,
Rub soap on cloth vigorously,

Start with face, Scap in cireular motions,
avoiding eyes.,

Soap entire body, giving extra care to ears,
underarms, hands, feet and genital areas.
Replace soap on dish or rack,.

Rinse washcloth thoroughly. Rinse entire body,
giving special emphasis to sars,

Open drain,

Step out of tub,

Locate towel. Rub body dry, Hang up towel,
Kneeling down, rinse out tub with cold water,
Wring cloth. Hang washcloth on rack,

Put on robe and slippers,

Put towel and washcloth in place designated by

cottage parent,

IV, SHOWER BATHING:

Ad

TLoocate closet.

1.
2

Remove clothing,
Put soiled clothing in laundry basket in
closet,

Remove bathrobe Tfrom hook (in closet).

20
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L, Put on bathrobe.
5. Locate towel and washcloth (in closet).
6. Close closet door.
B. Locate shower room.
1. Place towel and washcloth on rod in bathroom
{if rods are availablis).
2. Remove bathrobe'and place on rod in bathroom.
a. At first; let child examine or explore
shower stall, under supervision of cottage
parent,
b. Acguaint child with hot and cold water
knobs with supervision.
C. Showering.
1. Obtain washcloth from rod.
2. CGet into shower (after water has been regulatd).
3. Locate soap (in stall).
. Put soap in non-dominant hand,
Se Pick up cloth with dominant hand.
D, Teach proper washing procedure.
1., Wash face, neck; paying special attention to
eyes and ears.
2. Wash chest, arms, underarms and stomac.i.
3. Wash back (with help of cottage parent, at
first).
. Wash legs and feet.

5. Wash genital areas.

ERIC 21




Ve

j

11

Ainsing.

1. Stand under shower and rinse all parts ol
body well.

Teach child proper procedure in turning off water,

1. '"Teach child to turn hot water off fivst, (to
the left) then the cold (also to the left).

Get out of shower stall.

l. Step onto rug placed in front of stall.

2., Locate towel from rod.

Drying.

1., Using both hands, wipe the face; neck, ears,
chest, arms, underarms, stomach, back (with
help), legs, Teet, and genital areas. -

2., Place towel and washcloth on rod.

Put on bathrobe. Pick up towel and cloth and go

to room,

Be consistent with child; uss proper vocabulary,

according to child's hendicap. Make sure child

understands what is expected of him.

CARING FOR THE EARS:

A.o

Washing.

1, ©Show the child how to extend the index
finger (point).

2. Place the extended‘finger in the center of the
washcloth that has been dipped in warm water

and soap and rung out,

AN
o
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3. Place covered finger in the car and using
circular motions wash from the middle of the
ear to the outside portion.

. Remove finger and rinse cloth.

5. Using soapy cloth wash behind the ear vroceeding
from the top of the ear to the lobe. Scrub
gently.

6. Rinse cloth, ring out, and rinse areas washed.

7. Use same procedure for hoth ears.

B, Rocommendations.

l. WNever clean the ears with pointed objects;
do not use cotton swabs (Q-tips).

2. Accumulation of wax or the removing of foreign
objects should be removed by a qualified person

(nurse or doctor).

VI, CARING FORX NOSE:
A, Recommendations.
1. Always carry a handkerchief or tissues.
(Tissues prove to be more sanitary for
youngsters.)
2. Do not probs nostrils with foreign objects
(i.e. fingers, Q-tips, etc.).
3. Do not pull or cut haiir inside nose.
B. Blowing MNose.
1. Cover nose and mouth with tissue or handker-

chief,

ERIC 29
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Blow both nostrils gently at the same time.

(Quietiy and discreetly)

Repeat the process as necessary.

Carefully wipe the outside of the nose until

it is clean, using another tissue or clean

part of handkerchief,

If using tissue, discard in nearest recepticle.

If using handkerchief, fold carefully and

replace in pocket,

VII. CARING FOR EYES:

A. To wash around eyes: Articles Needed: (1) Wash

cloth (2) Towel (3) Warm water

1,

Procedure,

a.
b,

C:

do

€e

T,

Take clean wash e¢loth and towel to bathroom,
Use warm waber in basin-«do not use soap.
Dip cloth in water and squeeze out excess
water so that cloth is damp,

Close eye gently.

Start at the corner of the eye, nearest
nose, wipe corner of eyo, upper and lower
1id and outer corner including cheek bone
area. (It is important to wash from nose
to direction of ear so as not to lodge
matter near tear duct area,)

Pat washed area gently with soft, clean

towel,



B.

1l

Recommendations.

1.
2e

5.

Keep objects; including fingers, out of eyes.

Be certain to keep the eyes clear of matter

by wiping the surrounding area with a tissue
when necessary.

Learn to take out prosthetic eyes; and to

rinse and replace them, (This procedure

will vary greatly with the individual.)

Learn to properly and safely clean eyeglasses,
remember to0 wipe off frames.

Consult an ophthalmologist if any oye irritation

is present.

VIII., USING DEODORANT:

A.

decommendations.

1.
2.
3.

Remove or loosen clothing as necessary,
Make sure armpit area is clean and dry.

Apply deodorant.

Spray type.

1.

Shalte container, remove cap and place in
familiar location.

Extend onec arm vertically,

Find the hole in the nozzle head with index
finger of free hand.

Hold can four to five inches away from skin.
Press firmly on the top of the nozzle directing
spray at the armpit--cover all sections using

two or three short sprays.

29
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Repeat process with other arm,

Replace cap,

Roll-on type.,

1.
2,
3.

L.
5.

Shake container, remove top,

Extend one arm vertically,

Hold the bottle in the free hand and roll
onto the gkin with a eircular motion; be-
ginning at the top of the armpit and moving
downward until the entire area is covered
(2 or 3 seconds),

Repeat the process with the other arm,

Replaco top securely.

Stick type .

1,
2.

3e

Lo
5.
6.

Remove top of container,

Place container in one hand; with index
finger horizontally along top edge approx-
imately half the width of finger.

Push deodorant out until top of stick reaches
middle of finger.

Apply in same manner as roll-on,

Repeat the process with other arm,

Replace top securely,

Cream type.

1.
2

Aemove top of jar or scap from tube,
Jar type.

2. liove the first three ringers of one hand

26
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Yamht

across the crecam until there is enough
cream to begin to spread.
3. Tube type.

a. Place tube nozzle on index finger of
free hand and squeeze gently across to
ring finger.

lis Apply the cream using a circular motion of
fingertips; beginning at the top of the
armpit and moving downward until entire area
is covered. (Rub in thoroughly)

5. Repeat the process with the other arm.

6. Replace top or cap.

7. Wash the hands to remove the excess cream

from the fingers.

IX. PEMININE HYGIENE:
A. General preparation for menstruation.

1. Menstruation is a normal, regular cycle of
girls and women that may begin as early as
nine years of age and may continuec into the
late fifties.

2. It consists of the discharge of blood,
secretions, and tissus debris from the
uterus that occurs in non-pregnant, child-
bearing-age females at approximately monthly

{\; intervals. The period of discharge usually
lasts from three to seven days, beginning

about every twenty-eighth day,
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3. The onset of menstruation is preceded or
accompanied by noticeable changes in the
female~~-development of breasts, activation
of the sweat glands, growth of hair in the
armpits and pubic area, etc,

i« There is no cause for alarm when mengtruation
begins for it is a completely normal and
necossary bodily function.

5., During each period of menstrual flow, certain
procedure should be followed to prevent
embarrassment and discomfort.

2. In order to absorb the fluid discharge,
wear either sanitary napkins or tampons,

b. Change the napkin or tampon frequently
during the monthly flow to assure com-
plete absorption.

¢, Practice good habits of self-cere and
e¢leanliness during menstruation, i.c.
bathe frequently, use deocdorants, know
.proper procedure for application and
proper disposal of sanitary supplies
after being used;, talke immediate care
of stained clothing should an accident
occur,

6, Adequate time for discussions and questions

on the aspects of menstruation should be
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available as the girls! maturity Lnd interest
require. While healthy discussion should beo
encouraged, attitudes of discretion should be
built up, too, concerning the proper times
and places {or the necessary "personal” con-
versations,

Girls should practice using the sanitary
supvlies boefore the onset of menstruation and
between the menstrual periods until they can
handle them comfortably and with confidence,
Some girls may always need assistance at the
time of menstruation. (Kits are available
from the various sanitary supply manufecturers

for personal instructions.)

B. Recognizing the approach of the menstrual flow.

1.

3.

The menstrual flow begins approximately
every twenty-eight days. Thus, by keeping
track of the date of the commencement of
each flow, one can determince the approximate
date of the start of the next flow.

Many periods are accompanied by back aches,
headaches, or cramps. These should be
warnings.

4L red stain on underclothing would be an
immediate sign.

Often, females feel heavier or swollen in the

waist or lower abdomen area.
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5. Girls who cannot see can recognize the
beginning éf the flow by wetness on under-
clothing or a secretion from the vagina.

6. PFemales may become depressed or feel moro
tired than usual.

7. Encourage cach girl to develop techniques
of recognition.

C. Sanitary supplies and their uses.

1, External cars.

a, The sanitary napkin is a soft, absorbent,
disposable pad used to absorb the monthly
discharge.

b, A sanitary belt is a narrow elastic belt
to hold the napkin firmly in place. It
is worn around the waist next to the skin
and has small hooks or fasteners on tabs
in the front and back.

¢c. Sanitary pants or briefs are made of
some type of underwear fabric with a
moisture proof panel extending from back
to front, and with hooks at the front and
back to which a sanitary napkin may be
attached,

d. The sanitary napkin may be easily applied.
(1) Attach the long end of the napkin to

back fastener of the belt or a pair

of sanitary pants, {(If & belt or a
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pair of sanitary briefs is not
available, safety pins can be used
to attach the napkin to regular
pants temporarily.

(2) Attach the short end of the napkin
to the front fastener.

(3) When the napkin is attached properly,
the thick, absorbent part cf the
napkin fits between the legs when
the belt is pulled up around the
waist,

e. To dispose of the napkin, release the
ends_from the hooks of the belt or pants,
roll the napkin with the moist side rolled
in, wrap the napkin in toilet tissue and
place it in 2 paper bag. Place it in the

trash, (Never flush napkins down the

toilet.)

f. Napkins should be changed at lecast every
four hours, before retiring, and upon a-
rising in the morning.

2. Internal care,

a., Should a girl express an interest in the
internal care and method of the menstrual
flow,; she should consult her physician and/

or her family before using this procedure.
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Tampons are small, cylindrical, ab-
sorbent pads which are placed directly
into the vagina to absorb the menstrual
flow. They are made of surgical cotton
and are kept in a special hygienic con-
tainer-applicator until they are used.

A tampon is applied by inserting it into
the vagina, the opening through which the
menstrual fluids leave the body.

To dispose of the tampon, remove it from
the vagina by grasping the string which
hangs free if the tampon has been inserted
correctly. Once the tampon has becn re-
moved, dispose in same manner as sanitary
napkin.

Tampons should be changed every four hours,

before retiring and arising in the morning.

D. Personal tips,

Te

There are- several facts we should accept.

~ The fluid stains casily.

There is a definite odbr.

Self-care during flow will take extra
time and additional supplies to avoid
embarrassment and discomfort,

Keep a calendar for exact date,

Use a deodorant powder on napkins.
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f. Bath frequently and use body deodorant.

g. During the flow, if possible, wear dark
colored skirts or dresses.

h. Avoid being chilled during the flow.

i+ Learn good techniques that meet the needs
for the individual,

v jo Bo clean, dainty and feminine.

X. SHAVING-GIRLS:
A, RBlectric ragor for girls.
1. QRemove the razor from its case and plug it
into convenient electrical outloet.
2. Learn to turn the ragor on and off and to
operate the adjustment for legs and arms.
3., Use the following procedure to shave underarms.,
2. Lift one arm and hold the ragzor head in the
free hand against the skin. Moving the
razor in circular motion until the entire
area of the armpit has been covered.
b. Check with the fingers for any areas missed.
¢c. HRepeat the above process for the othoer under-
_arm,
d, Do not apply deodorant immediately after
shaving,
i, Use the following procedure to shave legs.
a. With the razor head flat against the skin,
begin at the ankles and shave upwards to

[ﬂ{uz‘ the knee using circular motions. (In some
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instances, one may want to shave the thigh
depending on the darkness of hair and the
articles of outer clothing to bs worn.)
b, Cheelk with fingers to locate the areas
missed.
c. Hepcat the above process for the other
lege.
5. Turn off the razor and unplug it.
6, Clean the razor according to the instructions
and return to its case.
7. Rinse out the basin of the sink.

B. Safety razor for girls,

itadi

1, BSse "A" and “C" under safety razor for boys.

2. Use following procedure to shave underarms.

a., Shake the shaving c¢ream dispenser and
squirt the shaving cream into the left
hand and sprcad it amply with the finger-
tips of the right hand on the left armpit
area,

b. Hold the left arm above the head and shave
with short downward strokes, slanting the
razor at a slight angle until the entire
armpit area has been shaved, Rinse the
razor when necessary to remove lather
build-up.

¢s Check with fingers for the areas missed

and repeat %he above process if necessary,
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d. Repeat the process for the other under-
arm areca.

e. .inse excess lather from underarms and
dry thenm,

f. Do not apply deodorant immediately after
shaving.

g. When the blade becomes dull, place it in
the dispcnser slot, if available. If none
igs available, wrap the used blade in tissue
and place it in the trash,

the following procedure to shave legs.

Apply shaving cream or soap lather to one 1leg.

Begin shaving at the ankle, using short upward

strokes until the knee is reached. Proceed

in a systematic fashion around the entiro leg.

Shave the *high if desired.

Be especially careful around the ankle and lmeec

areas as the bones protrude and the skin is

easily nicked.

Rinse the razor periodically to remove lather

build-up and rotate the sides of the blade if

it is edged.

Using the froec hand to check for areas missed.

(Remaining lather could give an indication of

the areas missecd.)
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6, Rinse the leg and dry it.
7. Repeat the above process for the other leg.
8. Apply body lotion if desgired.
9. Check for cuts and nicks. Use a styptic pencil
or a piece of tissue to stop any blecding.
D, After shaving, wash the razor, wipe it dry, and
put it in a safe nlaco.

B, Rinse out the basin of the sink.

SHAVING-BOYS:
A, Recommendation: Electric razor for boys.
B. Locate: 1, Electric razor.
2. Pre-shave lotion.
3. After shave lotion.
C. Procedure,

1., Put pre-shave lotion in palm of hand, rub
palms together, and »ub on face. (Avoid
eyes and forchoad arcas.)

2. Remove razor from cas¢ and removo plastic
blade protector,

3. Plug cord into razor, then plug razor
slectrical cord into elecctric outlet.,

i, Locate off and on switch and familiarize one-
self with operation of sideburn trimmer.
(Procedure will vary according to razor model.)
Turn on razor, Placo razor in hand that is

natursal,
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Trim sideburns.,

a. BExtend the right arm over the top of head.

b. Place the index and third fingers of the
right hand side by side so that the tips
form an even line where you desire the
edge of the sideburn to bo. (For the
popular style, use the middle of the ear
as a guide for the bottom edge of the side-
burn.) Reverse the procedure for the other
side.

¢c. Place tho sideburn trimmer on side edge
of the razor up against the fingertips
and pull the razor downward.

d. Check with the fingers to see¢ if the
sideburn has a sharp, even edge. (If
it does not, repoat the process.)

e. Trim the other sideburn, using ths samo

process.

L]
-3

As an alternate method, use the indox
finger as a guide by oxtending it hori-
zontally from the middle of the ear to
form a straight guideline.

Shave face.

a, Use circular motions,; covering a small
area at a time, with the razor flat a-
gainst the face. Use gentle pressure

for shaving around skin irritations; acne;,

etc.
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b. Begin with the cheek area on one sice,
move slowly downward, continue around the
mouth and chin and then complete the other
side of the face. (With frec hand stretch
skin on face to provide path for razor.)

¢c. To ghave under the jaw, move tho razor in
an upward direction, going from the base
of the neck to the tip of tho chin. (To
stretech neck area--tilt head baclk.)

d. With the fingers of the freo hand, chock
the face for areasg missed and shave them.

e. Turn the razor off and unplug from electrical
outict.,

7. Clean the razor according to the instructions,
replace plastic head protector, and place razor
and cord back into casec,

8. Wipe the face with a soft towel to remove
loose hair,

9. Apply after shave lotion by pouring some into
the froec hand, rubbing both hands together,
and then patting tho face and neck with the

hands, (Avoid cyes.)
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XII. SAFETY RAZOR FOR BOYS:

A, Procecduro,

1.

When first learning to shave with a safoty
rezor, practice tho procedures bclow without
putting a blade into tho razor.

Learn to load the ragzor with the blade, ac-
cording to the type razor (regular, cartridpges,
or injcctor).

Become familiar with the touch control, if one
is present; and dctermine the setting best
suited for the coarseness of thc beard.

Wet the face and leave it wet. Use warm wster.

shaving cream into the lecft hand and spread

it amply with the fingertips of the right hand
over the area to be shaved (do not rub it into
the skin). If left handed, reverse procedurc,
Soap may be uscd in place of shaving crcam by
making a rich lathcer with the hands and then
applying it to thc arca to be shaved. (Can

be applied with brush, meking lather in mug.)
Begin by trimming the sidcburns using the
index and middle fingers as puides, as do-
scribed in the section on clectric razors.
Pull the razor cdgec down from the fingertips

several times until even sideburns are obtained,
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Aruitoxt provided by Eic:

Holding the razor at a slight sngle from tis
face, shave one side of the face with slow,
short, downward strokes. Procecd in a systematic
fashion;, chocking with the free hand for lathowr,
which will indicate thet an arca has been nissod.
7inso tho razor periodically undor the faucot

to romove lather build-up. (If the razor has

a double cdge, rotato tho sides.)

Shave the othor side of the face in 2 similar
nanner and then shave under the nosc and the
chin area, using the samec downward stroXos.

To shave upper lip, pull upper lip under top
front teeth and shave in short gentle stroXes
the area under tho nose (upper 1lip).

Shave under the jaw by moving the razor in an
upward direction beginning at thn basc of tho
nock and continuing te the tip of the chin.

(Use frce hand to stretch skin,)

Check with fingers for areas missed.

fingse the face in warm water and wipo it dry.
If becard is esvecially heavy, ropeat the

shaving procesgs.

Always check with fingers for small nicis or
cuts which may also be noticed because of the
stinging sensation they cause. (Blceding may
be stopped with the aid of a styptic poncil or
by placing a small pioce of tigsue on the cut

area for a fow minutes,) 40
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Wash the razor, wipe it dry, and return ([t to

the case. (Use storing instructions according
to razor model.)

Apply after-shave powdor and/or lovion in sisic
manner as thet mentioned in the scction on
clectric razors.

Rinse out basin of the sink.

"When the blade bocomes dull, placec it in the

dispenser slot, if available, If none avail-
able, wrap the used blade in a tissue and

place it in the trash.

ENTAL CAnm:

. Brushing of teecth.

1.

Remove the cap from the tube and place it to
the side and back of the sink so that it will
not roll intc the basin.

Wet one's toothbrush in cold water.

Place the brush in the loft hand, holding

the bristles upward between the forcfinger

and thumb with tho bristles slightly lower
than the tip of the fingers. The handle should
extend beck to the palm cf the hand, parallel
with the finger and thumb.

Take the toothpaste in the right hand and holad
the nozzle on the bristles, tilt the tube at

a slight angle (45 degrees).
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5. Using the thumb and forelinger as guides

and starting with the bristles nsarest the

handle, gontly squsozc tho paste onto the

brush while pulling the tube until the

opposite end of the brush is reached.

Put

toothbrush (bristle end) in mouth and put

the czp on the toothpaste tubs and return

it to its proper plac

o]

5. "Place the toothbrush in the dominent hand.

7. Clean the inside and outszide surfaces of the

teeth by brushing in up and down motions

from the gums to tho grinding surfacos of

each tooth.

8. Clean the grinding surface: brush bac

1~
Sy

forward,

and sideways, forcing the bristles into the

crevices and grooves. (Gently brush gums and

tongue, include all arcos of mouth.)

9. To eject tho paste from the mouth; place the

hands on the side of the basin as a pguide,

and lean over the sinlt to meke sure the basin

ig not misscd.
10. Rinse the brush thoroughl:,
11. Rinse out the basin of tho sink.

Mouthwash.

l. Pour & small amount of mouthwash from thoe bottle

into a glass by placing the neck of the

bottla

on the rim of the glass and by using thoe index

finger and/or length of pouring timec as a clue

to the amount poured.
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2. Take a sip of mouthwash, loan tho head bacly,
gargle, and rinse it throupghout the moath,

3. HBject the mouthwash with the same technique
used with the toothpaste, kXeeping the body
woll back from sink so as not to get the
mouthwash on anv clothing.

L. Rinsc out the sink,

C. Using dontal floss.

1. Extract o length of dental flosa, slide it

between the teeth and move it up and down,

back to front to remove any food particles.
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DRESSING AND UNDRESSING
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Buttons.

l. Mind the top or bottom button and button holes.

2. ind the button hole with one thumb and grasn
the button with the other thumb and index
finger, placing the index finger on top of
the button.

3. Guide the button into the hole; then uss the
thumb to push the sidc while using the index
finger to heip pull the holec over thc button.

L. If desired, use the other hand to pull the
button through.

5. Always button in soquence from top to bottom
or vice versa,

6. To unbutton, place index finger and thumb of
natural hand under materizl at button holc.

a., Other hand, grasp button and push through
button hole.

b. Pull out gently with hand on material.

Zippers.

l. Dress-Back.

2. With right hand (dominant) in back of
dress use index finger and thumb to grasp
zipper tab.

b. Use left hand to stretch material downward.

c. Use right hand to pull tab up, toward nocck,

ag far as you can reeach.
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Take right arm ovor right shouldcr to
aresp tab and finish pulling the zippor
to top.

To locl: zipper, press teb down.

Slrirt side zippers.

Q.

Usc sene piroccdure as dregss but pull

all the way to the top with samo hand.

Unzipping the zipper.

&,

Hold the garment on ono side with the thumb
and indcx finger of onc hand.

Lift the tab with the froo hand and grasp
it with the thumb and indox fingecr. Slowly
push the zipper down; preccding it with

the other hand to keep the facing Tfron
catching in tho zipper.

For a zipper on the back, pull it down =24
far as possible; thon put one arm around
tho baclt and holé the zippcr steady while

tho other hand pulls the zipper down.

Mastoning zippors on jackots and linings.

a.

Bc sure the zipper tab is at bottom of
the traclz.

Locute the smooth cnd of the zipper trach
with onc hend, placing the thumb on top
and the index fingoi* undernenth.

Insort thce saocoth cnd of the zipper troc.

into the hols on tovn of slidoa.
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d. Push the track down into the slide and
stop so that it is securec.

&. Pull down on the jacket bottom with onc
hand while the free hand pulls up the
tab,

f. Pross the tab down over the zioper to
locik it.

Boys! pants fly.

a, Use ons hand, using thumb and index finncr,
grasp zippor tab.

b. Use free hand to grasp zipper bottom
(or material) and pull gently downward.

¢. Pull upward with right hand to the top.

d. Press tab down over zipper to lock,.

Sncps and grippers.

a. Place the indox finger of tho right hand
on the top of the indented half or tha
snep with the thumb underncath.

b. Place the index finger of the other hand
on thc knob with thc thumb undeorncath,

c. Bring the two indox fingers, still in
their proper placos, together,

d. Lift index fingers off and insort knob
into indentation.

o. Pross firmly togethor until they "snepi.

f. For unsnapping, rcversc tho above procnss

and pull gontly apart.

4’/



36

7. Belts--Lcops--Buckles.

&,

b.

Loops.

(1)

(2)

(L)

(5)

With onc hand grasp smooth (somewhat
pointed) end cof belt.

Locate first loop next to snap cr
button on front of garmont.

Insert index finger of {roz hand

in locp and pull gently out.

Push smooth, pointed ond of belt
through loop.

Repeat procedurec ‘for each loop.

Bucklas.

(1)

(2)

(3)

(U)

(5)

Insert smooth end of beslt under bar
of the buckle.

Pull the belt baclt over thoe bar of
buckle until belt is comfortably

fit.

Place the index finder of hand that
is pulling belt back ovor desired
hole.

Push the prong with the index finger
and thumb of froe hand to the spot
where the other index finger is
marking thr hole.

Push prong through desircd holn,
Locate the buckle bar on thc othor
side with one hand and with thz frac,
hend; bond the bclt, sliding it under

the bar or loopé.

o
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(7) Belt buckle should be centorod over
pant Tly.
(8) To unbuckle, roversc ths abovo

Process.

SCCKS - BOYS AWD GIRLS:

A,

Putting on socks.

1.
2.
3.

Hold tho sock by the toe and find hcol,
Lay thce sock flat and locato the cuff oponing.

Insert thumbs and gather until thumbs find

heol. Continue to gathor until toe is roached.

With hands romaining in that position put
sock over toos, then heel.

Pull the sock up until it is in placc.
Repoat the above proceduro with tho other
socke.

Be surc both socks arc pulloed up to tho samc

point on both legs.

Removing socks.,

1.

2.
3.

Place both thumbs insido the sock on either
sido of the lcg and gathor it down to heels
slip sock off foot.

Pull out the toc and straighten thc sock.

fepcat procoduro with othcr sock.

Nylons - Rocommendations (Girls).

1.

2.

Obtain help in dotormining 3izo, length
and color shadc.

Soanless, strotech hose are rocommondecd.
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3, Wear cotton gloves whon putting on or talddng
off nylens tc zveid snags.
L. ¥ylons with heel and toc roinforcemont aro
recommoended,
5. Thrifty shoppers buy onc shade.
Hylons.
1. Putting on and taxking cff.
a, Follow prccedurc for putting on and
removing socks.
b. Work nylon up and over leg. Continue
until top of nylon is reached,
c. Smooth wrinkles as you move uwoward,
Panty Hosec.
1. Locato tag in back (if tag is nct present,
ono should be scwn in).
2. Follow same proccdure ag putting on sock,
3. Work onc leg at a timc to approximately the
calf areca.
li. Proceed with other foot.
5. Work cach log a short distance at & time.
6. Work pant arca over hips as a pair of under
pants.,
Proccdurc for fastening hosc to girdle or garter
bolt, (Wote: Procedurs dcscribed is foi right-
nanded peoplc; opposite hands uscd for left-
handed pcoplc).
1, With left hand, put thumb betwcen metal tab

and cloth tab.

i
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2. Grasp cloth tab above disk with thumb on top,
index finger and middle fingor undermoath.

3. Hose in right hand, pull top uvp and ovoer dias.

ll. Hold hose on cloth tab with thumb.

5. With right indox finger and thumb, grasp
above nictal tab and push metal tab down unitil
disk fits into larger curve of metal tab.

6. Pull up metal tab to securec disk in smallor
curvc of metal tab,

7. Pull down girdlc over tabs and smosth,

IIT. GIRDLES AND GARTER BELTS:
A, (Girdles.

1. Run thumb and index finger around top of
girdle to find labol. L2bel indicates top
of; inside of ; and back of girdlcs.

2, Turn girdlc so that the label is next to
body.

3. Holding girdle on both sidcs, roll top of
girdle down and to tho outsido for sbout
one-half of the girdle.

L. Sit down on chair, bod, ctc., insort one
foot into log opening anéd then the othor
foot into the othor log oponing.

5. Work girdle up until bottom rcachos about

four inches above the 4nos {about one hand
longth).

6. Stand up and grasp each side of girdlo at

the roll and unroll pulling gontly upward.

ol
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8.
9.

10.

Lo

viake surc top of girdlc is at waist and fecls
comfortable.

ilalle any necossary adjustments,

If girdlc has zippcr or other fastcnewrs
follow procedurc for that typc fastoner.

follow procodurc for fastening nylons.

Garter Bolis.

A LA b

1.

5.

Run thumb and index finper clong top to find
label or seam. Labol or scam indicates top
and inside of garter balt.

With hosc supportcrs hanging down, hold sidc
of garter belt with hoolkks in risht hand ond
placo rest of gartor belt around back of
body and fasten bra-type fastencers in front.
Taking firm grip with both hands, turn gerter
belt until fasteners are in a direct line
with spinc.

fun. hands down gartcr bolt, checking to sce
that supportcrs arc hanging in middle of
front and bacly of logs.

Follow procedurce for fastoning nylons.

TYING AND BUCKLING SHORS:

J.’\J. .

Tying shoes.

1.

Proper procecdure (for right handed porson).

2. Using both hands, locate both strings.

b. Cross left string over the right and bring

)
b

under and through.

1
oo
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c. With a string in cach hand; pull tight.
d. Release right string from right hand and
pick up left string with right hani.

0. talkso a loop using thumb and index finger

off loft hand.
£f. With right hand, piclt up right string
and wrap around thumb of loaft hand
holding loop.
Lift index finger from string and push
through oponing with index finger on right
hand.

h. Grasp loop with thumb and middle fingcr
of loft hand and pull tight until knot
tightens.

2. Preferably, child should bec able to untie

before learning to tie.

3. Always bc consistont in procedure and vcecabulary.
B. Buckling shoes.
1. Proper proccdure.

a. Hold buckle in one hand with thumb and
first twe fingers.

b. Grasp strap with thumb and first two
fingors on otheor hand.

c. Using index finger (holding buckle) 2s a
guide, locatc opoening with indecx fingor.

d. Guide tip of strap until it comes in

contact with index finger through oponing.
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. Slide fingers (which previously hcld
strap) up to buckle.

f. Grasp end cf strap with thumb and index
finper (which previously held bucklc) and
pull through.

ge Adjust strap until comfortable.

h. 3Bond strap backwards and grasp with
opposite hand (thumb and first two
fingsrs).

i. Locate prong.

je Inscrt prong in hole in strap.

k., With strap held sccurely in onc hand, 1ift
buckle with thumb and index finger cf other
hand.

l. With thumb and indsx finger holding strap,
insert strap through opening of buckle.
Pull until snug and securc.

2. Prcocfcrably, child should be awarc of prccedure
of unbuckling before starting to buclkle.

3. Always bc consistent in procedurec and usc of

vocahulary.

V. SHOE3S SELECTION:
A, Rocommendatioﬁs°
1. Have sheces for overyday and shoes for dross
(Sunday shoes).
2. Have shoes that Tit pyoperly, but large cnough

to allow for growth.
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3. A loafor typo shoo eliminates the necod of
tying.

li. Tonnis shoecs, gym shocs, arc for play activitios
and not for daily wcar.

S. Shoes should bo brushod or wiped off each time
thoy are put on.

6. DPolish shoes according to individual woar--pasto
type polish is advisod as it does not dry own
crack as ligquid polish.

7. Propor airing, spraying or powdoring inside
shoc ig rocowmmendod.

8. ©Shoes should be chcecked for wear often--should
roplace hoels if worn or apply caps.

9. For small, active childron a sturdy light-
woight shoe is highly rocommendcd.

10. ¥oam rubbor inserts are availablo at low
cost to provide for oxtra comfort and to
kocp shoes from slipping on and off tho foot.

VI. SHIRTS, BLOUSES, DRE3SES THAT BUTTON TO HELS,
CARDIGAN SWEATERS AWD COATS:
A. Recomendations.

1. Check for missing buttons.

2. Clothes should bo neat and clean at all timcs.

3. Check all openings for ravelings.

L. Make sure hemlincs cover slips.

5. Perma-pross is advisod for casual and school

Wear,

aa
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Putting on garment.

1.

Find the neck and place the right hand on

the larft end of the neckband and the left
hand on the right end. HMake sure the tags
are facing tho body.

Release tho right hand and slip it intc the
right sleeve of the garment while tho loft
hand slides the garment acrcss bacik.

Placo the right hand on tho neciband and hold
the garment in position, while the left hand
reaches over the left shoulder and pulls the
garmont up oveir back.

Right hand hclds garment in position,

Slide the left arm into left sleeve ancd button.
fake cecrtain that the collar iz turned down

and smoothed intc place.

Removing the zgarment,

1.

Locate and unbutton the top button and continue
to unbutton the garment until the bottcm button
is reached of unzip the zipper.

Take the garment on both sides of the front
opening and pull it baclk over the shoulders.
Reach the right hand around the back and grasp
the cuff cf the slecve. Pull on thc sleove

and easec the left arm out. Bring the left

arm acrcss the front of the bedy, grasp the
right cuff with the left hand and casc the

right arm out.

il
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D. Turninpg above articles right side out.

1. Learn to rccognize thet the garment is
inside out if the tag or scams are cn the
outside.,

2. Place the garment on a flat surface with the
hemline toward the body, slip the hand into
the garment and find the neckband, Pull tho
neckband through the bottom opening.

3., Hold up the garment by its neclkkband, insecrt
one hand through one slecve to the cuff and
pull. Repoat for other slcevec.,

E. Dresses.

1. Putting on dress.

2. Placc thc dress on a flat surface or over
a chair bacl, making surc the back of
the dress is up,

b. Hold the bottom of the right side of the
dress steady with the left hand while
s8liding the right hand through the slceve.

¢c. Inscrt the left crm in other slecve and
put head through neck opening.,

d. Gresp the bottom of the dress and pull it
over the body. Closc all fastencrs.

F. Pant dress.

l. Hold tho dress in tho middle and let drcss fall
in half in the front of the vody and step into
it through the openings for the legs one at a
time. Pull the dress to thc waist, then up

around the shoulders, slip in the arms and close

all fagtencrs.

A
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Kirts.

[
*

Putting cn a skirt.

2, Undo all fastencrs.

b Place the skirt cn a flat surfacc with tho
front of the slkirt facing the flat surfaco.
Slide the arms inside the skirt and slide
it cver the shoulders and dewn the bodyr
80 that thc waistband is a2t the wailst.

¢. As on alternatc mcethod, ons may hold the
skirt in front of the body with the back
of thoe skirt next to thec body, step into
the skirt, and pull it up until the waist-
band is at the waist.

d, Tuck in the blousec.

e, rasten the slirt.

2, Removing a skirt.

a, Undo 211 fasteners

b, Place the hands in the waistband at the
sides of the body (right hand at the right
side and left hand at the left side), slide

the skirt down the legs, and step out of it,

ViI, NECKTIES:
A, Tie nccktie.

l, To tie 2 simple knot in a ncclitie, placc the
necktic around the neck with'tho thinner side
over the left shoulder. Checl to make surc the
seam is underneath. The left side should usuallvy
be above the belt. (Approximately a palm width

from belt.) 58
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2. Crogs the right sidc over the left shoulder.
; Checl: to male surc the seam is undorneath.

3., Crossz the right side over the left, eloss to
the neck. Place tho thumb of the right hand
undernoath the cross 2and the index Tinger on
top. Hold this sccurcly.

L, Grasp the thicker end of the tic, which was
just crcssed to the left, with the left hand,
thunb on bottom and fingers on tep. Push
it baclzs under the cross to the right sidec
8o that the scam is now up.

5« ARAoleasc the left hand, bringing it over top
of the cross and the other hend to regrasp
the thick part of the tic with tho fingers
on top, thumb on bottom. I"lip the tie over
the cross and the index finger which is holding
ite The scam is now on the undersidc.

6¢ Push the tic up through the part of the tie
that is around thc left side of the neck and
let it drop with thc seam down ovor the cross.

Te Grasp the end of the wide cond of tie and put
it through the loop from top to bottom that
is marked by the index finger. Releasc the
right hand and pull gently so that the knot
becomes tight.

8. Hold ontc the under flap of the tic with tho

left hand and push the knot up to the neck

7
L.

with the right hand.

09



B.

10,

Do not let the bottom flap hang below the
top, If it is, 1t can be corroctod by
starting over and making the left sido of
the tie highor before starting to tio.

Ioarn to put on various types of tie clasps.

Clip on bow tic.

1,
2.

3e

5

Button top button of shirt.

Hold tie in both hands, c¢lip sidec up.

With thumb and forofingor press dowaward

to release clip,

Put end of thumb of right hand against neck
button,

With thumb and forefinger of left hand hold
collar out. Slip collar betweon clips anc
press down firmly.

Ropeat same process on other side of collar,

Pro-tied long tie.

1,
2a

3e

Lo

5.

Button top button of shirt,

Raise clip with thumb and forofinger with
right hand,

With loft hand, hold shirt collar at nock
and pull out.

Tip tio up toward chin and insert clip over
top shirt button behind material,

Adjust collar tabs ovor edgo of pro-tied

lmot.
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VIII, SLACKS (BOYS):

A,

B,

Putting aslaclis on.

1.
2.

3.

To

Be sure zippor and fasteners aro undonc,

Hold slacls in front of body with thumbs

on tho ingide of the woistband, meaking

cortain the opening iz in front of tho body.
Lower slacliz below lnee level and stop into
them, ono leg ot a tiwme.

Raise slacks to waist. Sprcad legs to provent
glacks from falling down.

To adjust a button shirt under slacls, be suro
back shirttsil is pulled down. Grasp the
front corners and pull togethcr and down.

Tuck front corners betwcen legs and pull slacks
up to the waist and fasten.

If slacks have cuffs, be sure they are turned
up and in place.

Always woar a belt with slacks that have belt

loops,

Removing slacks,

1,

2

3

Remove shoesg,; unbuckle belt, and unfaston
slacks.,

Insert thumbs on cach side at tho waistband
and slide the slacks down to tho anl:los.
Step out of the slacks with one foot then
the other while holding the waistband with

onc hand,



IX, UNDERPANTS AWD SHOITS3:

A. Putting on underpants,

1.

3

1IN

Place garment on a flat suriace, such as

a bed, chair, or table with the walstband
parallel to the surfacc odge and the label

on the inside facing up, (In case of a bov,
the opening in the front should also face up.)
Insert the thumbs in to the waist band on

the sides and hold the pants boléﬁ the Inces,
Open the garment, placing first one foot,
then thce other, through the lcg openings.

Pull the pants up to waist lzvel.

B. Removing underpants,

1,

Grasp the pants on cach side at the waistband
and push thewm cver the buttocks and knecs
down to the ankles, Lift ono foot out, then

the other,

X, SLIPS, UNDERSHIRTS, AND PULLOVER SWEATER, AND PULL
O SKIRTS:

A, Slips,
1, Lay alip out flat on bed, or flat surface,
24 To find front and back of slimp, locate tag
which is usually inside of the back of the
slip,
3¢ After finding the back of slip, insert

hands in tho bottom gathering up to the top
of slip, Ralse arms up above head, pull over
head, place arms in the holes between straps,

and slipe-then pull down, E;z



B.

D,

51

Undershirts.,

T
2
3.

Lay undershirt on flat surface.

7ind bacl: of undorshirt by locating tag.
Crasp back bottom of undershirt and gother
up. Aaise arms up above head and pull

ovor head, Place arms in the holes between

strap and undershirt--pull down,

Pullovoer swoators.,

+

Mrst lay swoater on flat surface.
Find’back of gweater by locating tag.
Grasp lower cdge of back of gweatcr end
gathor up, Raise arms up above hoad and
pull over hecad, Placo hands in arm holes

and extend arm. Pull sweater down.

Pull on skirts.

1.

2,

3.

First unbutton and unzip skirt.

Explain to child about location of zippers.
If it is a side zipper it will always be on
your left side, If a back zipper, = tag is
usually located near tho zipper. If the
skirt has an elastic waist band, lay skirt
on fiat surface, find side seams and
determine front from back by locating tapy
which is usually in the back of the skirt.
After locating baclk of skirt grasp hem,
raise ovor head and pull over head working
arms through band of skirt. Thon pull down

over body until waist band is in place,
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If skirt has side or back opening, be sure
child checlkts to see that closure is fixed
ond in plece. If skirt has an eclastic band,

be surc child has side scams in place,

XI. BRASSIERES:

n
5
Y

B

How to put on a brasgiere.

T

6.

Ixplain to child the purpose of wearing o
training brassicre or regular type brassiere.
Lay on flat surface, then fecl outline of
brassiere.

Teach child shape of garment and differenco
in right and wrong side of brassiecre.

(Also to loosen straps so it is easier to
put arms in.)

Locate bottom of brassiere, Run hands along
bottom to locate ends.

Lift brassiere close to breast and keeping
eyes and hoolts in line, fasten in back,
locate straps, put arms through and adjust
straps as desired for comfort.

Lean over and place breast in cup for a

firm and comfortable fit,

Reomoving a brassiore.

1.

2.

Unhook it in the back and slip the arms
through the straps.

Pold it properly and put it away.
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C, Suggcestions.

e

2.
3.

Buy good quality brassiere. {Prefcrably
with elastic straps)
Try to always get the same brand.

ave enough fox a change every dav,

If necded at night, sleeping brassierc is

suzgested,



SECTION TWO

GOOD GROOHING AND PERSONAL APPEARANCE
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I, HAIR CARE AYD STYLING:

Ae . Brushing.

1.

Ta%o the brush in one hand and place it on
the crown of tho hsad., Usc downwaird gtrolkes
from the crown toward the ear and cnds of
the'hair on onc sido of tho head, repcating
seversl times.

Continue the brushing process at the back
and on the other side of the head.

Lift the hair at the back of the hsad with
the hands and brush underncath in an outward
motion from the head to the ends of the hair.
Brush back into place.

If desired, brush the hair in differcent
directions,; depending upon the individual
hair styloe (forward, straight back, or
toward one side).

The brush should bo cleancd after ecach

brushing by running a comb through the bristles

of the brush to remove loose hair strands,
It is advisable to throughlry wash the brush
and comb in warm, soapy water seoveral times

a week.

Parting.

1.

Holding & comb in one hand; place it at the
top of tho back of the head; and comb all the

hair on the top down over the forchead,

67 4
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2. Locatc the crown of the head wherc the hair
cn the top separates itself from the heair
in tho baciz,

3. Practice drawing 2 straight line from this
pcint to the forcehead with the index finger,
using & speeific feature on the facc as a
point of roference. (For a conter point,
the nose may be used: for side parts, the
arch cr middlec of an eycebrow may bo uscd.

.. Helding the cowb at an angle, place its tip
at the crcwn of the hcad and slcowly pull it
to the froent of the head, Thc feorofinger
of the frce hand should bc used as a guidc
by procceding slightly ahcad cf the conb.

5. VYhen the {ront of the head is recached; use
the free hand to separate all the hair away
from the tip of the comb, while lcaving the
comb in placo, and smooth it down to one
sidoc.

6. Carefully comb the hair next to thc comb
down the desired side of the hoad.

7 Run the fingers down the part to be surc
it is straight; il it is not, repeat the
above prccess.

8. To make a part for braiding, continue tho
center part from the crown to the back of

the neck. For parts extending horizontally

67 &
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acrogs the baci: of the head, other pecints
of rofercnco, such as the back of the ears,
may be used.

C. Using hair spraye.

e Afteor styling the hair, shsale the can of
hair spray, and remove its cap.,

2. Holding the can in a fairly upright position
ten inches firom the hair; locate the hélc in
the nozzle and point itlstﬂéﬁe hair. Hold
can by placing the index finger of the rizht
hand on the top of the nozzle and the remain-
ing fingers and thumb of thc right hand
around the can.

3. VYhile pressing the nozzle with the index
finger, move the can around the head in
order to spray all arcecas requiring it for
three or four scecconds.

li. Replace the cap on the can and replacc the
can in a cool storage area.

D. Setting and rolling.

1. Assempble: Comb, rollers, clips, setting
lotion, glass of water and a placo on table,

2. Be seated cn straight chair at desk or dressecr.

3. Arrange from left to right: comb, rollers,
clips, wavc set, if used. (if right handcd)

t. Put in palm of hand setting gel, place hands

together, then pat all over hair,
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Comb hair in direction you plan to place
rollers, front back--sido down.

With the left hand place one roller parallel
with the front hair lino, take the right

hand and with end of tho comb part the

width of the roller on each sido--thon part
behind the roller, holding roller and section

o

of halir with thco same hand; talke right hand
and remove curler, still holding section with
left hand, Take comb and comb soction for-
ward and up at a right angle to the head.
Talting reocller place half way up the shaft

of hair. "8lide it slowly to the end, keeping
thumb and fingers on the hair and roller;
roll the hair slowly making certain all
stranda are on the roller. Hold roller

firm to scalp. With left hand, take pick

and insert at an angle from back, forward,
Repeat procedure for remaining curls.

Use hair spray when necessary. (Seo "C¥

section)

Teasing.

1.

3.

Brush and comb into basic style. (Sece
instructions)

Decido which area of hair will bc toased.
Part off small scctions, holding section

in loft hand. Starting throo-fourths of
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the way up the shaft with comb, push down

toward scalp, once firmly, then make short
strokes up the hair shaft.

After doing this in all areas,; smooth over
the top with comb, fitting it in with the

rest of the hair style.

Do not comb completely through in the area
that you have teased. Smooth this over

1ightly with comb or brush.

Washing.

1.

Collect items: shampoo, towel, crzam rinse,
or other items needed.

Place items in order to be used on sink.
Acquaint them with faucets. Adjust water
temperature. Let water run constantly so
temperature does not deviate.

Wet hair by bending forward with head as
low in bowl as possible, keeping eyes closed.
Raise head slightly and reach for shampoo.
Take cap off and place on sink, place free
hand on top of bottle, invert, use amount
the size of quarter for first shampco.
Return bottle to sink.

Distribute shampoo to both hands and apply
to hair, covering entire head.

With massaging motion and firm pressure,
work shampoo into hair and scalp using the
tips of all fingers, NEVER THE NAILS, for

at least three minutes.
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Aruitoxt provided by Eic:

W

Rinsc out first shampoo.

9. Repeat steps 5, 6, and 7, rinsing moroc
thoroughly this timc. 7emove 2ll traces
of sheampoo,

10. If using croom rinsc, apply in same menner

shampoo.

(6]

11. Turn off water, scucczing oxccss wator from
hair, placc towel around hoad, Recap all
bottlos.

IT. HELIHA %UBI“S”ﬁ 17 iIITHODS AITD TICHAIAUZES 700 8iIi

CART AVD IAR-UP:

A« Caroful organization is of pararnount importonce
whon instructing a blind person in mako-up and
skin caroe. Ic surc to place the cosmeotices for
class uso in front of tho student in the samo
order cvery time. After a product has bseon
uscd it must bo raturnced to its or iginal place,

B. Suggosted arrangoment of tablo in malte-up and

skin carc class:

PAPER TOVREL TISSUTES

(if loft-handed on
left sido)

CLEAVSER MAESHENER RMULSION COTTOW

STUDENT WASTEPAPER BASKES

(on same sido as tissues)
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C. Basic Products for Use in Class.

Itoen Helena Rubinstein Product
Cleanser Skin Dew Clcanser
Sikin Freshenor Horbal 3kin Lotion
Hond Lotion Body Smcoth
tloisturizer Skin Dew ieisturizing Eaulsion
ilakze -Up Foundation Minuto Halee-Up Stick
Blush iiinute iako-Up Blush
Evebrow ale-Up Fashion Brow
Eyo Shadow Tye Shadow Stici
Lipstick 8ilk Feshicn Lipstick

D, Spocial Pointers

1. Have student put cn headbard and malke-up
cape (preferably without assistance of
instructor) to protect her hair and clothing,

2. Before ecach product is usocd, have the student
feel the container tc determine the weight,
shape, width of the opening, etc. Explain
in advance whero and how the product will be
used. Have tho student touch or trace the
area with her fingers before she applies the
preduct. Toll her what to cxpect; what
toxturo and feecling tho product will haveo,
whether it is liquid, emulsion or cream.

3. Aftor cach tissue is used, it should be

- discarded immediately. Table must be clear

of all unneccessary items.
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. Refer to shades of make-up as "fMashion®
colors. This has a very appealing sound
to the student.

5. 1If difforcnt cosmetic itoms in similar
containors are used, apply 2 thin tape
on top of one so that tho student may
distinguish betwoen them. This is im-
portant, for cxample, whon using Holena
Rukinetein inute jialze-Up Stick (foundaticni)

¥ % color).

6. Have a warm washcloth available so that the
studont may wipe hor hands between steps,
when necossary, to prevent smudges, smears,
cte.

7. Instruct the student that any cap she re-
moves should be placod on its top instead

of its side so that it will not roll ofy

the table or out of reach.

=l

. Skin Care.

l. Regular, oonsistent care of the skin is
important to attein a smooth, fresh com-
plexion. Complote cleansing and freshen-
ing routines, as outlined bolow, should be
followed cach ovening before retiring and
each morning.,

F. Evening Progran.
1. Cleansing - To remove meke-up, surface
groase or soil.
O

ERIC
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a,
b.
Co
e 2. How

Squeezo plastic bottle of Heolena
Rubinstoin Skin Dow Cleanser, putting
simall amount in palm of hand.

Iith indox finger take tiny amount of
cloansoir and apply to wmouth using
circular motions. ileep mouth closod.
Tissue cloanser off lips gently. Wipe
index finger very thoroughly. “

T

spread the romaining cleansoer onto

flat of fingors of both hands and apply

to tho face in the following mannci:

&

ERIC

Aruitoxt provided by Eic:

Upward and outward from chin to cars.
Across and up from noso to templos.
Upward from tip of nose to forehead.
Circular motions on forehead to temples.
Gently over eyolids from inner cornern

to outer corner.

Gontly under eyos from outer corner to
inner corncr,

Small eirecling motions around sides of

Circling motions on chin,

Upward on throat.

"Play tho piano” under the eyes with
gentle littlo taps of the (fingertips
to ‘exorcise’ the aroa and rclieve

puffiness,
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(“ i &, Tilt the head back and slap smartly
undor jawlino and chin with back of
hand.

3. Talo papor towcl and wipe hands cloan. Now
talze frecsh tissues and fently wipe cloansor
off tho facc and throat, using samec motvions
to romove as you did applying. (Always dis-

card tissuss immodiatoly after using.)

1
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i, Take a clecan btis
again, givinp special attontion to those aroas
where cloansor may have been missod the first
tine.

a, Undor noso.

b, At hairlino.

c. Through cyobrows (tissue inward toward
centor of facec, then back),

d, Tips of cara,

5. Discard tissues. Wipe cround cap, if de-
sired to romove any residue. Replace cap
on cleansor.

6. TFroshening - To "rinse' lost traces of
cloansor from the skin; to give a refreshed,
toned fesling. Remind your student that
skin freshener is liquid and should not be
poured too quickly or tvtoo lavishly. Point
out that it should never bo appliod too

(

- close to the eves.

ERIC - .
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6l..

Remove cap of Helena Mubinstein Herbal
Lotion, fooling for protoctive seal,
TrOMOVe .

#old cotton in a swmall square, just
enough to covor mouth of bottlo. Placo
cotton over wmouth of bottle and invert.
Student will feel the liguid coming
thirough tho cotton.

With moistened cobtton,; apply to faco

in uwpward-outward motions in the same

mannor cleanser was applicd. Be suro
to cover areas mentioned in clcansing
that have a tendoncy to bo over loolnd.
Pat faco gontly,

AT toer froshening the faco, wipce the
hands on the froshoner-saturated pad,
to romovo any trace of cleanscr firom
hands. Then discard cotton pad. Blot

faco with a clean tissue.

7. WNoto to Instructor.

Q.

Dry skins are prodominant in the United
States. Howevor, many girls in their
teens and ocarly twentios have exccssively
oily skin. After 25 or 30 the oiliness
is gonerally confined to a "T-gonel:
forohoad, nose, chin--with the cheoks,
undor oyo aroa and throat showing dry
skin symptoms, This is known as

Tecombination skin®.
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b. Because of obvious difficulties it would

RN

prescnt, skin washing is not included in

the clasa. However, il there arc students

with oily skin or combination skin, explain

the following:

fJlote: 0ily Skin - Ordinary soaps are not
as effective as clecansing crcam for
dissolving maks-up and soil. Thero-
fore, follow skin care routinec as
outlined - but follpw cream clsansing
with soap and watoer washing.

Combination Skin - If soap and wabtor

is used; concentrate on oily ave#s
only (nose, chin, forchead),
G. Treatments for Specific Skin Nceds.
The following cosmetics need not be used in the
class, However, it will bec of interest to dis-
cuss them as part of the oevening routine for
women with specific beauty neoeds,

l. WYight Cream -~ To counteract dryness, to

lubricate, snoath and soften
the skin, to help ward off lines
and wrinkles., @Ispecially im-
portant for dry and sensitive

skin, Use after cleansing and

freshening,

C
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a2, How to use: Take a little crcam on in-
dex finger and placo a dot
~on nosc, chin, eacl. cheek
and forchead. Using upward
and outward strokes of both
hands, following same motions
23 in applying cleanser, smooth
Hight Cream over face and throat,
b. When to use: NHight Cream should be applied
about half an hour before ro-
tiring. By the time you arc
rcady to go %o had most of
it will havo boen absorbed.
If not, you have used it too
gencrously. Touch the gkin:;
if it feels very “slippery”,
blot the surface gently with
g tissue to remove excess.

2. Eye Oream - Fine-textured but richly emollient
cream, formulated especially for
the delicate skin around the eyes.
Helps minimize fine lines.

a., How to use: Take a very small amount on
the index finger of one hand
and transfeor some to index

finger of the other hand.
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Patting very lightly with
fingertips, movse gontly over
the ayelids from inncer cornosr
to outer corner, gontly under
the oyos from outer cornsr to
innor corner. "Play the pianof
on the under-eyo arvoa. Only
the lightost film of Eve Croam
is necessarr. Usze very gvaringly.
b. When to use: Apply after evening cleansing
and freshening. Leave on
overnight.

3. Bio-=Clear
lMedicated Cream - Acne blemish treatment in

convenient plastic tube.
Contains an exclusive Organic
Sulphide for faster action
in drying and hoaling acnc
pimples.
a, How to usc: Squeeze a little Bio-Clcar
Medicated Crcam from tube
onto tip of indox finger.
Touch to sny pimple, or
smooth on blemishod areas,
b. When to use: After skin has been thoroughly

clecansed. Leave on overnight.
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Apply again aftcr morning
cleansing. Bocauso Bio-
Cloar lilodicated Croam is
complexion-tintod and
practically invisible on
the skin it may bo usod
throughout the day under
(or without) make-up.

Morning Programn.

Cleanse and freshen the face and throat following

same method outlined for Night Program, then:

1., Moisturizing Emulsion - Helena Rubinstein

Sizin Dew Emulsion is a smooth, quickly-
absorbed lotion to be worn under make-up
(or without makeo-up) as an invisible day-
long beoauty treatment and protective.

8. Uncap bottle. Place two fingers over
mouth of bottle, thumb under bottls
and shake (this brings the moisturigzer
to the neck of the bottle). Turn bottlo
upsido down until you feel emulsion on
fingertips.,.

b. Apply dot of moisturizer on forchead,
tip of nose, chin, each chcek. Recap
bottle,

ce Transfor remainder of loisturizer on
fingertips to other hand and blend
Moisturizer on face in upward motions
(as with cleanser)., Be sure it doesn't

get into hajirlino.,
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d. Use sparingly, as only the smallest
amount is neceded to moisturize the
skin.

The face is now roady for malie-upt

Make-up.
Correcct make-up givos the face a fashionable,
attractive locok. The primary rule of application
is tc use all mekec-up sparingly. Instructor will
selcet appropriate shades for each student, If
students are "sharing’ use of male-up products,
top of cach should be wiped off with a tissue
beforc it is given to the next student.
1. PFoundation - A non-spillablc, "mistakec-
proof! foundation, such as
Helena Rubinstein finute
Make-Up Stick, in plestic con-
tainer is rocommended,

a; Ask student to remove cap. Call her
attention tc the swivel base. Instruct
her to turn swivel to the right to raisc
make-up.

b. Placing her index finger on top of thc
uncapped stick, she will be able to feel
how high up out of container the make-up
is raiscd. Iiake-up should just cloar

the top of container.
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C. With very light pressurc, & small stroke
of Minutec lMake-Up should be applied:
acrogs forehead, down nogse, upward on
chin and checks,

d. Blend with fingertips of both hands,
up nosc and sides, across forchcad
(avoid the cycbrows), up and out from
chin across checlis, across Jjawline, on
mouth, under nosc.

e. Dc surc foundation is applied lightly
and docsn't et into hajrline.

f. Wipe off hands on papcr towecl (or moist
washcloth).

2., Blush - Gives a delicate rosiness to the
chesks and adds a look of radiance
to the entirec appcarance. A blush
in sticlk form, swivel casc such as
Helena Rubinstein ilinute Mako-Up
Blush;, (in same style case as liinuto
lake-Up foundation), is easicst to
uso and control.

a., Remove cap. Do not swivel up.

b. Before applying Blush, have student foel
her checltbone with her fingertips. Ex-~
plain that the color belongs on the
checkbone; cxtending roughly from the
center of tho check blending away out to-
ward the ear; color must ncver come below

Q the level of the nostril,
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c. Onco she isg fomiliar with the arca of
application, have her place Blush Stick
at tho conter of checkbone and swircl
up until shc feols Blush Stick just
touch her skin.

d. Pross Blush Stick lightly on tho skin
and move it upward about ono inch to
apply a smooth strole of color.

e. With flat of fingers, blend the Blush
upward and outward over cheeltbone toward
the car,

f. Repoat with other cheek.

%+ Rocap Blush Sticlt and wipe fingers
thoroughly on paper towel (or washcloth).

3. Facc Powdor - Many women find thcy do not

noced to use face powder over
Minute Make-Up Foundation and
Blush., HoWovor, if face powder
is desired, it may be used after
applying foundation and blush,
or as & touch-up during tho da;.
Holona Rubinstein pressed powder
compact (non-spillable) in Trans-
lucent shade (suiteblo for all
skin tonos) is recormended,

2. Open the compact and wipe a frosh pieco

of absorbent cotton over tho powdor.
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b. Presgs the cotton on the pali of tho othor
hand te further compross tho powdoer,

c, How apply toc tho face; patting lichtly
under nosc, up nose, across forohead
to teriples, across chceks, over chin.

d. Turn cotton to clean side and gently
"dust’ down the facec.

L. Gyebrows - (Eyebrows givo oxpression and
interest to the face and should
bo well-groomed always. KEyobrow
make-up is used to define the brow,
to give a fashiocnablo and attractive
lock. Iyebrow makes-up in pressed
powder form ‘Helena Rubinstein
Brush-On-Brow" is easier and safer
toc use than eyebrow poncil, and is
roconmoendod for class and home uso,

a, Ask your student to trace her oyebrows
with her fingertips so that she is conm-
pletely familiar with their shape.

b. Open the box of eyo brow make-up and
touch tip of index fingor to tho pressed
powder cake.

c. Tilt head back slightly and lightly trace
line of brow with clean fingor of the
othor hand ~- immediately following
with the finger which was touched to tho

brow make-up.

ERIC 84




ERIC

Aruitoxt provided by Eic:

fote:

S.

Q.

73

Women with dark oycbrows which do nouv
roquire further definition do not need
eyebrow make-up. However, they should
groom the brows with a small brush.

Brush should be washed frequontly.

Dye Shadow.

Iye shadow gives a fashionable look to the
eyo aroa, Usc stick form of croam eyc
shadow for oasiest, mistalke-proof
application (Holena Rubinsztein iiinuto
Shadow Stici). When artistically used,
it can create the illusion of ‘reshaping’
or ‘contouring’. Bear in mind thc basiec
principle that light shades accent or
seem to bring forward, while darlker
shades minimize or maske the aroa seem to
recede., For cxample, if the bone botween
brow and eyelid is overly prominent, uso
2 darker shade (taupe, grey, or brown)
gontly blended on the bone arca, Use
light shade on the 1id to "bring out®
deop-set eyes., However, to avoid con-
fusion in working with a group, or with
an individual inexperienced in applying
make-up, limit instruction to basgic
application technique as follows:

(1) Beforo application, student should

touch 1id with fingertips, tracing
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(2)

(3)

(k)

(5)
(6)

Lashes -

L

the area on which shadow is to be
applied. Instructor should give
individual attention to detoermine
exact positioning of color.

Remove top of iinute Shadow Stick
standing it up to avoid rolling.
Swivel up (swivel moves to right)
1/l inch.

Close eyc. Holding 1id taut, with
thumb held a2t outer corner of eye,
stroke on tho shadow, starting at
tho inner corner and worlking to the
outer corner of the lid.

Blend gently with fingertip to assurc
subtle effect.

Repeat with the other eye.

Replace cover of eye shadow stick.
Wipe, on papecr towel or moist wash-
cloth, the finger used for blending
the shadow.

It is not recomnended that the blind
student apply eyelinor or mascara on
herself at this time. If she has
used face powder as one of the steps
in her make-up, she may wish to wet
one finger and gontly “brush® the
eyelashes with it to remove any

little dusting of powder.

86



75

7. Lipstick - Every woman's most important fashion-
beauty accent! Light colors are
recommended for most charming,
attractive effect, A crcamy-
textured lipstick (Helena Rubinstoin
Silk Fashion Lipstick) will also
keep lips moist and soft--and help
prevent a dry, chepped feeling.

a. Asl your student to tracc her lips with
the tip of her index finger, so that she
is complotely familiar with their shape.

be Uncap lipstick and stand cap on end (to
avoid rolling). Roll up (turning swivel
at vasc of stick to the right) about 1/
ince.,

ce With lipstick held in hand, rest the clbow
at tho edge of table and cup the chin in
the hand. Open mouth slightly,

d. On upper 1lip, stroke the lipstick from
right corner of mouth to center. Stroke
on frca left cornor of mouth to center
of upper lip. On the bottom lip, stroke
from right corner to center; from left
corner to center,

ce Replace cap on case,

f. Blot lips with tissue if desired.
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1. PFragrance is a vital part of our dail;r lives.
It can charm and delight, set a mo0d, ovolke
a memory., Xvory woman should choose, as
her personal “signature’, a fragrance that
eXpressos her own personality and taste--
she should use it subtly but consistently,
for her own plcasure and the pleasure ol
those who surround hor.

2. DBEasy to use and delightful to woar is Holena
Rubinstein's new HEAVEN SENT COLOCGHWE STICH.
This is so0lid cologne in stick form--spillproof
and wasteproof. Remove the cap, swivel up just
1/2 inch and stroke the fragrant stick on the
skin-~the forearms, crook of olbow, wrists,
behind the kneos, back of the ears., Do not
apply on fabric, of course}

3. Toilet Water or Cologne in spray form should
be used as follows:

a. Uncap the bottle. Holding it in the
right hand, feel--with index finger and
thumb~~-for the spray opening on nozzle
top.

b. Being sure the spray opening is facing
toward the skin, hold the bottle about an
inch away and press nozzle down, giving
one quick spray to inside of cach elbow,

to wrists, to baclk of knees if dosired.
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c. Do not spray directly to aroa close to
Tace. Spray into the palm of ths hand
and rub the hand around cars, baso of
throat, baclk of nock,

li. Helona Rubinstein Heaven Sont Porfume Compact
malkes a lovely handbag accessory. Solid per-
fumne in a protty, portable “jowcled" casc,
it lets you rc-apply your fragrance throughout
the day, wherever you may bo.

a. Hold the compact firmly in left hand and
raise the hingoed cap with tho right hand.

b. Vith thumb of loft hand holding tho cap
up, touch the solid cake of perfume with'
the middle finger of pright hand and apply
to wrists; cearlobes, inside elbows-~per-
haps a gentle touch at the tip of your
nose for your own groat enjoyment,

5. Perfumes, colognes, toilet wators, should be
applied on the skin--not on fabric, For day-
long onjoyment; re-apply every four hours.

6. Wo matter how a woman dedorates her face with
make-up and herself with up-to-the-minute
fashion; lack of good grooming habits can
defeat all hor good work. IFagtidious cleanli-
ness, neatness and a look of total caro bring
tho assurance and confidonce basic to a woman's

cham.,
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Hair - Hair should be kept gleaming and
— . (=

be

Ce

attractive with a shampoo once weekly
(or more often if tho hair is inclined
to be o0ily). Choose a shampoo with
specific qualities to serve the
individual's noocd.  The following
Helena Rubinstein shampoos all comoe
in unbreakable plastic bottles:
SKILE SHEEN CREAM SHAMPOO - for normal
and dry hair, Ixtra-crcamy. Protein
formuls adds lustre, bounce, manageability
to the hair,
SILE SHEEY CLEAR SHAMPOO - for hair inclined
to oiliness. Also has now protein formula
for hair health. So gentle, it can be
used as often as necessary-~even overy day
in cases of extromec oilinoss!
SILK.SHEEN MEDICATED LOTION SHAMPOO - con-~
trols the flaking and itching of dandruff,
Helps maintain the hair's natural oil
balance.,
COLOR TONE SHAMPOO - not 2 rinsc or a tint,
A fragrant, rich shampoc that enlivens
the naturel color of the hair with sparkling
highlights. Available in Blonde Tone,
Brunette Tone, Red Head, Silver Tone, Ash

Blonde.,
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Hote: Decodorant should be used daily--for

perfect grooming, for perfect confidencc.
Select one that is casy to apply, spill-
proof--yet thoroughly effcctive.
BIODORANT - This Heclena Rubingtein anti-
perspirant deodorant comes in cenvenient
roll-on applicator. Remove the cap and
apply dircctly to underarms. iiedically
proven, 1t holps checlr perspiration effectively
for 2l hours,

Hand Lotion - Recommended to kocp hands smocth

and young looking. Apply aftor cach washing

and drying of the hands and always before

rotiring.

a, Squeeze a little into palm of one hand,
Put bottle down., Rub hands tozethoer to
sprcad the lotion evenly, "orl it around
tho basc of cach nail and pull down on
cach finger and on back of hands, as if
pulling on tight kid gloves.

b. A rich hand and body lotion (Helena Rubin-
stein Body Smooth) should be used on all
dry skin areas of the body., Rub it into
elbows, backs of heels. If all-over body
skin feels flaky or taut, after bhathing
and patting skin dry with a fluffy towel,
stroke Body Srmocth sparingly over the

legs, arms, body, and smooth in wcll.
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HANICURE:

A

Cuticle care.

1.

Wash hand thoroughly using a nail brush to

scrub around and under tho nails. Dry thom

well. TIf desired, a cuticle crecam may be

applied to cach cuticle to soften it.

Wrap a towel or wash cloth firmly around

tho thumb or index finger and push the cuticle

back to the nail base with the thumb or

index finger. Jou could uso tho flat cnd

of an orange stick wrapped in a moistened

cotton ball.

feel for the hangnails with the Cingers and

cut the hangnails with nail scissors or

clippers.

Cutting cuticles.

2, Lather the hands with mild soap, rinse and
dry them.

b. Spread a towel on & table,

c. Wrap an edge of the towel around the
index finger of the right hand and
push the cuticles of each finger and
thumb of the left hand back to the base
of each nail. QReverse the hands and
follow the above procedure to push the
cuticles of sach finger and the thumb of
the right hand back to the base of each

nail,



d. Thon wrap raw cotton around the tip
of an orange stick, moisten it in soapy
water, and again pugh oach cuticle back
to the base of its nail.

es If the cuticles are especially loose or
long, they may be romoved by gently
rubbing an emery board or pumicc stone
on them or by trirming them with cuticle
sciasors,

Clecning of nails.

a. Clean under tho fingernails by inserting
the tip of an crange sticlk or other pointed
nail-cleaning instrument and moving it
back and forth. Being sure to clean theo
corners, |

be Begin with the thumb and proceced to the
others.

Clipping and shaping fingernails and toenails.

a, Clippers.

(1) Loarn to open clippers.

(2) Grasp the clippers in one hand,
placing the thumb on ths top level
and resting the base of the clippers
on the curled index finger. Curl
the remaining fingers around the

clippers.
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(3) Place the nail between the cuitting
edges of the clipporé and press on
tho top lever with the thumb until
a ‘clip” sound is heard.

(L) If necossary, clip again to oven
edges or file any raggod edges.
Nail file or emery board (for fingernails

only).

(1) Hold the file or board near the end
between the thumb and fingertips.

(2) Place the file ncar tho odge of the
nail and file from side to side to
coenter to opposito sido, shaping the
neil to an oval,

(3) Use the fine side of the emery board
for shaping and the rough side for
reducing tho length of the nail.

Nail scissors,

(1) Place tho thumb and index fingors
through tho motal loops with the
thumb on top.

(2) Cut tho nail, making sure the curve
of tho scissors fits the contour
of she nail.

(3) Wash hands aefter clipping and shaping.
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7. Application of nail polish.

8.

Yhen first beginning to wear nail polish,
use clear polish. Later, there will be
plenty of time to experiment with polishes
of’ various colors,

Use polish romover to malle surc nails are
completely clean. Open the bottle, placo
the index finger over a wad of tissuc op
a cotton ball and place it on the opening
of the bottle, Tib the bottle until the
tissue or cotton ball is moist., Rub the
moist tissue or cotton ball over a nail
until all the polish is removed. One may
determine this by rubbing a fingertip
over the nail which should no longer feel
glazed. Continue this process with each
nail, being surc to turn the tissue or
cotton k21l to a clean sido each timo.
Roplace the cap on the bottle and discard
the used tissue or cotton ball,

Give the nails a good manicure before
starting to poelish them.

Shalte the bottle of nail polish before
opening it,

Open the neil poligh bottle by looscning

its top. (Brush is attached to the top.)
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1.

3l

Work over a piece of paper which will

help to protect the table,

Place tho polish bottle next to the little
finger of the hand to be polished so thot
contact can be easily maintained in order
to koop track of where the bottle is located,
Spread the hand flat on the paper,

Develop a systematic way of polishing nai;s
in ordex,

Talze the brush by the top; remove it from
the bottle and as it is brought out of

the bottle, brush it on the 1lip of tho
bottle to remove excess polish.

To polish cach nail, start on the side of
the nail at its base. Bring the brush
straight out to the edge of the nail,

Work toward the middle of the nail,
repeating the same process, Then continue
to the other side of the nail,

Do not pause when taking & strolie, or the
polish will not sprecad smoothly., All
strokes should be in the same direction.
ATter the first stroke, rotate the brush.
Following the second strole, dip the

brush into the bottle and repeat tho
process,

Do one hand and then let it dry,
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o. After both hands have been polished and
are 4dry, use polish remover oOr puel off
the excess around the sides of the nails.

p. Before placing tho brush back into the
bottle; clean the outside neck of the
bottle and the inside of the cap with
a cotton ball or tissue moistencd with
polish remover.

. If the polish chips, remove it, and
repolish tho nail.

r. Coordinate the nail polish with clothing

being worn,

TOENAILS:

A.

Collect all items needed: toenail c¢lippers,
emery board, orange stick, cuticle ecream, basin
of warm soapy water, toenail brush.,

Have child feel nail to see if it needs triming.
Teach them how to use clippers.

Have child to soak feet in warm water approximatoly
five to ten minutes.

Apply cuticle cream around the baso of nail and
massage.

Uso orange stick to push back cuticle.

Use nail brush with warm water to remove cuticle
Creeasie

Use clipper and clip straipht across as to

avoid in-grown nails,
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I. Use emory board to file off rough cdges.

J. 1If desired, polish can now be applied,

V. USE O MIRRORS:

A, Iixplain to child that a mirror is & piece of glass,
having a smooth or polished surface; that reflects
the image or likeness, and can be of various sizes
and shapes. Iirrors may be stationary or portable.

1. Stetionary:; Iiay generally be located direcetly
above the wash basin, in a vertical position;
above a dressor; a full length mirror may be
attached to a door or wall, or most any wall
surface,

2. Portable: Hand mirrors, compacts, lipsticls.

B. Direction should be focused toward a mirror.

C. Utmost care should be used in handling as they
are easily broken (causing seven years' bad
luck).

D. If siphted--the use of both stationary and portable
should be used, To sec the back of head or body,
stand with back to stationary mirror and with one
hand, hold portable mirror in front of face
turning at an angle looking over your right or

lef't shoulder.

VI. SELZICTION OF ACCESSORIES AND USE OF AND XINDS OF

PERTUME
( | A, Accessories-~ear rings, bracelets, neclklaces,

rings, watches. stc.
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1, These accoessories should be kept in a
jewelry box, or a special place in the
drawer. This will eliminate loss of
accessories.

2, During school hours, only simple or plain
items can be worn,

3., At social activities, more elaborate jewelry
is acceptable.

Tips~~The person should be sure the child chooses

jewelry that will compliment their clothing.
It would be a good idea if the child bought
mnost of her accessories in silver, gold, or
pearls, so as to match better with her
clothing, The emount of accessories should
be limited to the occasion,

B. Use and kinds of perfumes.

1, Several types of perfumoc can bhe purchased:
Cream and powder sachet; cologne sticks; spray,
and roll-ons in forms of colognes, toilet
water and perfumes.

2. During school hours, only tho lighter scents
should be worn sparingly so as not to offend
others,

3. On special occasions, more fragrance is
permissable.

i, Fragrance can be applied in these areas:
wrist, throat, behind ears, and inside bond

of elbow,
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VIII.

Tips--~Fragrances should not be substituted
place of a bath. It would be a good
if the girl bought all of hoer powder
and colognes in the same frapgrance.

toilet water, and colognes should be

83
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ides
sachets,
Perfumes,

applied

on the skin--not on fabrics,

COLOR COORDINATION OF CLOTHING:

A

e N )

B.

Color of article should be explained at time of
purchase by parent or cottage parent,

School should suggest that clothing bought should
be c¢olor coordinated so they can be inter-
changeable,

The eXxplanation of' color, texture of material;
and other identifying marks should be explained
at home and then by cottage parents at school
(repeatedly).

Also that plain colors are worn either together
or with plaids or figured patterns.

Another way to identify an article of clothing
is by buttons, ric rac, lace, pleats, etc.

This is the responsibility of the cottage parent

on duty. Repetition is the key to the whole idea.

IDENTIFYING CLOTHING:

A,

To identify the color and pattern of each article
of clothing, choose a method of identification and
code for interpretation. (Possible color and

pattern identificetion methods include the use of
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French knots in various combinations of braille
nunbors and patterns, different arrangemonts of
safety pins, or removable aluminum tags having
color abbreviations in braille which mar be sewn
into the clothing.)

B. liake certain the system is uniform,

C. Sow tho identification to a double thickness of
metorial so that the stitching will not show
through the outer portion of the matorial,

D. Mark multicolored garment with the predominant
color or the color to match with accessories,

E. Clothing of one color and/or pattern may be Lkopt
together in separate piles or sections of the
closot.

F, If desired, the style or texibure of the fabric
and/or shoes may be used to identify the color

or pattern,

IX. POSTURE:
A, Standing.

1., Put head erect.

a8, Chin parallel to floor; top of head should
feel as if being pulled upward,

2. Stand with feet pointed ahead approximately

.- two inches apart,

3. Stand with shoulders back and dropped in &
relaxed position,

lt, Hold chest high.
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5. Hold stomach in.

6, ¥eep knees relaxed.

7. Elbows should be slightly bent and palms
turned in toward body,.

a., 4 child may use the lat surface of a
wall ea a guide for standing ccrrectly,

b. Be sure child's baclk is flat against
the wall by trying to put your hand betweon
his back and the wall (this is to insure
perfect posture).

B. Walking.

1. Begin with the correct standing position,

2. Move one foot forward beginning with whichever
foot is more comfortable and bringing opposgite
arm forward,

a, Por a fominine wallk, thc space between
the steps should be no longer than the
length of the girl's foot (even shorter
steps if it is more comfortable for the
girl),

b. 'or a masculine wallk, the stride between
steps should be longer. (This will vary
with individualt's build and confidence.)

3. On each sgtep, the childt's heel should touch
the floor first, then quickly shift the weight
forward to the entire foot as he takes the

next step.
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l.e To gain the correct fecl of walking, feotl
should be “ept closcly to the ground when
lifted,

5. His arms should hang relaxed with palas
toward the thighs.

6. Goecp clbows closely to tho body with shouldors
relaxed,

7. Hoep ih nind tho oxcepticns for physically
handicapped.

8. ihen Tirst working on walking, start with
slow gait, then spocd up.

a, Learning to walk in time to mwraic can bo
helpful.

9, If the blind child is awaroe of verious sounds,
this will aid him in walking and trevelingz.

10, He should be awarc of different surfaces upon
which he might walk as carpet, tile, cement,
grass, gravel.
a, He will neced to judge his gait according

to surface.,
C. Sitting.
1, Adult should be aware of the child'!s mental
and physical handicap.
2. Chair,
a. The blind child should locato the chair,
then turn and backlup to the chair until
the back of the Imees touch the edge of

the chair, and lower himself gently into

the chair. 103
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b, Child should sit sguaroly in ¥the chair
with tho shoulders back; bacl straight,
head up, and fect flat on the floor.

c. The hands should rest in thc lap when not
in use,

d. (irls should resmember to eep their Imeos
together. (This can be accomplished noro
casily by placing the feot immediately in
front of tho body slightly forward and
crossed at the anklec, or turn the body
slightly with the logs ftogether to the
right or left of tho body asswaing an
s curve, and/or crossing the ankles.)

e. Child should be made awaré of tho propor
way to sit but should not be constantly
reninded of it.

3, Sitting on floor,

a, Sitting on the floor should not be done
for long poriods of time because of
cutting off circulation in the logs.

b. Boys and girls with slacks or shorts on
could assume an indian position.

c. C(irls in slkirts should romomber to kcop
their skirts pullod down. Assumc a
curvod position with their logs turncd
either to the loft or right and tho

lowor log slightly bohind the top log.

ERIC 104




s}
(&)

L. Bitting on a sofa or bench.
2. Do not grope over ontire sofa or bench.

1, Palm inward, run fingertips toward
front of sofs to see if anvone is
scated.

b. Alter seating spot is located, baclt up

to gofa with back of the Imees, touch

the sofa, and lower body gmently to sitting

position.

ce The same procedure would bo followed

in a theater or auditorium.
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SECTIOI THREER

CARING FOR PERSONAL BELONGINGS AUD MAINTAINING A NEAT ROQH




I. XEEPING CLOTHES IHIEZAT AND CLEA e

n
Lio

Yote:

1.

Kecp and adcquate supply of cleaning articles.

1.
2.
3.
l.

Astablish places to kecop clothing.

Sufficient dividod drawer spacc.

Q.

Hon-crushable items.
(1) Undcrclothing.
(2) Sweabter, blouscs, shiits.

(3} Slacks, shorts.

Sufficiocnt Closct Spacc.

&,
b,
C,

d.

Hcoep clothing scparated.

Don't placc too closc togethow.
Hang up casily wrinizled clothing.
Keep hangers hung in one direction.
Button all buttons, zip all zippers
on dresses and slkirts and blousecs.
Hang drcss pants by cuffs on pant
hangers.

Hang skirts by waistband on multiple
hangers, clip clothespins or large
safoty pins.

Coat buttons o&nd zippers should be

fastoned.

Detergents, bleaches.

Cleaning fluids.

Water softencrs,

Clothes brushes,
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5. Sewing supplies.
a, Needles.
b. Threads.
¢c. Scissors.
d. Thimble.
C. Jear underclothes and play clcthcs only cnce
and then clean belore placing in drawers,
D, Holpful hints.
1., Scnd dry clecan articles to cleaners periodically.
2., 3tore unuscd woolons in moth crystala.
3., Use of deodorants will help in keeping clothes
cleaner longer,
L. Store mittens, gloves in pairs.
5. Repair rips, tears and replace missing buttons
before putting away, when possible.
6., Stuff hat crowns with tissuc to prevont crushing.
T. Clesn shoes and boots before putting away.
Make sure they are dry,.
IT., USING LINT RIEMOVIRS:
A. Types.
1. lollewr typé with tapo.
2. Clothes brush.
3. Magnetic brush with foam rubber.
., HMasking and scotch tapo.
5. Vacuum type.
6. Ball of nylon net.

108




——

96

B. How to use.

1.

In using all of these types, you start at
the top of the garmet and worl: down, coverinjg
the entire garmcnt. Pay particular attention
to the areas that rub together or comc in

contact with tables, chairs, ctc.

C. lost washers and dryors heve lint filters;

thereforc, clothing does not scem to have much

lint.

IITZ. POLISHIXNCG OF SHOES:

A. Ior partially sighted.

1.

Itcems needed.

a. Small damp cloth for wiping dust and
dirt off shoes.

b, Shoes.

c. Proper color of polish (paste or liquid).

d. Polish applicator (small spongec or soft
cloth).

o. Polishing cloth (or o0ld sock).

Proper procedure for applying nolish.

2. In onc hand, pick up shoe.

b. With other hand, takc small damp cioth
and clcan shoe frce of dust, starting
at toc of shoc and working around.

¢c. Do same with other shos.

d., Remove 1id from polish container.
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Pick up applicator and hold polish
container with othcr hand.

Using circular motion, get sufiicicnt
amount of polish on cloth.

Pick up shoe in one hand and appl: polisgh,
using circular motion, starting at toc.
lJopeat steps 5, 6, and 7 cach timc morc
polish is needed.

Do same with other shos.

Allow time to dry (at least five minutcs).,

Proper procedurce for shining shoes.
‘o

a., Piclt up shoo in one hand.

b. Pick up polishing cloth in other hand.

¢c. Using circular motion, starting at toc,
rub shoec with soft cloth, working all the
way arouné shoc.

d. Do same with other shoec.

blind.

Items nooded.

Bar of soap.
Desired color of paste wax.,
Sof't damp cloth for cleaning shocs.

Soft cloth for shining.

Propor procoduro for applying pasto.

a,

With soft, damp cloth, clean shoes froe
of dust and grime.
Go to bathroom, turn on water and camnpen

hands.,

110



90

c. Pick up bar of soep and work into
lather.,

d. ¥Worlr lather into hends and under
fingornails until dry (hands will foel
somcwhat sticky but not too uncomfortable).

¢« Cpen paste container,

f. “itgh one hand, hold container and with
other hand (with circular motion)
sufficiont amount of paste on fingers.

Se With circular motion, starting at toe,
apply polish, working all the way around
shoe .

h. Do samo with othor shoe.

i. While shoes arc dfying; go to bathroom
and wash hands thoroughly; dry them. If
steps 2, 3, and L were followed thoroughly,
there will be no polish left on fingers
or under fingernails.

3. Proper proceduro for shining shocs.

a., Pick up shoe in one hand,

be. Pielk up shining cloth in other hand.

c. Using circular motion, starting at tosz,
rub shoc with soft cloth, working all
the way around shoe.

d. Do same with othor shoc.

C. Proper care of shoes.
{ 1. Have dcsignated place for keeping shoes when

not being used.
O
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2. VWhen putting shoc on, use shoe horn to
keep from breaking down back of shoe (or
usc thumb whon no horn is availablo).

3., Polisgh shoes at rogulaw intervals.

IV, HCYW T0 UGSE A CLOTHES HAWNGER:
A. Hanging a coat, drcss, shirt, blouse, sweater

with open front.

1. Finding tho collar, place garment on table
or bed surface.

2. Pull front odges togethor and straighten
sloecvoz outward.,

3. Pick hanger up with dominant hand and with

non-dominant hand, hold shoulder of garment,

[
3
ta
@]
L}
ot

hanger inside that shoulder.

€
F

\J'l-(;

Holding hanger in gairment with non-dominant
hand, slightly open garment to placc hanger
inside other shouldecr.
6. If possible, either button top button or zip
to hold garmont on hanger.
7. Crasp hangor by hook and hang hool on rod
so that hool is toward the back of closot.
B. Hanging pants or slacks.
1. Fold pents lengthwise (refer to folding
clothes) .
2. Pick up hangor with dorminant hand and hold

pants by cuffs with non-dominant hand.
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Put cuffs through hanger until they hang
cvenly (cuffs should mect waistband after
hung) .

Grasp hanger by hoolr and hang hoolr on rod

so that hook is toward back of closet.

If pant hengers are available, lay folded

pants on flat surfacc.

a. Place hanger above pants at cuifs.

b. With thumb and index finger, push clamps
together and insert left corner of cuffs
between clamps with right hand.

¢. Reverse hands and insert right cuffs

between clamps.

Hanging skirts.

1.
2
3.
I.

5.

Button at waiét of skirt or zip side or back,
Lay skirt on flat surface.

Mind waigtband.

Ingsert ends of waistband into clamps as

in hanging pants.

Sometimes it is necessary to hang sidrts,
using safety pins, when skirt hangers are

not availablc.

FOLDING CLOTHES:

A.

Before teaching of folding clothing, teach child

how to fold washcloths and towels.
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B.

over to loft cornor, making a squarc.
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Washcloths.

1. Use a solid flat surface on which tc fold.

2. Place washeloth flat and unwrinkled on
surfaco.

3. Align cloth with edge of table as z guido.

li. PFind bottom 1lcft corner with left hand
and grasp with indox finger and thumb.

5. @nd bottom right corner with right hand
and grasp with index finger =snd thumb.

_6. Bring bottom corners up to top corncrs.

7. With right corners still in hand, bring
over to left corner, making a square.

Towels.

1. Use a solid flat surface on which to fold.

2. Place towel flat and unwrinkled on surfaco.

3. Align towel (with shorter edgo) with odge
of table as guide.

L. Pind bottom left corner with left hand
and grasp with index finger and thumb.

5. Find bottom right corner with right hand
and grasp with index finger and thumb.

6. Bring bottom corners up to top corners.

7. TRepezt Stop 6.

8. With right cornsrs still in hand, bring
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Undershirts and t-ghirts.

1. Locate label at nacic of shirt and nlace
shirt front down on 30lid surface so that
neck is to the right and shirttail to the
left (or vice versa).

2. Holding top of slcove in left hand and
bottom of shirt in right hand, bring up
to meat top cdgo.

3. Talze bottom of shirt cver to meet nack
and sloove area with risght hand,

Undershorts or underpanta.

1. Locate labsl and placa undershorts or
underpants front down on solid surface
lengthwise.

2. Bring bottom cdge noxt to sclf up to ricot
top cdpe.

Socks.

1. 1iatch socks togethsr nccording to color,
texturc, ctec.

2. Placn socks togother, toe to toc, henl
to heel,; top to top.

3. Brinpg toe over to moct top of sock.

4. With thumb insidc top of outor sock, and
with otheor hand stuff gsocks insidoe of
outer goclt.

Penta or olaclks.

1. Lay lengthwisc on solid surfaca.
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Find inside scam of both legs and bring
togother.

Bring outsido scams in to mcet insidc scams.
Holding 211 scoamos together, hold up and
shake out, allowing slacks to fall in placo.
fold in half bringing bottoms cf laogs up

to meet waistband.

Slips end gowns.

1.
2.

Use a solid flat surfacec on which to fold,
Placec slip flat and unwrinklod on surface
lengthwiac.

Fold in half to match straps and bottom,
fold in half again by bringing straps to

bottom.

Brassiercs.

1.
2.

3.

Place brassicrec lcngthwise on solid surface.
Fold in halfl betwecen cups so that cups Tit
together,

Fold in half again so that fastener is

bencath the cups.

Long-sleceved shirts, blouses, and pajama tops.

Place ghirt lengthwise on solid surface.
Fold in half at collar matching slecves,
fold sleecvos over and down.

Fold again bringing collar down to mcot

bottom of shirt.
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5. Dopending on size of ‘garment and drawer
space, another fold can be mado.
6. Articles of clothing that crush casily

should bo hung in closot.

VI. PUTTING CLOTHING AWAY:
A, Arranging clothes in dresser drawcrs.
1. Child should be allowed to cxplorce facilities.
2. Small pergonal and nqn-crushable clothing.
2. Underclothing
b, Swoators, blouses
c. Shorts, slacks
3. Stationary dividors are helpful convaniences.
L. Deosignate certain drawers for certain
clothing, i.c., Top Drawer
Underclothing
1. Socks rclled up/turned down
2. T-Shirts, brassisrecs folded
3. Underpants; shorts laid flat
b Sm211 box for barrets, ribbons,
ties, otc.
iMiddle Drawcr
1. Shirts, blousss, and swecaters
2. Pajamas
Bottom Drawor
1. Slecks, shorts
5. Limited drawer space calls for hanging up

of blousos, shirts, sweaters.
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Arranging clothes in closets.

1.

5.

Child should be allowed to explore closct

facilities.,

Inside of door can bes utilized for shoe

bags, hoolks for robes, and towecl racks.

Top shelf uscd for hats, mittens, boots,

and scldom used for clothing.

Designatc certain rod arasas for certain

clothing.

a2, Hangers should be hung in samc dircction.

b. Differont types of clothing should be
seperated.

¢, CGood clothing can be hung 2t onc cnd
of pertaining scction.

Baslkaet can be placed on floor for goiled

clothing.

Helpful hints.

1.

Always cloan, and make surc they arc 4dry,
shoes and boots,

Be surc buttons; zippers are fastenod
before hanging up clothing.

Heng only clean clothing up.

Put gloves, mittens away in pairs,

Avoid crushing clothes hung too closcly.
Stuff crowns of hats with tissuc to avoid

crushing.
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7. Limited spaco can bs remedied by oxtra

closet or hooks used for coats,

VII., MAKIWG MINOR CLOTHING REPAIRS:

A.

Ttoms needed.

1. Damaged clothing.

2. Buttons, snaps, etc.

3. Needle, thread, thimble,
threader, straight pins,
herming ruler.

l,. Iron-on patches.

5. Iron and ironing board.

Repairing clothing (examples

on shirt).

scigsors, ncedlc

gmall slido

missing button

1. Safety pin should be placed on item whore

button is missing after item is laundored,

{Safety pin malies it casier to find location

of missing button.)

2. Using ncodle threader, throad necdle (double

thread) and knot, with help of cottage

parent if nccossary.

3. Locato appropriate button.

L. Placo thimblo on middlec finger.

5. Pick up item to bo ropaired in onc hand

and needlec and thread in other hand.

6. Insert ncedle through middlo of safecty pin

in material, thon placc button on necdlo

and slido down.
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7. Pull necodle completely through until
knot meets matorial.
8. Push necdlo baclk through second holo,
9. Romove safety pin.
10. Repeat procedure 3 or L. times.
11. Pull neodlec through on wrong side and
Itot.
12. With scissors, cut thresd.
Sewing brolizn scam.
1. Locate broken scam in item to be repaircd.
2. Starting at one cnd of broken seam; uso
over-cast stitch worliing up to othor ond
of brolkon scam.
3. If running stitch is usod, ropcat twicec.
t. Bring throad through on wrong side and
knot.
Homming.
1+« Turn odge epproximatcly 1/3 inch and pross.
2. Turn up odgo to desirod leongth and pin
(with straight pins). ;
3, Pick up matorial at edge of pinned hom;
fold material bacli oven with pinnod hem.
. Locato a scam and usc as guido to start
and stop.
5. Using double thread, (knotted) insert
noodle through both thicknosses, pulling

thread all tho way through.
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6. Space stitches about 1/l inch apart.

7. Sew all the way around until you reach
starting scam.

8. Pull thrcad on wrong sidc of material and
¥not, cut thrcad.

BE. Iron-on patches.

1. Lay damaged sidc up on ironing boord,

2. Locate appropriate patch.

3. Lay patch adhesive sidec down on top of
damaged arca,

k. With hot iron, using circular motion,
press for soveral scconds.

5. Do not remove from ironing board until

repaired itom has cooled.

VIII. WASHIMG AND DRYIWG CLOTHZES:
A, Washing clothes,
1. Sorting.
a. Placc towels and sheets together (&o
this bccause the roughness of the

towels holps clcan the shects).

. WA .

b. Hylons and lingcric.

c. Light colored clothiﬁg.

d. Dark colorcd clothing.

e. Place white clothing with light colored
clothing or with whitc sheots deponding

on the individual,
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Washing.

a. Usc approximately 1 cup of detecrgent
of choicc. (May vary with brand of
detergont used.)

b. Add bleach according to instructions
(if desired) to white clothing.

c. Add fabric softener if doazired during
final rinsc cyclo.

d¢. Before cach load; sct water temperature
as desirecd.

ce. rollowing instructions on tho machino

boaing uscd, start machinc.

B. Drying Clothes.

1.

Mylons and lingerio should be driod in
cool drycr to prcvent vellowing of clothing.
If space allows in dryer, all othor loads
nay be placcd together at warmor temperature.
Follow instructions on drycr boeing used
(in tho home),
Drving Clothes on Clotheslinec.
a. Hako sure clotheslino is clecan.
b.e In hanging shcets; blankets, ctc.,

fold article in half, pin on lino

et hems of shoet or binding of blanlct.
c. Shake out towcls and pin thom to line

lengthwise.
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d. Socks should be hung by toos.

0. Blouses and shirts should be hung
at hems.

f. Work pants and jcans dr7 bottcr whon
hung individually at waistband.

Z. Dross pants dry without rcequiring
ironing if hung as ono folds pants
(sec folding clothos).

h. TUndcrpants and shorts dry moro quiclly
when hung at waist lias.

i. Tho article being hung on linc must be
held at corner or edge by left hand
with about an inch of the materizl
placed over the line. With the right
hand, push clothespin over matoriczl
socurcly. Do the samc thing at the
right corner, reversing hands. That
is, hold thc material with tho right
hand and put on the clothespin with
the left hand. When using the spring
clothospinsg, push the clothespin apart
using the thumb and index finger and
put linc and matorial bectwecn tho two

clamps of tho pin.
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jeo In tcaching a blind child to hang clothcs
on & line, it would be best to show thom

how to hang each article separatcly, thon
teach thom how to overlap clothing and

hang togcther.

IRONING:

A
i
‘e

g a w

Propare clothing first-~to dampon lay articlc
on flat surfacc such zs table, use sprinklcr
to wet lightly, paving attention to collars
and cuffs,

Fold article lengthwiso and roll tightly,
Place in plastic bag or wash baskot.

Ropeat procedure for oach item.

Recomriondod for linen or puro cotton and
starched items.

Place basket whore you intend to stand so
that it touches fight foot. PFamiliarizo
child with ironing board, how to sct it up
and lock in position, according to hoight

of individual., Curve cnd to the loft and
within four foot of outlet.

Placo iron in upricht position (sotting on
heol of iron) about six inches from wide
end. Holding iron with left hand, slido
hand down cord to plug, locating outlet,
plug in. Iron should bo held firmly whilo

plugping in; on the board.
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H. Set iron to desired temperature, Having
dials pre~marked brailled. Hold iron with
thumb a2t thumb indentation and fingers over
handle. Locating iron--slide hand along edge
of board to cord. S8lide hand up cord to iron,

I. Ordor of ironing:

l. Collar--laying flat-~dircctly in front of
you. (Iron both sides of collar.)

2. Shoulder scams or yolke--over curved ond.,

3. S8leoves--directly in front of you with
shoulder seam lined up with cdgo of board
and curved end.,

L. Left front--dircctly in front of you with
secams aligned at cdge of board.

5. Back--placed directly in front, scams at
edgo of board.

6. Right front--same as left front.

Js Dross--Do top first, then skirt, sliding board
inside of skirt.

K, Skirt--Work from waist band toward hem. Iron
from end to end, then side to side.

L. After ironing cach arca replace iron in up-
right position &t designated end of the board.

M. Hang items on hangers, buttoning top button

so it will hang straight.

o~
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X. PUTTIFG AWAY TOYS:

A

C.

A specific placo should be designated for

tho toys to boc kopt.

1. BShelves should be a proper height for
the child to rcach.

2. Child should bo consistont in placing
toys in game place on shelf.

3. Adult would have to wovl: with child for
an adecauate amount oif timc.

Familiarizo child with room and sholvoes.

1. Show child whero toys aro placed, and
oxplain that when ho has finishod playing
with them, he is to rnaturn them to the
proper placo,

Locating toys on floor,

1. Locate toy on floor, pick up, and hold
in one hand, unless tho toy is too large.

Returning toy tc shelf.

l. With freec hand oxtendod with palm toward
body,; child locates shelf and rcturns
toy to proper placc.

Carc of Toys.

l, Toach child proper care and handling of
toys. Obsorve child in his play; if he
is migusing toy, show him tho correcct

way to use it.
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2. Impress upon tho child thet the toy is
to bo playoed with and not used for othoer
purposes, such ag throwing or flipping.

3. Dncourago child to. play with only ono

toy at a timo.

::‘j .

. Bo consistent in procedure and usc of
vocabulary, making ceortain the child undor-
stands vour languago.

XI. PUTTING AWAY BOOXS (SIHILAR PROCEDUE WILL BE
USED FOR BOCOXS A8 WITH TOYS):

A. A spocific placc should be designated for
books to be kept.

1. Shelves should bo at a proper hoight
for child to reach easily.

2. Only one book should be usod at a time
and replaced in proper place beforo
choosing anothor.

B. Locating book on tablc.

1. Locato book on table, pick up, and
hold in onc hand.

C. Roeturning book to shclf.

1. With freo hand extonded with palm to-
ward body, child will locate sholf and
roturn book to proper place.

2. With hand on spino oi boolk, return to

sholf.
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3. The dominant hand will replace bhook to
shelf while the cther hand holps to find
placc on cther boolis or scmotimes beside
othor boolks. This hand will oftcn havo
to hold bocks back which alrcady arc on
the shelf.

Cars of bocks,

1. Teach child proper coarc and nandling of
boolz; obsorve child in hisg usago; if
book is being misuscd, show child proper
care and usagc.

2. Impress upon the child that a book ig to
bc looked at or read and hot used as a
toy.

Bec consistent in usc of vocabulary ond pro-

ccdurc.

XIT. OSTRIPPING A BED:

A.

Removing top spread.

115

1. Crosp spread with both handg, romove from

bed and lay sproad flat on designated
place on floor,

2. 1If light weight blankot is being used
under spread, remove with samc proccdure
as spiread.

Removing top sheot.

1., GRemcve top shest, using same procedure

28 was used in removing spread and blanket.

2., Place sheot on top of spread on floor.
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C. Romeoving bottom shoct,

l. 3Starting at upper right hand corner, and
worizing sround bed to upper left hand
cornoir, undo cornors of shect,

2. Gragp bottom shoot with both hands and
romove from bod.

3. Lav on top of soilzd sheet on floor,

D, @demoving pillow c2so.

l. Crasp ond of soamed ond of caso with
both hands and romovo pillow from pillow
CAS0,

2. Put pillow casc (soiled) on top of soilcd
laundry on floor,

3. Locate 2ll four éornocrs of sproad, ono at
a tims, and bring together to form bundlo,

Ee In tho boginning, child should be under con-
stant supervision, Bo consistent in procoduro
and use of vocabulary,

XIII, CORRECT PRCCEDURE FOR PUTTING ON SHEET, BLAVIET,
AVD BEDSPREAD:

A, Correct proccduro for putting on shecet.
l. Standing at foot of bed; grasp bottom of
shoot {(ond with small hem) with both hands,
2+ Shake shect straight out, still standing
at foot of bed, (Sheot should fall full
length of bed,)
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3. Center shect by using middle fold as
guide. (Both sides of sheet should be
approximately samc distance from flcor,

li. Top end of shoct should be cven with top
edge of mattrcss (or tuck in at top and
bottom if sheet is long enough

5. Using one hand, 1ift bottom odge of
mattress; with othor hand; tuclk shect
under all the way acress end of nattress.

6. Grasp sheet on side odge approximately
8ix inches fror bottom ond of bed. Lay
edge of sheet on bad.

7. ith both hands, tuck remaining threo-
corner fcld under edge of mattress.

8. With both hands, grasp cdge of side sheect,
which we previougly laid on bod and fold
under mattress.

9. Walk to opposite side of boed and repect
steps 6, 7, and 8.

B. Correct procedure for putting on top shecet.

1. Repeat steps 1 through 7 (A. Correct pro-
cedure for putting on shcet.)

2. With both hands, grasp edge of side sheet,
which proviously lay on bed, and let hang
loosely. (Do not tuclk under, &8 was donc
with bottom shect.)

( 3. Repeat steps 6, 7, and 8 on opposite side
of bed.
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C. Gorrect procedure for putting on blanket.

1.

J=
.

7.

Standing at foot of bed, grasp bottom of
blanket (using binding on either ond as
guide) with both hands.

Sheke blanket straight out, still standing
at foot of bod. (Blankst should fall full
length of bed.) .

Conter blanket by using middle fold as
guide. (Both sidos of blanket should be
approximately same distance rfrom floor,)
Top cdge of binding should be ecven with

top cdge of mattress.

Using onoe hand, 1ift bottom cdge of mattress:
with other hand, tuck blanket undor 2ll the
way across cnd of bed.

Grasp blanket on side edge approximately

6 inches from bottai end of bed. Lay

side odge of blanket on bed.

With both hands, tuck remaining thrce-
corner fold under edge of mattress.,

With both hands, grasp edgo of side blanket,
which previously lay on boed, and lct hang
loosely. {Do not tuck under, as was done
with bottom sheet.)

Repeat steps 6, 7, and 3 on opposite side.
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D. Correct proocdure for putting on spread,

Te

Standing at foot of bed, grasp onc ond of
spread with both hands.

Shalte sprcad straight out, allowing cextra
longth at the top to cover pillow.

Centor spread by using middle fold as
guide. (Both sides of sproad should be
approximately same distance from floor.)
Using one hand; lift bottom edge of mattress;
with other hand, sccurc gsprcod under mattress,
all the way across cnd of bed.

Grasp sprcad on side cdge opproximately 6
inches from bottom ecnd of bod. Lay side
edge of spread on bed,

With both hands, tuclk remaining thice-
corner fold under edge of mattress,

With both hands,; grasp edge of sido
bedspread, which previously lay on bed,
and let hang looscly. (Do not tuck under,
as was done with bottom sheet.)

Repcat steps 6, 7, and 8 on opposite

side cf bed.

Grasp hem at top of spread, fold back
evenly aepproximately 12 inches from head
of bed. (Allowing enough sprcad to cover

pillow.)
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XIV. PUTTING
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Placc pillow at head of bed.

Grasp top hem, which was previously folded
back, and pull up towards head of bed and.
cover pillow. Smooth out any wrinlkles.

Be consistent in procedure and use of

vocabulary.

OF A RUBBER MATTRESS COVER:

A. With rwuslin edges.

1.
2o

P nd approximate centor of bed.

Holding one side of rubbor sheet, pull toward
solf until rubber is even with mattrcss edge.
Tuck muslin edge under mattress.

Walk to other side of bed; hold muslin edgoe,

pull free of wrinkles, a2nd tuck under

mnattreas.,

B. With IElasticized cornors,

1.

3.

b

XV. PUTTIHNG
A. TPor
1.

Holding one corner of sheet, slightly 1lift
mattress and place over ong corner of
mattress.

Repeat with remoining three corners.

In fitting fourth corner of sheet to
mattress, mattress will have to be lifted
and fitted into shoet,

Rubber sheeting is alrcady centrally located.

ON A PILLOW CAS&:
a larger child.
Pick up a pillow and place one end under

chin.

133



121

2. Grasp the pillcw case on either gside of the
open cnd.
3. Bring open end of the pillow case to bottom
of pillow.
L. Put bottom end of pillow into the pillow casc
a short way.
5. Adelease pillow from under chin.
6. Shoke pillow down into pillow casc.
B. PFor a smaller ckild,
l. Lay pillow on a bed,
2. Have child stand at one end of the pillow.
3. Thoen grasp on both sides of the open ond of
cose.
lie Pull pillow case onto pillow with jerking

motions.

XVI. MAKING BEDS DAILY:
A. Assuming that the bed is not completely messed up.

l. Remove pillow and put it in a ccanvenient
place.

2. Smooth out the wrinkles in the bottom sheet
by using the palms of the hands, working
from the middle of the bed, out and up.
(MMoke sure the ends and sgidos are tucked in
seccurely.,)

3. Top sheet.

2. Grasp the top hem of the top sheet and
pull up to thce hoad of ths bed. Smooth

cut wrinkles in the same monner 28 the

194
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Straighten right side of sheet.by placing
the left hand firmly on the side or edge
of the bed; grasp the side of sheet which
is hanging over the bed and pull down
gently. (Start at the top of the bed

and work down to the bottom.) Make sure
the bottom of the shest is still tucked
in securely. (Repeat procedure on the

other side, changing hands.)

L. Bedspread.

8o

First check to see that the bedspread is
still securely tucked. Since most spreads
are quite large; the child should work with
half of the spread at a time.

Using both hands, gather up about an arm's
length of material, start pulling the
spread up to the top, gently releasing

the gathers as the spread is brought up.
(Repeat same procedure on other side.)
There will be an excess of material at the
top to turn down for pillow. Have child
locate top hem again. With right hand,
fold the spread (approximately an arm's
length) back over the top of the spread.
The child can lay the palm of one hand on
fold and smooth the part of the spread that
is folded back with the other hand. (The
sides of the spread should be straightencd

using same procedure as top sheet,)
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d. Arfter fold for pillow is made, grasp the
ends of ths pillow, place at top of bed
with the long side of pillow being flush
with head of bed. (Also check to see that
the fold in spread is about half way
under pillow.

e. Find top hem of the spresd. Grasp
approximately at the middle and edge of
the bed, pull up over the pillow and tuck
spread down between piliow and top of bed.
(Repeat on other side.)

f. After bed is completed, run the palmg of

hands over entire bed to check for wrinklies.

PACKING A REGULAR SUITCASE:

A.

In separate neat piles, lay out different items

to be packed. (On a bed is suitable.)

With suitcase open (on bed) place clothing which
requires little or no ironing in bottom of suitcasc
folded as flat as possible.

If suitcase has pockets, small items which requirc
little or no ironing may be placed in pockets.
(Pockets can also be used for breakable items.)
Items such as folded blouses; shirts, dresseas;
etc. may be placed in suitcase next.

Folded slacks or pants may be placed on top of

blouses, etc.
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In placing itoﬁs in suitcase, try to lay items
evenly so that space is not wasted and clothing
stays in place.

After suitcaso is fuvll, close and check around

edge to sce if anything is caught or hanging out.
Also check to see thaot locks are securcly fastened.

Bz sure suitcase is propcérly tagged.

PACKING SUITCASE WITH HANGERS:

A,

C.
D.
E.
F.
G.

The bottom half of suitcase would be back in the
same manner as &a pegular'suitcase (refer to packing
of regular suitcgse).

Pull down the framc which holds clothes in place,
Remove rod at the bottom of tho 1id.

Most suitcases have threc to four hangers in thom,
Take out hangers,

Hang clothes on hangers (see hanging of clothing).
Placo hangers botween bars at top of 1id in betweon
grooves on the lower bar.

Bring tab down which is attached to top bar.

Sccure this at the end of bottom bar.

Place rod in openings at bottom of 1lid. This will
fit approximatoly at the waist of ¢ dross.

Bottom of dress would be rostihg on frame (which
had been previously lowored).

Lift frame upward to top of 1lid. Depending on
length of article, hem might lap over frame. Most

frames do not hook too securely.
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Lift flap and sccurc.

Close suitcasec,

PACKING A GARMENT BAG:

A.

C.

G.
H.

I.

Lay garment bag on flat surface and unzip
(usually at side).

Fold back top part of bag, making cortain that

421,

the snap at tho tep of the bag is not snapped.

Go to closét and éoié;t éﬁiﬁs, shirts or blouscs,
etec. (Limit to no moro than throe suits and threcc
shirts, according to bulkincss of clothing.)

It is best to lay cach articls of clothing on
bottom part of bag individually, making certain
heavicer garments are laid in first:; i.e., suits.
Straighten cach article as you plece them in to
prevent wrinklos,

Make sure that all of the hangors are going in
tho samo diroction.

Snap tab around hangor hooks.

Zip bag being carceful not to zip clothing.

Whon zippor is adjacent to snap, tic strings

‘eround the hanger hooks. (Strings are attached

to the tab of the zipper.)
The bag can be hung on hooks to side of car or:

laid out carcefully in’'back soat of car.
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1., INTRODUCTICNS:

A,

Genercl Etiquette.

1. Good manners aro most important. It shows
kindncss ond considoration for othor pcople.
They should be started at an early age.

2, Practice~-manners soon will become a part of
you. Uso them cvery day.

3. Know thec "Magic Words” {"Thank You," “Pleasc,’
"Bxcuse Me®) and whon and how to usc them.

Making Introductions.

1. When making an introduction, specak slowly
and distinetly.

2. During the introduction, always look at the
person whose namc you are saying (for the
visually hendicapped, use auditory cues to
face person).

3. In any situation, if you forget a name, ask
rather than covoring up by mumbling.,

. Men--Women.

2, Men and boys aro always introduced to
women and girls. (i.e. Mary Smith,
this is Dave Jones.)

b. Men shake hands with tho woman, only it
she extends her hand first,

c. WOmbn may shake hands, but they don't

have to.
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5, Older Pecoplc--Younger Pcople.

a, Youngor pooplc are usually introducod to
‘older pcople. (Tho cxcoeption is in a
man--woman introduction.)

6. Acknowledgement of Introduction.

a., Verbal,

(1)

3

he mo

53]

5, "How do you do."

[

(2) '"Hollo" is appropriate in a young
peer group.
(3) Never say "I've heard a lot about
you. ™
7. Hondshoking.

a. To shake the person's hand, bring tho
right hand up from the side amnd cxtend
tho arm with the clbow slightly boent so
that the hand is in front of the body at
waist level,

b. Turn thc hand sideways, with the fingers
together ond thumb pointing upward ot =
slight anglec.,

c. Grasp the other person's hand firmly and
gontly shake it oncc or twice. (A boy's
handshake should be firmer than that of
a girl.,)

8. Standing up.

2. Men and beys always rise.

ERIC 141
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b. Women and girls always rise whon being
introduced to older women--rising is

optional in other situations,

IT. CONVERSATIONS:
A. "Eye Contact"
1, Always turn tho hcad in tho dircetion of
the person aspccking or being spoken to.
2. If in a largo group, face tho principal
speakoer,
B. Goneral etiquotte.
1. Listen polietly to what cthers have to says;
do not interrupt.
2. Do not monopolizc the conversation.
3. Spcok clearly with o normal voice; do not
shout,
. Try to draw cveryone into the conversation,

Do not choose a subjcet that limits tho

conversation to just a few.

ITI. TELEPHONE SKILLS AND MANNERS:
A, The telephone iz not a toy--nover play with the
phone or allow childrcon to play with it.
B. Be sure the phone is properly reoplacod after
usinge.
C. The phone looks morc attractivo and less apt to
be damaged if the cord is kept straight and the

placo it is kept is uncluttered.
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Do not mako prank or crank calls., This is not

only in bad tasto and cruol but also illogal,

Do not tic up the phone with long wigitation

conversations.,

Bocome familiar with tho opcration of various

kinds of phonos such asgs wall, coin, and tho

various typos of hand phones.

Liston to and loarn %o intcrprot tho mcaning of

the following tolophono sounds: dial tone,"

ringing signal, busy signal, melfunction signals.

Learn tho corrcect way to hold the telephone rccoiver,

talk directly into mouthpiece and to replace it in

the cradle,

Learn to use tho fivo-finger mothod of dialing:

1. Place the 1littlo fingor of the right hand
in tho first hole above the fingor stop and
the remaining fingor in cach consccutive holo.
Tho index finger is usod in numbers four aond
fivo.

2. Uso tho fingor in the desirod holo to bring
the dial all tho way around to tho finger
stop,

3. Do the samec for tho numbers on tho bottom,
placing tho little finger in the zero and
using tho index finger in numbor six and

sevecn.
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Le Allow the dial to return to its normal
position after dialing cach number.

J. If preferrod, locato the numbor of hcles by
merecly counting with the index fingor from
above or below the finger stop, dopcnding on
the location of the number, and dial with tho
index fingoer.

L

e LI two consecutive numbers are ths same or in

il close proximity, allow the finger to folliow

the dial back to its normal position so thot
time will not be wasted rclocating the number.
L, Answcring of calls.

l. Answer only if it is your privilege or duty.

2. If it is a phone other than a residence,
answer by giving the nome of the establishmont
and your name, otherwise a clear "Hello,®

3, If the call is for someone olse, say '"Ono
minute, pleaso,” or “I‘ll.got her," or
some other polite and appropriate reply.
Get the party as soon as possible. If the
party is not there, say "Sorry, she isn't
here, moy I take the messcge?™.

. Practice taking mossages by remembering
them or by recording them in writing.

5. If it is necessary to ask tho party for
identification, ask "To whom am I speaking?"

( * or "Who is calling please?’.
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6. If the call is a wrong number, say "I om
sorry, I think you havo tho wrong number,
This numbor is .7 TNever use an
annoyed tone of voice.

7. Roduce the noiso as much ag possiblo anytimo
you are using the tolophono.

M. Learn to call "Informotion” (known as Directory
Assistancc) and practice writing down numbers or
remembering them.

N. Learn how to use the tclophone to obtain holp in

cagse of an emergency.

IV. BLINDISMS, PFACIAL EXPRESSIONS, AND GESTURES:
A. Blindisms.
1. Beecome familiar with the various blindisms
which are unacceptable in the sighted world.
2. Evaluote personal problems and dovise ways
to attempt to solve them in order to rid
one's self of these mannerisms.,
B, PFaoecial expressions,
1, Become familiar with and practice facial
expressions appropriaste to various occasions.
2., Try to eliminate inappropriatc facial
expressions.,
3. Establish appropriate "eye contact.”
C. Gestures and motions.
1., Become faomiliar with the gestures aﬁd motions

used by sighted people.
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Lecarn how to perform the following gesturos

and motions:

Q.o

Woving.

(1) '"Hollo" or "Good-by."

(2) Waving somconc past.

Cupping tho hand whon yelling so that
the voico will carry further and louder.
Holding conc hand.slightly over the”?puth
in cuppoed fashion when whisporing so as
not to disturb cthers.

Fenning one's self with the hand or a
me.gazine.

Pointing.

(1) wWith one finger.

(2) With the hand.

Gesturing somcone to come forward or to
step farther back.

Gesturing somoone to come forward by
bringing the palm toward the face.
Demonstrating the height or width of
something.

Cupping the hands as for drinking wator,
Clapping.

Shaking hands.

Pledging tho Flag.

Bowing or curtsying.

Sitting down and smoothing a skirt or

slacks.
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0., Snapping the fingers.

p. FPFlicking somothing away,

q. Knocking on a door.

3. Hecd.

2. Nodding to signify "yes" or "ac"” when

saying it.

b. Turning thc head when sneczing.
¢c. Nodding to mction "Loet's gof'.
" d. DBowing tnec héddwohiy;

L, Miscellancous motions.

a, Stooping.

b. Bending.

c. Gathering scraps from a table into one
pile and directing them into a waste
can, hand, or other contsiner.

d. Sitting with hands folded on lap.

e. Standing with the arms at one's side.

f. Bowing in front of an altar or a cross.

5. Pentomiming.

a. Riding a bicyclc.

b. Riding a horse.

¢, Climbing a mcuntain,

d. Hammering, sawing.

ee Swimming.

f. Rocking a baby.
( : B g. Hitchhiking.
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V. SOCIAL ACTIVITIES:
A. Behavior,
1. Bo courteous and considerate ¢f other
pcople 2t all timos.
2. Do not sit on tables, ccunters, or stops.
3. Be appropriatcly dressed for the occasion.
lL. When attending a performoance, be gquiet and
courteous to all performors.

5.“mwheh any dféaﬁizatiéﬁzmétc. gponaors an
activity, be surce to thank thom and tell
them you enjoyod it.

6. No loud and boisterous behavior at any timo.

7. Keep conversations on oppropriate topics for
social occasions.

8. Do not bo o Mlitter bug.’

9., Be courteous and respectful to all choperons.

10. If you leave an activity, notify chaperons
and roturn to cottage.
11. If anything is spilled or turned over, cloan
it up or ask for helip.
B. Gamos aond recreation.

1. A student should ccquaint himself with wvarious
games and_activities and with their various
rules.

2. Games suggested are ag follows:

8., Card gomes.

(1) Bridge.
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(2) Pinochle.
(3) Rook.
(L)  Rummy.
(5) Hoarts.
(6) 014 Maid, War, Fish, otc.
b. Games.
(1) Monopoly.
(2) Checkors.
(3) Bingo.
(L) Chinosc Chockers.
(5) Chess.
(6) Dominoes.
(7) Sorry.
c. Action games.
(L) Musical Chairs.
(2) Upset the Fruit Basket.
(3) Scavengor Hunts,
(44) Shuffle Board.
(5) Bowling.
'(6) Pool.
(7) Record gomes,
(8) Ping Pong.
d. Crafts.
(1) Xnitting, crochoting, sewing.
(2) Ceranmics.

(3) Fingor painting, pointing, etc.
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(L) Papor Mache.
(5) Clay.

(6) Leather worlk,
(7) Collages.

(8) Coloring books.

{9) Sculpturing.

c. Outdoor activities.

) Bascball,

) Basketball.
(3) Volleyball.

) Soccer.

)  "Rod Rover® and "Mother May I.”
(6) Record gamcs--Bunny Hop, Mexican

Hat Dance.

VI. DATING:

A,

Recommendations.

l. It is recommended that beforc formal dating
is started, parental pcecrmission be obtained.

2. Be cware of your surroundings and the appropri-
atenoss of your actions at all times.

General conduct~-boys.

1. A boy should ask for a date at least a fow
days beforc an informal affair, two wceks
to a month before a formal dancc.

2. A boy is well-groomed and appropriately

droessed for the occasion.
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A boy ia courteous and sincero.

A boy never desorts his date for another
girl.,

4 boy doosn't tallr about other dates to o
girl he is with.

A boy is a good listcner, as well as o good
"talkor, "

A boy docs not act loud and boisterous; ho
ncver swears,

A boy can tako "no' for an answor,

C. General conduct--girls,

1.
2,

A girl is ready whon her date calls for her.

A girl is attractively and appropriately
dressed.,

A girl is natural and sincere.

A girl should not flirt with other boys or

talk about other dates.

A'girl should notlzpply makeup in public.

A girl should be considerate of a boy's

wallot.

A girl should be able to keep up a convorsation,

A girl should be aware that boys may be

easily aroused,

D, Wind-up item (a note to daters).

1.

Don't make the mistako of presuming that all
datog have to end in 2 big clinch--or cven a

little hearty hand-holding., Girls distrust

a boy who is a "grabber"; boys don't stay
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SECTION FIVE

PERFORMING HOUSEHOLD CHORES
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WASHING AND DRYING DISHES:

A,

v
le

I.

First scrape all pots and pans at the sink

into a refuse container or garbage disposal.
Rinse. Stack pans at washing area (at furthest
end) .

Gather dishes, take to sink and repeat scraping
and rinsing and stacking. Stack next to pots
and pans.

Gather silverware, repeat scraping, rinsing

and stacking.

Gather glassware and repeat procedure.

Have dishes lined up in order which they are

to be washed.

Fill sink with water, detergent, dishcloth.
Have drainer to put rinsed dishes in.

If storage area is on left, washing should be
to right. Wash from right tc left unless left
handed.

Wash sharp knives first, fov‘rinsing hold under
faucet, hot running water, dry. Use large
clean soft towel, rub briskly each item. For
dishes use circular pattern. Put awaye.

Storage should be consistent in placement

of items, «always the same place.

Wash glasses first, rinse and dry and put away.
Wash silverware paying special attention to
forks, indentations of spoons, blades of knives.

Rinse, dry and put away.
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M.

USE
A.
B.

c.
D.

E.
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Wash dishes, repeat procedure.

Wash pots and pans, repeat procedure.

Drying.

1. TUse large clean soft towel, rub briskly
each item in circular pattern.

2. When doing glasses, put towel inside each
glass holding glass with corner of towel

to avoid finger prints.,

OF DISHWASHER:

Use first three steps for washing by hand.

Place dishes in washer in the area designed

to hold them.

Put only dishwasher compound in detergent holder.
Close door and lock. Set dials in position.
Dials should be brailled.

Dishes will dry right in washer.

DUSTING AND POLISHING OF FURNITURE:

A. Assemble gll articles needed--polish; preferably

a spray container to avoid spilling, &nd a
cloth (use a clean, soft cloth).

Shake can to mix well, take off cap, locate
spray nozzle, hake aure nozzle is pointed
directly at cloth. Spray cloth, checking to
make sure there is not an excess of polish

on one spot,
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C. Begin at ono point in a room and work or
articles in a pattern so as not to miss anything
in need of dusting--remembering pictures and
other articlecs on walls.

D. Be sure areco to be dusted is free of all objects.

E. Work on surfacé in a definite pattern from onc
point to another (whother it be in a circular
motion or back and forth or side to side, etc.).
Overlap on each motion.

F. Return cleaning articlos to proper placc.

IV. CLEANING FLOORS AND CARPETING:
A. Using a vacuum cleaner and carpct swceper.

l. Beccomec familiar with the vacuum cleaner
and how it opceratecs.

2. Move amall and lightwcight furniturc away
from the aroa about to be vacuumed. Movo
one piecé at o time and rcturn after cleaning
its areca.

3. Asscmble the hoses and place tho flocr or
carpct attachment to the end of the curved
hose. |

k. Plug the vacuum cloansr into a nearby
receptacle and turn on switch.

5. Place the right hand at the top of the straight
hose and the loft hand about 1% fect farther

down the hose.
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6. Hold thc hoses to the right side of the body,

7. Hold the hosc so that the floor or carpet
attachment is flat against the floor or
carpet,

8. Start to vacuum in onc corner of the room,
using forward and backward motions.

9. Concentratc on a gmall arca at a time and
clecan it complectely before going on to
another area.

10. Use furniture as landmarks and with the zid
of some objoct placed in the room; mark off
consecutive areas.,

11, Stand in the middle scction ani work
systomatically, starting in tho front
to ono side of the body and working to the
otlier side,

12, Work across thc room or move backwards,
whichover scems to bo casier to keep track
of what has already boen done.

13, Continuc until the whole room is finished,
moving the furniture as needod.

1. Vacuum the carpeting or floor again, following
the same system but going in the opposite
direction. This will pick up what was mi--

15. Unplug the vacuum cleaner, disconnect the

(_} hoses and attachmonts and store properly.

16, Clean out the holding container after each
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C.

2

The electric broom.

1.

Following the steps as used by the vacuum
sweeper adding coution that clectric broom's
floor type selection is set properly according

to the floor being cleaned.

Using thc broom.

l.

3.

Move 2ll smcll and lightweight objects from
the areo to be swopt.

When sweeping in a small room, place an objcct
in tho center of the room. If sweeping 2 large
room; divide the room into smaller areas and
trecat cach areca as a small room.

Start at one corner of the room and swoep
toward the center of the room and the objoct,
keeping the broom eonstantly in contact with
the floor.

Systematically swoep around the arca, always
moving towards the object until the arca has
becn completcly swept.

Pick uwp the objoct and gather the dirt in a
small pile using the broom as an aid by
holding the¢ handle of thc broom at the top

of the bristles with the right hand.

Holding the dust pan in the left hand. rush
the dirt onto it with the broom.
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7. Move dust pan slightly and continue to push
romaining dirt onto it until all the dirt
is gone.

8. If the pilo does not stay togother, repeat
steps "L and "6'" above.

9. Storo broom and dust pan in sropoer ploco.,

USING A DRY MOP:

Ao
B,

C.

D.

G

He,
I.

Use a dry mop on floors only.

Hold it slightly to the right sido of tho body
with the left hand at the middlo of the handlo,
and the right hand noar tho top.

Section the room as for sweeping,

Move 21l small and lightweight objocts from the
area to be moppod.

Mop all dust and dirt to an objJect in tho conter
of the room or section.,

Systoematically mop the whole room going as far
28 possiblo under oach piece of furniture.

Hold the handle firmly and vigorously shako tho
mop outside. Be sure looso dust has been shakon
from the mop hoad before roplacing it in 1ts
storage aroa,

Replace all objocts which had been moved.
Periodically, romove tho mop hoad from the handle

and wash it.
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WET MOP:

A.

D.

2y
L ]

Assemble necessary items such as mop, pail,
water; add cleaning agent. (Suggestions: type
mops~~-cloth, sgueegee, noodls. Also, cleaners
such as ammonia, Spic and Span; or vinegar.
Plastic pail; water should be the right temperaturec.)
Use mop on tils floors, linoleum, or wood.
Remove objects from area to be mopped such as
chairs, tables, etc.

Following uiie same steps as for vacuuming

(such as pattern, motions, etc.).

Rinse mop in clear water to ¢lean, also rinse
pail.

Place mop in proper place to dry; then return

to storage place such a3 broom closet or utility
room, etc,

Return cleaning agents and pails to storage

closet area.
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WAXING FLOORS:

A.

B.

'

Clear all furniture from the area to be waxed.
Prepare the floor for waxing by scrubbing it
first.

Start in the corner farthest from the door and
worl toward the door so 23 not to step on any
part finished.

FFor best results, use a soft clean cloth, small
pan, and liquid wax,

The person should get on hands and knees with

van of wax to the side of dominance., Dip cloth
in pan, squeeze out excess wax into pan. Apply
the wax with a back and forth motion in front of
the body completing one section at a time depending
on the size of the room, Continue this procedure
until the floor has been completely waxed.

Let the floor dry compietely before walking on it.

Clean and store waxing equipment properly.

CLEANING THE BATHROOIM:

A.

Basin.

1. Collect items needed (cleaning agents,
preferably liquid or spray foam, wet and
dry cloth).

2. Spray basin with cleanser, Take wet cloth
and start rubbing in circular motion in the
bottom of basin working up the sides, and

top edges including the fixtures. .1630
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L.

Tub.

1,

2.

15

Rinse cloth and basin thoroughly in same

procedure as cleaning,

With dry cloth, wipe entire surface and

polish fixture.,

Follow the same procedure as with the basin,
Stress cleaning the corners and outside
surface of tub.

When using a bath mat, it should be soaked

periodically in a germicidal solution.

Shower and tile wall.

1.

3.

liost showers are located over the tub., DBe

sure to clean shower fixtures when cleaning

the tub.

If shower curtain is used, make sure the curtain
is inside of tub so all water will drain down,
Leave curtain drawn until dry. If doors are
used; be sure to use dry cloth to wipe off,
working from top to bottom,

To clean tile walls, use a spray cleanser,

Use a back and forth or an up and down pattern,
cleaning a small area at a time. Work from the

top of the tile wall toward the bottom,

Toilet.

1,

Collect items needed (liquid bowl cleaner,
bowl brush, cloth, and cleaning agent for

outside of surface),
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2. Flush the toilet then add required amount
of bowl cleaner. Brush around and let
stand for several minutes. Hebrush, working
well up and around the rim of toilet. Then
flush.

3., With a solution cf water and cleansing agent,
using a cloth, clean entire outside surface
of toilet, including 1lid, toile® seat, base,

~

and tank.

IX. CLEANING REFRIGERATOR AND FRUEZER COMPARTHMENTS:

A

D.

Collect all items needed: Dbaking soda or
vinegar, dish cloth, towel, and pail of warm
water.

Turn off refrigerator switch. Remove all
frozen food from freezer and wrap in heavy
paper or place in an ice chest to prevent
thawing. Place pans of hot water inside freczer
to hasten defrosting. (Same procedure for a
deep freeze.)

Mix a solution of baking soda and water or
vinegar and water in pail; using approximately
one or two tablegspoons of soda or approximately
one~fourth cup of vinegar to one gallon of
water.

Remove 8ll food from door shelves and wet dish-

cloth in solution. Wash shelves of door starting
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at the top and work downward. Dry the shelves

and wipe off all containers and place back on

shelves.

Remove all food from refrigerator and wash down.

Remove all bins and place in sink for washing.

Starting at the top pulling out one shelf at a

time, be sure to clean both sides of shelf.

Dry inside of refrigerator.

Clean bins and replace.

Wipe off all containers before putting back in

refrigerator.

fow wash out freezer in same procedure as refrig-

erator and replace all frozen food. Close doors

and turn on switch.

Wipe with a damp clcth the outside surface of

refrigerator and dry.

Tips.

7. One should defrost and e¢lean refrigerator
before marketing.

2. Place a rug or towel in front of refrigerator
to keep floor clean.

3. Never chip ice fram freezer unit as you may
puncture a coil, |

b. Iine vins with paper towels to absorb moisture
and keep clean.

5. To keep odor at a minimum, use one of the

types of refreshening agents. {charcoal)
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CLEANING OF STOVES (ELECTRIC AWD GAS):

A. Use

ammonia or commercial oven cleaner. Be

sure room is well ventilated.

B, Take
too
C. TUse

racks out and wash in sink. If sink is
small, using the bhathtub is suggested,

a pan of water with detergent and a plastic

scrubber to wash inside, top, back, sides and

bottom, If broiler compartment is separate,

use

same procedure,

D. Wipe dry with clean cloth,

2]

o

. Top
1.

3.
L.
5.

« Return racks.

of stove.

Take removable parts off and soak and wash
in sink. Do not immerse electrical units,
Wash surface with grease cutting solvent
(armonia or "Top Job," etc,).

Dry and polish with soft e¢loth.

Wash and dry front of stove,

Replace burner parts,

G. Suggestions.

1.
20
3.

BOTTLES:

It is suggested foil be used under burners.
Follow operating instructions in manual,
Commercial oven cleaners were not recommended
as to the insuitability of use to a blind

person,

A, Types of 1lids.,
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1. Cork.
( 2. Snap on lid.
3. Screw on 1lid. (This is covered in auother
outline.)

B. To open cork type, use & cork screw opener.
Grip the neck of the bottle firmly in non-
dominant hand, press the tip of the cork
screw into cork, screw the cork screw in clock-
wise direction and pull out cork.

C. Snap on 1lid can be removed by using the {flat)
standard bottle opener. (This is an opener
with the can opener on one end which mekes a
triangle cut in the can and a prong and lever
on the other end. This end does not make a
hole in the 1lid.) Insert prong under edge of
1id, with lever on top of 1lid, pry up.

D, The snap on 1lid can also be opened with a case
knife., Insert edge of knife under edge of 1lid,
pry up thé 1id in small sections, working all
the way around the 1id. (Prying is done by
holding knife firmly in dominant hand, bottle
in other hand, using wrist action; turn the
wrist in a counter clockwise manner about a

quarter of a turn.)

XII. SNAP TOP CANS:
A, With one hand grasp can firmly around sides of

- can,
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B. With other hand locate tab on top of can,
C. Insert index finger in hole in tab,
D. Lift tab up then pull back toward body until

tab pulls off.

E. If tab should break before can is open, turn
can over and open with standard bottle opener,
(See Opening Other Cans)

P. BSuggestions,

1. Wrap paper towel around index finger before
inserting into tab to prevent cutting

finger on tab.

XIIT. CONTAINERS WITH SCREW-ON LIDS:

A. Grasp container in non-dominant hand,

B. With non-dominant hand, turn the l1id counter-
clockwise until the 1id is free from container,

C. Putting the 1id on container, hold container
and 1lid with the same hands.

D. Turn the 1lid clockwise until the 1lid fits
tightly.

E. If the 1lid is too tight, try holding under hot

water, tapping side of 1lid with case kmife.

XIV. OPENING BOXES:
A. 1In opening boxes find where box is sealed (on
top) and run knife bstween sealed flaps.
B, In opening boxes without sealed flaps on top,

press side of box in with thumb just below top
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edge of box and pull up and back until entire

top is open.

C. In opening boxes with a pull tab on top, simply

find tab and pull until strip is off.

D. In opening boxes with celloph&ne covering, find

loose end aud pull strip and pull until cello-

phane covering is off,

OPENING MILX CARTOW:

A. Find side with crease in top of carton.

B. With thumb and index finger of both hands,

bend corners away from you. Turn carton with

creases closest to body.

C. With thumb and index finger, pull V" shaped

spout out for pouring.

CLOSING MILX CARTON:

A. Simply with thumb push spout back into carton.

OPENING CAN WITH MANUAL CAY OPENER:

A. Proper procedure for using manual opener.

1.
2.
3.

Place can on counter,

Locate manual can opener.

In one hand, pick up opener, holding handles
apart.

With other hand, locate top rim of can,
Place cutting edge of opener on inner rim

of can.
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Press handles together tightly until cutting
edge penetrates top of can.

Holding handles in one hand, use other hand
to turn key, turning away from body. (Can
will be rotating on table as key is turned.)
Cut all the way sround top of can; listen
for "snapping’ sound which indicates 1id

is separated from can.

Remove opener by releasing pressure on
handles.

Lay opener on table,

Lift 1id from can. (With one finger, locate
top rim of can, press lightly downward
forcing opposite side upward. With other
hand holding can, move slowly up side until
raigsed 1id is located. Very carefully, with
thumb and first two fingers, 1lift lid

upward and away from can.)

Dispose of 1lid in designated safe place.

XVITI. OPENING CAN WITH STANDARD CAN OPENER:

A,

Propsr procedure for using standard can

opener (example, juice can).

1.
2.
3.

Place juice can on counter.
Hold can securely in one hand.
With other hand, pick up standard can

opener,
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li. With opener in hand, find top rim of juicec
can.

5. Place bottom lip of opener on edge of can.

6. Raise handle of opener and, using pressure,
puncture 1lid with "V shaped prong on opener.

7. Remove opener from can,

8. With one hand, rotate ean one-half turn.

9. Repoat same procedure using steps 2 through 7.

XIV. OPENING CAN WITH ELECTRIC CAN OPENER:
‘ A, Proper procedurc for using electric opener.
1. Xeep electric can opener in designated place,
preferably on counter top.
2. In one hand, pick up can to be opened.
3. With other hand, 1lift handle which in turn
lifts cutting edge of opener.
lt« Place top rim of can under cutting edge of
opener.
5. While holding can under blade, pPress handle
down until blade punctures lid of can.
6. Continue pressing handle down until 1lid
geparates from can. (liagnet will hold
1id until it is ready to be disposed of.)
T With one hand holding can firmly,; raise
handle releasing can from cutting blade.
8. Set can on counter.
9. Remove 1id from magnet and dispose of in

- a safe place.
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XV, CELLOPHANE BAGS AND WRAPPERS:

A. Bags.

1. Sandwich bags (from boxes).

a.

b.

Hold box in non-dominant hand.

If type of bag which comes in a roll,
pull out to approximate length of bag.
Place box on table; hold roll with non-
dominant hand end tug gently until bag
separates from roll,

Some bags are already separated and
packed in & pop-up type box. These
bags can be pinched with thumb and
index finger of dominant hand and

pulled out one at a time.

2. Garbage and trash bags (from boxes),.

a,

Most of these types of bags are packed
in pop-up boxes and can be removed like

the sandwich bags mentioned above,

3. After the bag is taken from the box, hold

the narrower end between fingers and slide

fingers back and forth and feel with fingers

of opposite hand if ends separate and bag

opens. If one end does not open, try

opposite end.

B. Food wrap.

l. Foil, wax paper, and Saran wrap,

a,

Foil, wax paper, and Saran wrap all come

in boxes.
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Open the box and find raw, cut edge

of wrap.

Holding box in non~-dominant hand, pull
out required length of wrap.

Close 1id of box and hold shut firmly.
CGet a2 firm hold on wrap with dominant
hand and start pulling downward at one
end of wrap progressing towards other

end until wrap is severed from roll.
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SECTION SIX

HANDLING AND EATING FOODS AND DINING OUT IN PUBLIC
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To meet the needs of every child in the aroa of
"Daily Living Skills,"™ it is important that every individual
must handle the child in a similar manner. To accomplish
this goal, it is necessary to set up a school-wide set of
short, concise rules which are available to all staff members.
TBach unit should set up rules for their particular ape groun,

making copies available to other units,

I. ADJUSTMENT TO THE ENVIRONMENT:
A, Introduce the child to his room.
B. BExplain the physical layout of the room.
C. Allow the child to explore the physical layoutb
of the room.
D. Introduce the child to other staff members.

E. Introduce the child to the other children.

T
L]

Ixplain the school rules to the chiid and
penalty for breaking them.
G. Explain the unit rules and penalty for violating

them,

II. HANDLING AND IATING FOODS:
A. Treparaticn for entering a dining room area.

1., Wash the hands and dry them well.

2. Have the hair combed and clothing neat.

3. Inter tho dining room area and locate the
table and chair.

li. Place onc hand on the chair and with the
free hand, determine its shape and whether

it is occupied,
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5. Remain standing if grace is to be said
before everyone is scated.

6. Sit squarely in the chair, align the body
with the cdge of the tablo, and place the
feet flat on the floor,

7. Pull the chair to thes table.

B. Posture at the table.

1. 3it squarely in thc chair with the shoulders
straight and head up.

2. Always bring the food to the mouth instead

of bending down to meet it.

3. Lean slightly “oward the plate in case food

drops from the spoon or fork.

¢

ITT. DINING R00M ARRANGEMENT :
A, Group children with problems together.
B. Allow children to progress from one table to
another when their habits improve.

C. Provide each child with a spoon;, fork, knife.

IV. TABLE ETIQUETTE:
A. Use of the nepkin.
1. Locate the napkin either under or to cthe
left of the fork or on the plate.
2. Unfold the napkin halfway and spread it
across the lap.
3. TUse the napkin to wipe lips during and after

meals.
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li. When boing cxcused during a moal, leave
the napkin to the left of the plate.
5. At the close of the meal, place the nepkin

oui the table to the left of the dinner plato.

TABLE COJVERSATION:

A. Xoep the conversation pleasant, avoid distasteful
subjects; teasing, and quarreling.

B. Bat slowly and avoid talking with food in the mouth.

C. Avoid talking loudly, whistling, singing, or

drumming at th: table.

GENERAL RULES OF ETIQUETTE:

A. Enter and leave the dining room gracefully.

B. Stand gquietly in preparation for saying grace.

arms or &1lbows On the tablc.

D. HNever finger or smell food on any plate.

E. Asl to have things passed if they are out of
reach.

F. Avoid taking large pieces of food. Chew quietly
with mouth closed.

G. Try to eat a little of everything, even if one
does not care for it,

H. If it is necessary to use a handkerchief; turn
the head away from the table when snoczing or

coughing.

TYPICAL PLACE SETTING:
A, After being secated, locate the dinner plate and

appetizer dish directly in front of the body.
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/

To the left of the dinner plate, geing from the
outside toward the plate, locate the salad forlk
and the dinner fork which is usually largor than
the salad fork,

To the right of the dinner plate, going from the
outside toward the plate, locate ths soup spoon;
teaspoon, and dinner knife (blade of knife should
be turned in toward the plate).

Locate the water glass beyond the dinner knife,
Locate the salad bowl to the left of the foriks.
Locate the cup and saucer to the right of the
spoon.,

Learn the location of all the items and their

positions in relation to each other.

ER HANDLING OF UTEWSILS:

Spoons,

1. TUse spoons for such things as cereal, soft
desserts, and soup.

2. To hold the spoon correctly, rest its handle
on the middle finger with the thumb on top
and the index finger on the side away from
the body., The remaining two fingers curve
in under the middle finger and act as a
support.

3. Always hold the handle about three-fourths
the distance from the bowl of spoon. Adjust

distance according to spoon sigze.
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B, Using a soup spoon.

1. Fill the spoon by gently placing it into tho
liquid at the edge of the soup bowl nearest
the body. Push it gently through the liguid
to the far edge of bowl. Upon reaching this
sido, slightly rotato the spoon toward thc
body to insurc the spoon is not too full.

2. VWhon lifting the spoon to the mouth, be sure
the spoon is parallel to the table.

3. HNever blow on liguids to cool thom.

e Always sip from the side of thes soup spoon.

S. Never 1lift a soup bowl to the mouth.

C. Using a teagpoon.

l. Teaspoons aro used when eating sof't dessorts
and liquids other than soup.

2. If the dish contains fruit, slide the fruit
against the side of the bowl to prevent it
from slipning when it is being cut.

3. To preven: julce from splattering, consume
it before the rest of tho contvents of the dish.

e TUse fork for any fruit served as a salad on
a plate,

D. Fork,

1. Tork is held in thec same mannor as a spoon.

2. The tines of the fork should slightly point
upward.

3. As a general rule, a fork is used for solid

and semi-solid foods.
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Salad forks are usod with salads and
appctizers and have smalleor tinos than

a dinner forlk.

IX. Child already has mastored use and description of

table articles; and child is properly seated at

table.

A. Locate entire placo setting.

1.

11.

12.

Mind your napkin, silver, plate, glass, otc.
with an easy movement of tho left and right
hands (one at a timo) on the respective sides
of setting.

Place napkin on lap with your left hand,
Relocate fork and take up to find food
arrangementc on plate.

Child can cat.

When finished, sliver should be placed on
plate for removal and serving of dessert.
Locate dessert spoon and procecd to eat.
Chewing properly with mouth shut.

Pasging food around table.

Passing in one direction,

Bring food to mouth ingtead of bending down
to get it.

Lean over plate so food is not dropped in
lap or on table area,

Use of "Please” and "Thank You® at the proper

times.
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X. CUTTING AND SPREADING:
A. Orientation to thc contents of the platc.

l. Using the edgo of tho plate as a point of
referenco, insert the tines of thoe forlk in
a perpendicular position into the food.
Moving in a circular pattern, insert the
forlx at twelvo ofcloclk, throe, and six
otclock, identifying oach typo of food on
the plato.

2., It is easier to cut meat if it is at the
8ix ofclock position, or directly in front

of ‘the body.

XI, CUTTING WITH A FORK:

A, Use a fork to cut soft foods such as vegetables,
pancakes, meat loaf, ctc.

B. Using the proper fork, extend the index finger
along tho right edge of the fork and place the
thiumb on the top surface of tho handle. Turn
the fork over on thc left side so that the index
finger is on the top edge and the thumb is on
the left side of the fork. Grip the fork so that
the end of the handle is against the middle of
the palm and the knuckles of the fingers are on
the top. QRotate the fork so that the tines are
curving in toward the body and so that the thumb

is also toward the body.
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Anchor the plate with one hand; and using the
edgoe of the plate as a point of reference,
locate the corner or edge of the food with the
back of the fork.

Using the back or edge of the fork, examine for
the size of object to be cut.

lMove the edge of the fork approximately one-half
inch inward.

Using the lower odge of the fork and extending
the index fingoer along the upper edge of the
handle for pressure, cut down into the food,
Use a gentle back and forth rocking motion for
more resistant foods,

Pull the cut portion away from the rest of the
food.

Piclr up the cut portion with tho fork,.

CUTTING WITH A DINNER KNIFE:

A,

Before cutting the meat, eat the vegetables
around it to avoid pushing them.

Grasp the handle of the fork in the left hand
with the tines downward so that the end of the
handle is against the middle of the palm and the
knuckles are on top. Extend the index finger
along the top of the handle and the thumb along
the side.

Hold the knife in the dominant hand the same as

the fork for cutting. Be sure the blade is down.
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J.

Lecate the edge of the meat with the back of the
fork.

Move the fork about one~half the distance of the
meat and insert the tines.

Use the fork as a reference point, cut arcund tho
fork from cne side to the back, thon tc the other
side in a half moon fasion.

Anchoring the main section of the meat with the
knife, pull away tho cut portion with the tines
of the fork tc make sure it is detached.

feep the fork in the dominant hand and 1ift the
cut portion to the mouth.

Cut only one piece of meat at a time.

When not using a knifo, place it acrcss the tep
of the plate with the biade facing the ceonter of

the plate.

BUTTERING OR SPREADING:

A.

Locate the bread and butter dish above the dinner
fork with the dominant hend and place bread or
rcll on it with the other hand.

Holéd the butter knifec in the cutting position and
while holding the edge of the butter dish; use
the knife to determine the size and shape of

the butter.

Bring the side of the knife tc the cnd of the
butter and slide the cutting edge along the end

cf the butter and cut off desired portion.
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D. Push the knife down with index finger till it
melkes contact with the plate.

. Rotate the wrist so the butter is on the top
side of the knife.

"' Xeoping the butter on the top side of the knife,
bring the knifc to rest on tho bread and butter
plate. Then turn the knife and scrape the butter
across the edge of the plate at the six ctclock
position.

G. Break the bread and rolls into portions.
XIV. HANDLING SPECIFIC TYPES OF FOWDS:

A, Scasonings.

1. Locate the scasonings with the exploration
technique in the area around the plate or
ask for them to be passed.

2. Learn to use salt and pepper.

a. Distinguish salt from pepper by the
larger perforgtions in the salt shaker,

oy Ly smell, or by weight.

b. To shake salt and/or pepper, locate the
plate with one hand and kcld the palm of
the hand above the food with fingers spread
apart.

C. Shako the salt or pepper over the fingers
to ascertain the amount used,

3, Learn to use Sugar.

2, Locate the sugar bowl in the same manner

as the salt and pepper shakers. 182
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b. Helding it in the ncn-dominant hand,
bring it near tho bowl or cup in which
the sugar is to pe placed.

c. 'Take the teaspoon in the dominant hand,
kzeping contact with the rim of the cup or
bowl with a finger oif tho dominant hanc.

d. Bring the sugar bowl to the spocn and
1ift the desired amount cf sugar froaan the
bowl whilc using a fingor as a point of
reference.

e. Place the sugar into thc cup or bowl and
stir until it is dissolved.

. TLearn to use condiments (ketchup, mustard,

~——r

stc.
a. Rither locate the desirod condiments or
ask for it to be passed,
b. If it is in a bowl, bring thc bowl close
to the dinner plato and scoop the condimont
with the spoon which is in the bowl.
Using the index fingoer of tho dominant
hand as a guids to wherc it is to bo applied,
bring the spoon to this wrea. Turn the
spoon over and apply the desired amount
of the spice. Return tho spoon to the
bowl and return to the next person.
c. If it is a squeeze bottle, turn the bottle
so the spout is pointed downward directly

over the arca the condiment is to be
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applied. Squooze firmly and gently until
the desired amount has been obtained. Be
sure tc place the bottlc on the table
right side up.

d., Condiments may bo served in varicus ways,

of which thec above is an example.,

Relishos.

1.

Locate relishes. They arc usually found in
a bowl or plate in the middle of the table
and are passed around.

Seloct the desired relish with the thumb and
index finger and place it on the bread aad
butter plate,

Ask a sighted person for assistancc in
locating a specific relish it more than onc

is available.

Desscrts.

1.
2.

Calke is eaten with a fork.

LIxamine the sides of the cake with a fork to
detormine its size and shape, placing thoe
cdge or point of the cake toward the body.
Hold tho plate firmly and locate the edge

of tho cake with tho back of the fork. Lift
the fork and move it beyond the edge one-half
inch.

Cut one vite at a time with the edgo of the

fork.
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5. Pie is cut with the odge of the fork in the

samo manner as cake.

6, Candics,; cookics, and nuts may be saten with

the fingors,

7. ZXce crcam, Jjello, puddings, otc. arc oeaton

with a gpoon.

3, Icc creean when sorved a la modo or bosido

pieo or calte is eaton with a forl,

POURIYICG ¢

A,

Learn first to pour from small containers such a

soda bottles or pint comtainers, thon guart, hall

gallon containers; pitchers, otc.

Becomc familiar with pouring spouts and their

position rclativo to the cup or glass as far as

direcction and distance are concernocd.
Practice pouring from and into many diffcrent

kinds of containers.

Attempt pouring hot liguids only aftor mastoring

the pouring of cool liguids.

Whon loarning to pour, be certain to keep tho
glass or cup stationery on the tablo.

If possible, rcst the spout on the rim of the
glass or cup to aid in pouring.

Hold the glass or cup noar the top rim as one
whon driniking, ond hoo!r the index fingor ovor
rim to tho first or sccond knucklc, doponding

tho amount of liouid desired in plass or cup.
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Slowly pour tho liquid into the glass or cup,
talkking care not to pour over the indox finger.
Stop pouring whon the liguid level reachos thc

tip of tho index fingor.

CLEARIWG THE TABLE:

A.s

F.

G.

Remove the main platter and serving dishos first,
then begin with the individual plates. Toep thom
levol so as not to spill thoir contonts.

Remove a place setting from the lcft of the vorson
beginning with the server or hostess. First,
romove the dimner plate then the salad and broad
and buttor plates. Remove all dishes with the
right hand and then transfer each to the loft

hand,

Do not remove glasses or cups and saucers until after

the dcssert has becn finished.

Remove the dessort plates from the left, but to
avoid roaching in front of the porson, rcmove
glasscs and cups from the right.

Continueo until the ontire tablo is cleared of

all dishes.

Hever staclt dishes, roemove once or two at o time,
depending on the number which can be handled
casily.

Removo all condimonts from the contor of tho table

whon overyone cxcusos himself,
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XVIT. ROSUYAURANLS
A. Fntering the restaurant.

1. A man should remove his hat, take the
lady's coat and his coat and check them if
facilities are available.

2. If there is no checking facility for the coats,
there mavy be hangers or hooks nearby; if so,
the man should hang up the coats.

3. Some may prefer to take their coats with
them to their seats. Having arrived at the
table, remove the coat and spread it over
the top of the chair.

B, Being seated.

1, At most restaurants; a hostess or head waiter
greets guests as they arrive and shows them
to their table.

a. When the gentleman is visually handicapped.

(1) One should ask to grasp the hostess'
arm,

(2) As the gentleman places his hand on
her arm, he should step back one step
permitting his hand to slide to her
elbow. This facilitates following
her. As she stops at the table, he
should ask her to place his hand on
the back of the chair or edge of the

table.
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“hen both the lady and gentleman ars

visually handicapped.

(1)

(2)

When
(1)

The lady should grasp the ari of

the hostess, and the gentleman

should grasp the arm of the lady,
each being slightly behind thes one

in front.

When stopping at the table, the
gentleman should ask the hostess to
place his hand on the back of a chair
so he can seat the lady.

only the lady is visually handicapped.-
3he should grasp the gentleman's

arm and walk one step behind him

to the table. Upon reaching the
table, he should place her hand on
the back of the chair, and she should
step to the left of the chair. The
gentleman should pull out the chair
and seat the lady.

As he releases her arm, she should
step to the left of the chair and

he should take one step to the right
which places him behind her chair.

He should pull out the chair and

give her enough time to get in a
seated position. Then he should

push the chair toward the table.
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(3) 1If there is no hostess or waiter
to help, the man should proceed the
lady, find a table, pull out a cnair,
and seat her.

Reading the menu.

l. At the beginning of the meal, the waitress
will bring menus and fill water glasses.

2. Ask someone at the table to read the menu.

3. If all diners are visually limited, when the
menu is brought to the table, aslk the walter
or waitress to read it and prices aloud.

Ask questions as how the food is to be served
as the menu is being read.

L. Different types of menus.

a. "a la carte” means each item on the menu
has its own prices.

b. The total menu, “table d'bote, ' means
everything is included in the price of
the entrec,

5. If the menu has many foreign dishes, ask the
waitress about a few that are being considered.
After the menu has been read, take a few moments
to consider all of it.

a. If eating in a foreign restaurant, experiment.
Try something unfamiliar.
b. When in an unusual area or setting, eat

foods typical of that particular area.
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¢c. The host or person paying for the meal
may recommend something to indicate the

general price range he is considering.

Ordering food.

1.

Give the order to the waitress. The man
should give the woman's order first, and
then his order; or, if ordering for the
whole table, everyone else'!s first, and then
his own.

If one cannot pronounce the food desired,
especially in a foreign restaurant, try to
refer to it by its number, letter, or
category listed on the menu.

Order dessert later, but tell the waitress
whether coffee or tea is preferred during

or after the meal.

Some restaurants leave order form on the
table to be completed. After filling in
everyone's order, give it %o waitress. If
this cannot be done by one's self, ask either

the waitress or hostess for assistance.

Different methods of serving used by restaurants.

1.

Regular meal.

a., Crackers, rolls, etc., and butter are
on the table as appetizors which may be
eaten while talking or waiting for a

waitress.
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b. Soup, tomato juice, and cocktails are
also considered appetizers,

¢c. Salad may be served before or with a
meal.

d., Normally, the main course is served next.

2. Smorgasbord or buffet.

a. Follow the flow of traffic around the
table or counter to obtain one's choice
of food. Solection usually begins with
various salads and ends with fish and
meat. It is expected that several trips
will be made to th: buffet table.

b, After primary selection; the individuals
should take their gilver and napkins from
the buffet if there are no places already
set up. s

¢c. The waitress usually approaches theétgble
and takes orders for the various beverages.

d. If additional food is desired, return to
the buffet table and select clean p%ates,
giving the waltress a chance to clear
away the soiled ones.

F., After eating.
1. Place all utensils on the side of the plate,
depending on the pers-n's dominant hand.
2. Place the cloth or paper napkin neatly to the

left of the plate.
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3. Leave a tip which is approximatcly 15% of
the total bill.

L. Slide the chair to the table after getting
up.

Tipping.

1. At some banquets and dinner parties, there
may be a small card on the table saying that
gratuities have been taken care of by the
dinner committec. Sometimes on the menu or on
the check, the tip has already been included.

2. A waiter or waitress receives 15% (up to 20%
now, depending on the restaurant) in round
figures. If a waiter or waitrcss has been
particularly helpful or performed a special
service, leave a 1little morc.

3. The tip should be left under the edge of the
plate or next to the coffee cup.

L. 1If one is well known in a restaurant, he may
tip the headwaiter. The amount‘of the tip
will vary according to the restaurant.

5. To figurc out the tip, move the decimal point
in the total bill one place to the left, and
divide that number in half. Add this second
number to the first one, and the total will
be 15% of the bill, the amount to be left

for a tip.
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Leaving the restaurant.

1.

There is no need to be asited to be excused.
When everyone is finished, all leave tozgether,
If the coats have been checked, a $.25 tip
should be left in the dish on the counter of
the check room, 7This amount will depend on
the restaurant or club. The man should heln
the woman on with her coat, then put on his
OWIn.e

If the coat has not been checked; thec man
should pick up the coat, help the woman on

with the coat,; then put on his own,

XVIII. CAFETERIA:

A.

Going through the cafeteria line and paying the

bill.

1.

Plan on going with a sighted person until one
has learned the various routes and seating
arrangements.

Learn the 1location of the trays; utensils,
and napkins.

Locate where the line begins and where the
trey is placed when sliding it along and
selecting foods.

Often the food is served according to the
courses of the meal with the salads first,
main dishes and vegetables next, and desserts

and beverages last.
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Have the sighted person go thrcush the linse
ahead so he can identify thae foods available
and their locations.

Aroma and sounds, as well as sensations of
hot and cold,; indicate where the various
types of foods are located., If the escort
deces not call out the dishes quickly enough,
feel frec to ask what type of food is availabloc.
While sliding the tray along tho raclt, place
the hands on the tray, one on one end to act
as a guide and the other to kesp it from
hitting the tray zhead.

Use the edge of the tray as a point of
reference in placing food on it.

Crganize the tray similar to an individual
place setting in order ot keep track of
where the things are and where the next item
should be placed.

The cashier at the end of the line will

indicate the amount of the bill.

Carrying a tray.

1 L]

Piclc up the tray and carry it close to the
body at waist or chest level, whichever is
more comfortable and easier to handle.

It should be hcld securely so that if bumped,
the contents will not spill or fall from

the tray.

194



10,

11.

173

The tray should be held with both hands at
the center of the ends. The thumb should
be on the top with the other fingers undor-
neath the tray for support.

If the cafeteria is extremely crowded or
its physical arrangement prosonts hazardous
conditions, one should remain in the cashier
area until the sighted companion returns
and acts as a zuide to the table.

Follow slowly behind a companion and carry
on a conversation with him, using his voice
as a guide.

Locate the chair by contacting it with the
thigh.

Lower the tray carefully to make contact
with the table. Place the tip of the tray
just far enough on the table to hold it
with one hand.

Use the free hand to brush across the area
in front to determine if there is room for
the tray.

If it is clear, slide the tray farther onto
the table.

Be seated and slide the tray to the side
which seems to be clearest.

Remove the items systematically from the
tray and arrange them as for a normal meal

setting.
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Remove the tray and place it with other
trays in a section provided for them or

leave it in a convenient place for the

‘waitress to pick up.

Mach practice ig needed before trying
to serve onesell and eat graciously and

comfortably in a cafeteria alone.
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APPENDIX TI: INDIVIDUAL STUDENT PROFILE

The Individual Studont Profile provides a ‘‘gross"
assessment of each child's abilitics in the arca of daily
living skills.

Using the information gathercd from the gross
profile, it is recommended that a morc precis@ cvaluation
be made to determine spcecific prioritics and the assigning

of responsibilities according to Appendix II.
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DAILY LIVING SKILLS -~ INDIVIDUAL STUDENT PROFILE

tudent's Name: Date

Cottage Parent:

Needs Help in Following Areas:

I. Personal Cleanliness

K
o)
w
=]
o

A. Toilet Training
1. Bowecls Only
2. Urinating (boys)
3. Other Difficulties (be specific)

[T E
[

B. Bathing
1. Washing Face and Eands
2. Tub Bathing
« Shower Bathing
« Drying
« Other Difficulties (be specific)

[T
[T

VW

C. Cares for Eyes
D. Cares for Nose

E. Cares for Ears

I
I

F. Difficulties Apparent for C, D, & E
(be specific)

G. Shaving

1. Boys
a. Pace
b. TUse of Razor

2. Girls
a. Under Arms
b. Legs

3. Other Difficulties in Shaving (be
specific)

[
|

Q 1538‘
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H.

K.

L

M.

Tooth Care

1« Can Apply Toothpaste on Brush

2. Can Brush Adequately, With Supcrvision

3. Can Apply Toothpastc and Brush
Thoroughly

L. Other Difficulties

Feminine Hygicne

1. Can Carc For Self During Menstruation

2. Rclate Areas of Difficulty (be very
specific)

Hair Care and Styling

1. Washing Hair

2. Brushing Hair

3. Parting

L. Setting and Rolling

S. Combing and Arranging

6. Length of Hair

7« Teasing

8. Using Hair Tonics, Sprays, ctc.

9. Other Difficultiecs Related to Hair
Care

Nail Carc

1+ Keeps Nails Cut

2, Keeps Nails Cloan
3. Other Difficulties

Using Accessories and Colognes
1. State Specific Difficulties

Makeup

1. Application

2. Lipstick (girls)

3. State Specific Difficulties
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ITI. Orientation and Mobility

A. Travels in Cottage

|

B. Campus Travel
1. Travels with Help
2. Travels Alone

C. Gecneral Posture
1. Erect
2. Slumped

D. Other Apparent Diffi'iculties Reclated
to Travel

III. Dressing and Undressing
A. Can Dressg Self With Help
B. Can Undress With Help

C. Difficulties in Dressing and Undressing

IV. Care For Personal Belongings and Maintaining
Room

A. Keeps Clothes Neat and Clean

Be. Can Use Hanger

C. Cares For Shoes

De Makes Bed Daily

E. Keeps Belongings in Proper Place
Fe Clcans and Tidies Room

G. Can Pack Clothes and Belcngings for
Travel
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V. Handling and Eating IMoods
A, Has Good Posture at Table
B. Can Use Good Manncrs

C. Proper Use of Utensils

1. ZXnife
2. Fork
3. Spoon

D. Passes and Serves Food
E. Can Use Condiments

F. Pours Liquids

PP
IO I R

G. Other Specifie Problems in Eating

VI. Socializing
A. Makes Introductions
B. Can Carry on Conversations
Ce. Has General Social Courtesies
D. Ability to Use Telephone
E. Skills and Manners
F. Blindisms, Facial Exprcessions and Gestures
1. Apparent Blindisms

2. Ability to Use Facial Expressions
3. Ability to Use Appropriate Gestures

NERIRE N
NN ERI
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APPENDIX IT: ACHIEVEMENT LEVELS AND COTTAGE PARENT SHIFT
RESPONSIBILITIES

The contents of this manual have been assigned an
optimum level of achievement: Primary, Intermediate;, and
Secondary. The reader is cautioned in assuming that each
cehild will be at his appropriate level equaling his chrono-
logical age.

The specific living skills have also been divided
into "most appropriate time for instruction” catagories

according to the work shifts of the cottage parent gtaff.
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KEY

Level

P -~ Primary

I - Intermediate
S <~ Secondary

Cottage Parent Shift

A - 6:00-2:30
B -~ 1:30-10:00
C -~ 10:00-6:00

Level Shift

SECTION ONE: CARING FOR PERSONAL NEEDS
PART I: BATHING AND PERSONAL HYGIENE

P A-B 1. Toilet Training
P A-B__ 2. Washing Face and Hands
D A-B 3. Tub Bathing
P A-B li. Shower Bathing
P A-B 5. Caring for Ears.
P A-B 6. Caring for Nose
P-I-S A-B 7. Caring for Eyes
I-S A-B 8. Using Deodorant
I-3 A-B 9. PFeminine Hygiene
I-s B 10. Shaving-Girls
I-S A 11. Shaving-Boys
P~-I-S A-B 12. Dental Care
PART II: DRESSING AND UNDRESSING
P-I A-B 1. PFasteners
2., Socks
P A a. Boys
P A b. Girls
I-S A-B c. Nylons
I-S A-B 3. @Girdles & Garter Belts
P-I-8 A-B lt. Shoes - Selection
P-T-S A-B 5. Shirts, Blouses, Dresses that Button
to Hems, Cardigan Sweaters & (Coats
I-S A-B 6. Neckties
P A T« Slacks
P A 8. Underpants and Shorts
P A 9. Slips, Urndershirts, Pullover Sweater,
Pull on Skirts
I-3 A 10. Brassieres
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T.evel Shift
SECTION TW0: GOOD GROOMING & PERSONAL
APPEARANCE
1. Hair Care & Styling
P-I-S A-B a. Brushing
P-I-S A-B b. Parting
I-S A-B c. Hair Spray
I-S A-B d. Setting and Rolling
I-S A-B ce Teasing
P A-B f. Washing
S A-B___ 2. Makeup
I-S A-B 3. Manicure
P-I-S A-B L. Use of Mirrors
I-S A-B 5. Selection of Accessories & Perfume
P A-B 6. Color Coordination of Clothing
P A-B 7. Identifying Clothing
P A-B 8. Posture
SECTION THREE: CARING FOR PERSONAL BELONGINGS
AND MAINTAINING A NEAT ROOM
P-I-S A-B 1. Keeping Clothes Neat & Clean
P-I-S A-B 2. Using Lint Removers
P-1 A-B 3. Polishing Shoes
P-I-S A-B L. Use of Clothes Hanger
P-I B 5. Folding Clothes
S B 6. Making Minor Clothing Repairs
3 B 7. Washing & DPrying Clothes
S B 8. Ironing
P A-B 9. Putting Away Toys
P A 10. Bed Making
I A~-B 11. Packing
SECTION FOUR: SOCIALIZING
I A-B 1. Introductions
"P-I-S A-B 2. Conversations
P-TI-S A-B 3. Telephone Skills
P-I-S A-B L. Blindisms, Facial Expressions
' and Gestures
P-I-S A-B 5. Social Activities
1-S B 6. Dating

[AW
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Level Shift

P-I-3 A-B
S__ A-B
1-5 A-B
1-8 A-B
I-5 A-B
I=S  A-B__
S A-B
I-S A-B
S B

P A-B
P B

P A-B
P A-B
P A-B
I A-B
P A-B
P-I-3 A-B
P-I-S A-B
P-I-S A-B
P-I-S A-B
I-S A-B
S B
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SECTION FIVE: PERFORMING HOUSEHOLD CHORES
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Yashing & Drying Dishes

Use of Dishwasher

Dusting and Polishing of Furniture
Cleaning Floors and Carpeting
Using = Dry NMop

Wet Mop

Waxing Floors

Cleaning Bathroom

Refrigerator & Freezer Compartrents
Bottles (Lids)

Snap Top Cans

Screw on Lids

Opening Boxes

Opening Milk Cartons

Can Openers

Cellophane Bags & Wrappers

SECTION SIX: HANDLING 4 EATING FOODS AND

oviFEwn =

DINING OUT IN PUBLIC

Table Etiquette

Cutting & Spreading

Handling Specific Types of Foods
Restaurants

Menues

Tipping

e
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