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Who is a CCA Mentor?
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A CCA Mentor is an experienced CCA who 

provides guidance, support, and coaching to 

individuals who are pursuing a career as a CCA.  

Every CCA Mentor makes a significant impact to 

healthcare in Nova Scotia by developing and 

coaching the next generation of CCAs.

A CCA Mentor:

 Provides guidance, support, and coaching

 Acts as a trusted advisor and role model

 Shares insights and lived experiences

 Helps people to identify strengths and areas for 

improvement supporting growth and 

development

 Builds excitement

 Shapes the CCA workforce

A CCA Mentor makes a difference to the 

lives of every Nova Scotian who receives 

care by coaching and developing 

CCAs to be the best they can be.

Thank-you for making a difference.



Congratulations on being a CCA Mentor!
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Being selected as a CCA Mentor means you have the 

competencies, attitude, approach, and passion to be a 

leader amongst your peers. Your work ethic and 

dedication to providing care has made you a role model 

for the next generation of CCAs.

Each time you mentor a CCA Learner you are shaping 

the future of continuing care and benefiting the lives of 

aging Nova Scotian’s.

Thank-you for your commitment to making continuing 

care the best place to work and for being an 

exceptional role model.

Benefits of Being a CCA Mentor:

 Develop leadership and training skills

 Strengthen your communication and problem-
solving skills

 Gain new perspectives and ways of working

 Increase your self-awareness and personal 
development

 Expand your network and community

 Increase your job satisfaction and sense of 
belonging

 Make a significant impact to continuing care

 Gain recognition and credibility enhancing your 
reputation

 Advance your career 



Congratulations on being a CCA Mentor!
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Let’s make a difference

By being a CCA Mentor you are also making a 

difference to the lives of your community and 

helping others to gain a meaningful career as a 

CCA. 

Without your mentorship people would not be 

able to enter the workforce with the 

competencies, confidence, and experience they 

need to be successful.

By dedicating time to this training to develop your 

mentorship skills you are continuing to support a 

community of people to be strong competent 

CCAs.



Introduction
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This guide includes:
1. Introduction:

• Course outline and objectives

• Welcome and the “5 Ws” of training

• CCA Competency Framework

2. Overview of Revised Practicum Structure:

• Purpose and structure of the practicum

• Refresher of practicum roles & responsibilities

• Practicum features and tools

3. Practicum Guide: Detailed Break Down

• Introduction 

• How To Guide: Skills Checklist & CCA Behaviour and Essential Skill Tracker (BEST Tool)

4. New Practice Model:

• Introduction to the Practice Model “See One, Do One, Teach One”

• Phase Descriptions 

• Mentorship tips for effective mentoring

5. Supporting Practicum Documentation

• Identifying supporting documentation and components 

6. Wrap Up

By the end of this training 

CCA Mentors will be able to:

 Describe the revised practicum 

placement

 Define their roles and responsibilities during 

practicum placements

 Use the revised Practicum Guide

 Apply the new skills development practice 

model

 Complete supporting documentation
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 Who is this training for ? 

CCA Mentors who guide and support CCA Learners from the 
CCA Program

 What is this training for ? 

To use the new Practicum Guide 

 When should I complete it by ? 

Prior to supporting a CCA Learner in a practicum placement

 Where do I complete this training?

Online, self-directed 

 Why do I need this training ? 

The structure and tools used for mentorship have been updated

Welcome to the CCA Mentor Tool Training!



CCA Competency Framework
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The CCA Competency Framework (Framework) 

defines the knowledge, skills, abilities, and behaviors 

of a CCA.

The Framework was re-designed to provide clarity to 

the role of the CCA in Nova Scotia. The Framework is a 

key component of the CCA Standards of Practice, 

which is used to set the minimal professional practice 

expectations of the CCA job.

The Framework is the foundational tool that was used 
to revise and align the CCA Program and the 

practicum placements.

The Practicum Guide uses the Framework as the list of 

behaviours, skills, and tasks required to be verified 

through the practicum placements. CCA Mentors will 

be coaching, guiding and supporting CCA Learners in 

developing and applying the skills specified in the 

Framework.

Communication

Safety

Ethical Practice

Advocacy

Core

Personal Care

Care Plan Application

Social & Mental Wellbeing

Maintaining the Care Setting

Medication Assistance

Safe Handling & Mobility

Mealtime Assistance

Functional

Extended

Practice
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Used for the list in the CCA Behaviour and 

Essential Skill Tracker (BEST Tool). 

CCA Competency Framework

Essential Skills / Attributes Behaviours

Interpersonal 

Communication
Collaboration Self-Awareness

Decision Making Adaptability Resilience

Attention to Detail Time ManagementCultural Humility

Problem-SolvingCritical Thinking 

Demonstrates care and respect 

towards others

Shows compassion and cultural 

sensitivity to a persons’ needs, 

preferences, and emotions

Communicates effectively and 

respectfully verbally and non-

verbally

Displays a positive, friendly, 

helpful, courteous attitude

Respects confidentiality through 

honesty, ethics, and reliability

Functions as an effective team 

player that actively contributes, 

offers support, and is dependable 

and accountable

Applies critical thinking by 

identifying a problem, gathering 

information, evaluating the 

information, and formulating a 

decision for action

Adapts effectively to change 

with a positive attitude

Applies stress management 

techniques by recognizing how 

one’s approach, values and 

preferences impact care

Engages in continuous learning 

by advocating for learning 

opportunities to continuously 

enhance skills and knowledge

Establishes and maintains an 

individualized approach to care 

through EDIRA and person-

centered communication

Applies time management 

strategies through punctuality, 

preparedness, and prioritizing 

workloads 

Applies health related knowledge 

when assessing and providing 

care in accordance with the 

CCA Standards of Practice

Promotes independence by 

supporting individual capabilities, 

needs, and preferences

Advocates for a persons’ needs, 

preferences, and changes in 

condition verbally and in writing 

using appropriate language and 

reporting processes
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Identified technical skills and task in each job 

function was used for the list in the Skills 

Checklist. 

CCA Competency Framework

Mealtime Assistance

Supporting 

Nutritional Intake
Planning and 

preparing Meals

Assisting with 

adaptive feeding 

devices

Following therapeutic 
diets & culturally 

appropriate meal 
requirements

Promoting nutrition 

& healthy eating 

habits

Assisting with 

feeding (partial & 

complete)

Communication      Safety      Ethical Practice      Advocacy

Preventing and/or 

responding to 

choking  

Cooking food

Preparing food

Following food 

handling 

guidelines

Core

Functional

Job 

Functions

Technical 

Skills and 

Tasks

Supporting co-

planning + 

preparing meals

Safe Handling & Mobility

Positioning Transferring Mobilizing

Applying range of 

motion exercises

Applying 

Transferring 

techniques

Applying 

Positioning 

techniques

Assisting with 

positioning 

equipment

Assisting with 

ambulation

Assisting with 

mobility 

equipment

Assisting with 

transferring 

equipment

Injury Prevention & 

Interventions

Preventing and/or 

responding to falls

Applying skin 

integrity 

procedures

Applying skin 

integrity protocols

Person-Centered          Meaningful Engagement       EDIRAPhilosophy of 

Care

A
ttrib

u
te

s / E
sse

n
tia

l S
k
ills

B
e

h
a

v
io
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CCA Competency Framework

Take a few minutes and review the 

CCA Competency Framework.

Familiarize yourself with the 

definitions of the CCA Essential Skills  

to support your ability to observe 

and track these skills being 

demonstrated throughout the 

practicum placements.

Essential Skill Definitions

Interpersonal Communication: Ability to receive, understand, consider, and share information and ideas through 

speaking, listening, and interacting with others.

Collaboration: Ability to contribute and support others to achieve a common goal by working well with others, 

valuing diversity and inclusivity, and engaging in positive productive discussions. 

Self-Awareness: Ability to be recognize one’s own personality, character, and feelings including strengths, 

weaknesses, thoughts, behaviors, beliefs, motivation, and emotions

Decision Making: Ability to understand information to make a timely judgement considering their responsibility 

and the consequences.

Adaptability: Ability to achieve or adjust goals and behaviours when expected or unexpected change occurs.

Resilience: Ability to recover from difficulties or changes, one has had to face, to bounce back and then move 

forward.

Cultural Humility: Ability to engage in self-reflection to understand personal and systemic biases and privilege to 

develop and maintain respectful processes and relationships based on mutual trust.

Attention to Detail: The quality of being meticulous in the execution of tasks ensuring accuracy, precision, and 

completeness.

Time Management: Ability to organize one's own time across several tasks at once and be able to set priorities 

and allocate time efficiently in order to meet deadlines.

Critical Thinking: Ability to analyze information and use logic to address issues and problems.

Problem-Solving: Ability to identify, analyze, propose solutions, and make decisions. 
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REVISED
PRACTICUM STRUCTURE

Introduction Practicum Structure Practicum Guide Practice Model Documentation Wrap Up
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• CCA Learner: a person is who enrolled in the CCA Program, a new term used to replace student.

• Catch-em being their best: a moment where a CCA Learner is demonstrating a CCA essential skill or behaviour that is observed, acknowledged and praised. 

• Clinical Placement: first placement that occurs focused on skill assessment with an Instructor and skill development with a CCA Mentor

• Instructor: CCA Learners' teacher from their CCA Program

• Mentorship Placement: second and third placement that occurs focused on skills application with a CCA Mentor

• Open Placement: selected by a CCA Learner from a list of SLTC approved placement sites and will vary by Learner

• Placement Site: the place where the practicum is occurring (your workplace)

• Placement Site Representative: an assigned individual overseeing the practicum from the placement site (a member of your team)

• Practicum Guide: resource and tool that describes the practicum placement and includes the required Skills Checklist, CCA Behaviour & Essential Skills tracker (BEST 
Tool), and documents to be completed

• Practice Model: mentorship training model used during the skills development that has 3 phases: see, do, teach one

• Rotational: two separate things are happening at the same time and a CCA Learner is moving between the two parts (Skills Assessment and Skills Development)

• Skills Development: when a CCA Learner is still in the learning phase and is developing their skills with a CCA Mentor

• Skills Application: when a CCA Learner has completed most of their learning and is in the application phase where they lead care applying skills more independently 
under the observation of a CCA Mentor

• Skills Assessment: when a CCA Learner is demonstrating skills independently and being assessed for overall proficiency by an Instructor

Key Definitions

The following definitions will support you through your training: 
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Purpose:

 Gain real world experience

 Have skills assessed by an 

Instructor with real people

 Observe and learn from 

experienced CCA Mentors who 

are doing the job

 Have CCA competencies verified 

by peers and leaders in the 

workplace to confirm learners are 

ready to work as a CCA

 Get excited about a future career 

as a CCA

Purpose of the Practicum

CCA Learners are paired with a CCA Mentor and 

complete their required placements with ongoing 

supervision (direct and indirect) from an Instructor.

CCA Learners are practicing applying their skills they 

have developed in the classroom and lab to a workplace.

CCA Learners have their skills assessed by their Instructor 

and gain job-shadowing and coaching opportunities from 

CCA Mentors. 



Delivery: 
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Purpose of the Practicum

Course 1 
CCA 

Fundamentals

Course 2 
Practicum 
Essentials

Couse 3 
DUTJ

Course 4 
Personal Care

Course 5 
Safe Handling 

& mobility

External Certificates: First Aid & CPR, WHMIS, OH&S, Food Handling

Course 6: Clinical Placement: 108 Hours

LEAP
Course 7

Integrative 
Skills: Part 1

Course 8 
Body 

Structures & 
Functions

Course 9
Social & 
Mental 

Wellbeing

Course 10
Mealtime 
Assistance

Course 11
Medication

Course 7
Integrative 
Skills: Part 2

Course 6: Mentorship Placement

40 Hours Home Care, 56 Hours Open

Course 7
Integrative 
Skills: Part 3

The practicum program occurs at two times 
within the CCA Program. 

CCA Learners develop and practice CCA 
competencies across courses 1-5 with theory, 
simulated, and lab-based learning. 

First practicum is the Clinical Placement that 
is rotational between skills assessment with an 
Instructor and skills development with a CCA 
Mentor.

CCA Learners then go back to school and 
complete courses 7-11 gaining more training.

Second practicum includes two placements 
of Home Care and Open to end the program. 
During this placement period CCA Learners 
have an opportunity to go back to the 
classroom for 6 hours and connect with the 
Instructor and their peers to review their 
progress and gain feedback to complete 
their remaining mentorship placement hours. 
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Practicum Structure

Mentorship Placement:  
2 Locations

Home Care 40 hours & Open 56 hours 

Clinical Placement: Rotational 
108 Hours

• Rotational placement of Skill Assessment & Skills Development

• Direct supervision with Instructor 1:8 in a SLTC approved nursing home

• Skills Assessment completed by Instructor 1:1 requiring a pass to 

practice skills using the Practice Model “do, teach one”

• Skills Development completed by CCA Mentor using the Skills 

Development Practice Model “see, do, teach one”. 

• Required to Pass to participate in Mentorship placement and to 
graduate.

Practicum

• Completing placement hours in Home Care and Open 

• Guidance, coaching, and support provide by a CCA Mentor 

• Focuses on applying skills where learner is leading care

• Support provided for navigating challenging or new situations

• Occurs across different environments to gain experience

• Required to be completed (satisfactory) to graduate

Skills Assessment & 
Skills Development

Skills Application

Objective

Description

Objective

Description

• Technical based training focused on developing and assessing skills

• Ensures safety and competency to engage with people in care and 

participate in the Mentorship Placement

Purpose

• Learner is leading care demonstrating competencies at entry-level

• Receiving guidance for navigating challenges and gaining insights for 

working across different environments

Purpose

1st Placement 2nd & 3rd Placement



17
Key Partners

Practicum Roles & Responsibilities

Key Partners High-level responsibilities

CCA Learner

• Brings their Practicum Guide everyday

• Communicates training needs and level of support

• Actively participates in their learning

CCA Mentor

• Models best practices

• Creates opportunities for a CCA Learner to engage and 

practice

• Provides coaching and guidance

• Provides positive constructive feedback 

• Ensures Skills Checklist and BEST Tool completed

Instructor

• Assesses skills prior to Skills Development and Mentorship 

Placement

• Provides supervision and oversight to CCA Learners and CCA 

Mentors

• Monitors and supports CCA Learners’ performance

Placement Site 
Representative

• Coordinates CCA Mentors to CCA Learners

• Provides training and support to CCA Mentors

• Oversees CCA Mentor and CCA Learners’ performance

• Validates placements have been completed 

Educator

• Coordinates placements

• Ensures CCA Learners eligibility

• Ensure practicum placements are completed successfully

There are key partners that are needed 
to delivery the Practicum Placements. 
The partners work as a collaborative 
team with a primary goal to support the 
CCA Learner in completing their 
practicums through positive learning 
experiences.

Partners communicate, observe, 
provide feedback, and foster a safe 
engaging training environment. 

Identifying when support is needed is a 
key responsibility for all partners for the 
overall success of the training 
experience for CCA Learners.

Key partners should always catch-em 
being their best as much as possible!
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Key Features of the Practicum:

Practicum Features & Tools

• Direct supervision by an Instructor

• Skills are assessed and verified by an Instructor

• When not being assessed, rotates with Skills Development

• Multiple assessment attempts provided for each CCA Learner as 

needed

• Direct skill training by an Instructor

• Tool: Skills Checklist - Skills Assessment & BEST Tool

• Job-Shadowing with a CCA Mentor demonstrating skills “see one” as 

many times as possible

• CCA Mentor provides descriptions, insights, instructions of what, how, 

and why they are doing things

• CCA Learner practices skills “do one” as many times as possible once 

assessed by Instructor in Skills Assessment

• CCA Mentor explores a CCA Learners understanding of what they are 

doing “teach one” as many times as possible 

• CCA Mentor and CCA Learners identify skills that need development 

and target their practice where needed

• Tool: Skills Checklist -Skills Development & BEST Tool

Skills Assessment Skills Development

Clinical Placement: 108 Hours
• 1st time CCA Learner is entering the workplace

• CCA Learners are never left alone and do not engage with a person in care without an Instructor or CCA Mentor 

    next to them

• Lots of communication and question asking

• Coaching through modeling, collaborative practice, and debriefing with positive feedback 

• Continuous practice using the practice model (see, do, teach one) as many times as possible

• Positive engaging environment that creates a safe learning space

• Catch them being their best: BEST Tool (tracking for 5 occurrences)
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Key Features of the Practicum:

Practicum Features & Tools

Mentorship Placement: 96 Hours
• CCA Learners re-enter the workplace and experience applying their skills in new environments

• CCA Learners are never left alone and do not engage with a person in care without a CCA Mentor with them

• CCA Learners gradually step in as the person leading care spending majority of time as the lead

• Instructors provide indirect supervision and are accessible for support if needed

• CCA Mentors work as a team by completing the one Skills Checklist: Mentorship column collectively across all the 

    placements

• Positive engaging environment creating a safe learning space

• Catch them being their best: BEST Tool (tracking for 5 occurrences)

• Coaching of environment specific skill application and navigation / application techniques for challenging situations

• Guidance from a CCA Mentor is provided via instructions, tips, reminders

• CCA Mentors provide corrections and demonstrations when needed

• CCA Learners are consistently demonstrating their ability to perform skill/task until they reach entry-level proficiency

• CCA Mentors validate when a CCA learner has reached entry-level proficiency by signing off on the skill/task

• Some skills are only validated in specific environments as specified on the Skills Checklist: Mentorship column

• CCA Learners continue to practice skills that have already been validated as many times as possible

• Tool: Skills Checklist – Mentorship & BEST Tool

Home Care: 40 Hours Open: 56 Hours
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Practicum Guide: 

Detailed Break Down

Introduction Practicum Structure Practicum Guide Practice Model Documentation Wrap Up



21
What’s inside:

Practicum Guide Introduction

 Description & Purpose: outlines what it is and why it is important

 Directions: details the structure and the roles and responsibilities for all key partners

 Practice Model: details  see, do, teach one model and how to use it

 Operational Requirements: specifies what needs to happen before, during and after 
placements

 Skill Proficiency & Conduct: identifies the supporting documents that are available to monitor 
and report on performance and behaviour

 Documentation Requirements: specifies and includes the Placement Evaluation Forms are 
required to be filled in and signed by Placement Site Representatives and Instructors

 Skills Checklist: includes three columns: Skills Assessment, Skills Development, and Mentorship 
that instructors and CCA Mentors sign with their initials to verify skill demonstrated at entry-level

 CCA Behaviour & Essential Skill Tracker (BEST): form used to track catch them being their best 
moments completed by Instructor and CCA Mentors to sign that 5 occurrences have been 
observed

 Placement Feedback Form: key partners can complete this form to provide feedback to the 
learner in writing if verbal feedback is not effective.

 Program Violation Form: completed by Placement Site Representative or Instructor to 
document when a violation has occurred and identifies corrective actions

Review the Practicum Guide 

now to get familiar with the 

content and tools.
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How to use it:

Practicum Guide Introduction

There are 3 ways to use the Practicum Guide:

 Reference Resource

 Tools

 Forms

Contains detailed information for 

key partners to delivery the 

practicum. When there is a question 

about delivery, responsibilities, using 

forms, etc. read the Practicum 

Guide first.

Contains 2 tools that are printed out 

and brought each day to the 

placement:

• Skills Checklist

• BEST Tool

Contains forms that can be used by 

various key partners: 

• Placement Evaluation Form 

(required)

• Placement Feedback Form 

(optional)

• Program Violation Form 

(optional)

Reference Resource Tools Forms
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How to use the Skills Checklist

Practicum Guide: How to

The Skills Checklist is the primary tool used 
by CCA Mentors. The Skills Checklist is 
structured like the Framework by 
Functional Competency, Job Functions, 
and Technical Skills / Tasks.

There are 3 columns used for tracking and 
verifying that the CCA Learner has 
demonstrated each skill at entry-level: 

 Skills Assessment

 Skills Development

 Mentorship

Skills Assessment column is used by the 
Instructor during Clinical Placement Skills 
Assessment. 

Skills Development is used by the CCA 
Mentor during Clinical Placement Skill 
Development rotation.

Mentorship is used by the CCA Mentor 
during Home Care and Open placements.

Columns for initials

Mealtime Assistance
Skills 

Assessment
Skills Development Mentorship

S
u

p
p

o
rt

in
g

 N
u

tr
it

io
n

a
l 
In

ta
k
e

Follows food handling guidelines. See       Do       Teach
Home Care

Positions / re-positions for food. See       Do       Teach

Supports a person with partial assistance with food. See       Do       Teach

Supports a person with full assistance with food. See       Do       Teach

Uses adaptive feeding devices. See       Do       Teach

Use visual impairment techniques for assistance with 

food.
See       Do       Teach

Takes measures to prevent choking. See       Do       Teach

Documents eating difficulties properly on appropriate 

forms using accurate terminology.
See       Do       Teach

Documents food and fluid intake properly on 

appropriate forms using accurate terminology.
See       Do       Teach

P
la

n
n

in
g

 &
 P

re
p

a
ri

n
g

 M
e
a
ls

Cooks and serves snacks and meals to meet personal-

specific nutritional needs and preferences: 

• Food sensitivities 

• Limited food choices

• Special diets

• Texture modifications

▬ ▬

Home Care

Follows therapeutic diets and culturally appropriate 

meal requirements.
▬ ▬

Home Care

Engages and includes a person in care in the planning 

and preparing of meals to follow personal preferences.
▬ ▬

Home Care

Uses kitchen tools and appliances appropriately. ▬ ▬
Home Care

Stores food according to food safety principles including 

packaging and dating.
▬ ▬

Home Care

Technical 

Skills/Tasks

Job 

Functions

Functional Competency
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How to use the Skills Checklist

Practicum Guide: How to

The Skills Checklist identifies if a technical skill/task is not required 

to be included in the practicum placement with 

a symbol -. These skills have not yet been taught in the 

classroom and will be practiced during Mentorship only.

There are certain technical skills/tasks that are more relevant to 

be demonstrated during the Home Care Mentorship. These skills 

are identified with a Home Care title listed in the Mentorship 

column. 

CCA Mentors providing mentorship during the Open Placement 

are not required to verify the Home Care identified skills. 

-

Home Care
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Sample: Skills Checklist

Practicum Guide: How to

Mealtime Assistance
Skills 

Assessment
Skills Development Mentorship

S
u

p
p

o
rt

in
g

 N
u

tr
it

io
n

a
l 
In

ta
k
e

Follows food handling guidelines. See       Do       Teach
Home Care

Positions / re-positions for food. See       Do       Teach

Supports a person with partial assistance with food. See       Do       Teach

Supports a person with full assistance with food. See       Do       Teach

Uses adaptive feeding devices. See       Do       Teach

Use visual impairment techniques for assistance with 

food.
See       Do       Teach

Takes measures to prevent choking. See       Do       Teach

Documents eating difficulties properly on appropriate 

forms using accurate terminology.
See       Do       Teach

Documents food and fluid intake properly on 

appropriate forms using accurate terminology.
See       Do       Teach

P
la

n
n

in
g

 &
 P

re
p

a
ri

n
g

 M
e
a
ls

Cooks and serves snacks and meals to meet personal-

specific nutritional needs and preferences: 

• Food sensitivities 

• Limited food choices

• Special diets

• Texture modifications

▬ ▬

Home Care

Follows therapeutic diets and culturally appropriate 

meal requirements.
▬ ▬

Home Care

Engages and includes a person in care in the planning 

and preparing of meals to follow personal preferences.
▬ ▬

Home Care

Uses kitchen tools and appliances appropriately. ▬ ▬
Home Care

Stores food according to food safety principles including 

packaging and dating.
▬ ▬

Home Care

Not Required for Skill 

Assessment

Technical skill/task is for 

Home Care only

Not Required for Skill 

Development

CCA Mentors in Open do 

not need to complete 

these
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How to use the Skills Checklist: Skills development

Practicum Guide: How to

Skills development is completed by CCA Mentors. There can be 
several CCA Mentors who collaboratively complete this checklist. 

A CCA Mentor will first check the Skills Assessment column to see if 
the skill has been verified and initialed by the Instructor.

If the skill has not been initialed by the Instructor, the CCA Mentor 
can only remain in the see phase of the practice model for skills 
development.

If the skill has been initialed and therefore verified by the Instructor 
the CCA Mentor can have the CCA Learner move between all the 
phases of the practice model: see, do and teach one.

There will be 3 initials in the skills development column from CCA 
Mentor(s). An initial is given when a CCA Mentor deems the CCA 
Learner has seen the skill (see one), practiced the skill (do one), 
and taught the skill (teach one) at entry-level proficiency. 

Entry-level proficiency means the CCA Learner successfully and 
safely, with independence, practiced the skill (do one) and taught 
the skill (teach one) at a beginner level.
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Sample: Skills development

Practicum Guide: How to

Mealtime Assistance
Skills 

Assessment
Skills Development Mentorship

S
u

p
p

o
rt

in
g

 N
u

tr
it

io
n

a
l 
In

ta
k
e

Follows food handling guidelines. See       Do       Teach
Home Care

Positions / re-positions for food. See       Do       Teach

Supports a person with partial assistance with food. See       Do       Teach

Supports a person with full assistance with food. See       Do       Teach

Uses adaptive feeding devices. See       Do       Teach

Use visual impairment techniques for assistance with 

food.
See       Do       Teach

Takes measures to prevent choking. See       Do       Teach

Documents eating difficulties properly on appropriate 

forms using accurate terminology.
See       Do       Teach

Documents food and fluid intake properly on 

appropriate forms using accurate terminology.
See       Do       Teach

P
la

n
n

in
g

 &
 P

re
p

a
ri

n
g

 M
e
a
ls

Cooks and serves snacks and meals to meet personal-

specific nutritional needs and preferences: 

• Food sensitivities 

• Limited food choices

• Special diets

• Texture modifications

▬ ▬

Home Care

Follows therapeutic diets and culturally appropriate 

meal requirements.
▬ ▬

Home Care

Engages and includes a person in care in the planning 

and preparing of meals to follow personal preferences.
▬ ▬

Home Care

Uses kitchen tools and appliances appropriately. ▬ ▬
Home Care

Stores food according to food safety principles including 

packaging and dating.
▬ ▬

Home Care

3 initials required

This is skill is completed

Not initialed and not 

verified

CCA Mentors are required to 

complete the skills 

development column 

collecting 3 initials for 

required skills. 

Once all three initials are 

collected skills should still be 

practiced across all phases 

for additional learning 

opportunities.

Can only do See One

Can do all phases

Not required

Check for skill being 

verified with an initial



Mentorship is completed by CCA Mentors. There can be several 
CCA Mentors who collaboratively complete this checklist. Only 1 
initial / sign off is required for each skill across all placements. 

At this point, the CCA Learner has completed their training in the 
classroom and is now applying their skills across workplaces. CCA 
Mentors are providing coaching and support for CCA Learners to 
gain experience in a particular workplace and experience how 
their skills are used and applied in that workplace. CCA Learners 
will be demonstrating and practicing skills multiple times until they 
reach entry-level proficiency for verification from the CCA Mentor.

CCA Mentors in Home Care should review the list and start with the 
skills that are identified for Home Care to ensure they are verified.

An initial and verification is only given when the CCA Learner has 
demonstrated the skill at entry-level proficiency. 

Entry-level proficiency means the CCA Learner lead care and 
successfully and safely with independence applied the skill. 
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How to use the Skills Checklist: Mentorship

Practicum Guide: How to
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Sample: Mentorship

Practicum Guide: How to

Mealtime Assistance
Skills 

Assessment
Skills Development Mentorship

S
u

p
p

o
rt

in
g

 N
u

tr
it

io
n

a
l 
In

ta
k
e

Follows food handling guidelines. See       Do       Teach
Home Care

Positions / re-positions for food. See       Do       Teach

Supports a person with partial assistance with food. See       Do       Teach

Supports a person with full assistance with food. See       Do       Teach

Uses adaptive feeding devices. See       Do       Teach

Use visual impairment techniques for assistance with 

food.
See       Do       Teach

Takes measures to prevent choking. See       Do       Teach

Documents eating difficulties properly on appropriate 

forms using accurate terminology.
See       Do       Teach

Documents food and fluid intake properly on 

appropriate forms using accurate terminology.
See       Do       Teach

P
la

n
n

in
g

 &
 P

re
p

a
ri

n
g

 M
e
a
ls

Cooks and serves snacks and meals to meet personal-

specific nutritional needs and preferences: 

• Food sensitivities 

• Limited food choices

• Special diets

• Texture modifications

▬ ▬

Home Care

Follows therapeutic diets and culturally appropriate 

meal requirements.
▬ ▬

Home Care

Engages and includes a person in care in the planning 

and preparing of meals to follow personal preferences.
▬ ▬

Home Care

Uses kitchen tools and appliances appropriately. ▬ ▬
Home Care

Stores food according to food safety principles including 

packaging and dating.
▬ ▬

Home Care

CCA Mentors are required to 

initial and verify each skill 

one time across all 

placements. 

Once all initials are collected 

skills should still be practiced 

for additional learning 

opportunities.

Mealtime Assistance
Skills 

Assessment
Skills Development Mentorship

S
u

p
p

o
rt

in
g

 N
u

tr
it

io
n

a
l 
In

ta
k
e

Follows food handling guidelines. See       Do       Teach
Home Care

Positions / re-positions for food. See       Do       Teach

Supports a person with partial assistance with food. See       Do       Teach

Supports a person with full assistance with food. See       Do       Teach

Uses adaptive feeding devices. See       Do       Teach

Use visual impairment techniques for assistance with 

food.
See       Do       Teach

Takes measures to prevent choking. See       Do       Teach

Documents eating difficulties properly on appropriate 

forms using accurate terminology.
See       Do       Teach

Documents food and fluid intake properly on 

appropriate forms using accurate terminology.
See       Do       Teach

P
la

n
n

in
g

 &
 P

re
p

a
ri

n
g

 M
e
a
ls

Cooks and serves snacks and meals to meet personal-

specific nutritional needs and preferences: 

• Food sensitivities 

• Limited food choices

• Special diets

• Texture modifications

▬ ▬

Home Care

Follows therapeutic diets and culturally appropriate 

meal requirements.
▬ ▬

Home Care

Engages and includes a person in care in the planning 

and preparing of meals to follow personal preferences.
▬ ▬

Home Care

Uses kitchen tools and appliances appropriately. ▬ ▬
Home Care

Stores food according to food safety principles including 

packaging and dating.
▬ ▬

Home Care

Only required for 

Home Care

Priority skills to focus on to 

receive verification for 

entry-level

Initialed skills can still be 

practiced

Home Care CCA Mentors 

priority



The BEST Tool, CCA Behaviour and Essential Skills Tracker, is completed 
by Instructors and CCA Mentors. It is used to catch CCA Learners being 
their best and demonstrating CCA Behaviours and Essential Skills.

The tracker is completed by Instructors and CCA Mentors by recording 5 
checkmarks for each CCA behaviour and each CCA Essential skill across 
the placement:

 5 behaviours and 5 essential skills for Clinical Placement

 5 behaviours and 5 essential skills for Mentorship Placement (Open 
and Home care combined)

A CCA Mentor should always be watching a CCA Learner to catch them 
being their best and identify a behaviour or essential skill, provide praise, 
and record a checkmark. Once all 5 are recorded, a CCA Mentor 
continues to catch them being their best but no longer is required to 
track the occurrence.

CCA Mentors should be constantly reviewing the BEST tool and providing 
praise to the CCA Learner when observation takes place and providing 
feedback on ways of demonstrating a behaviour or using an essential 
skill when occurrences are not consistently happening.

CCA Mentors will use this tracker daily to integrate behaviours and 
essential skills into practice.

30
How to use the BEST Tool

Practicum Guide: How to

Review the Essential Skills 

Guide now to get familiar with 

the breakdown of these skills and 

learn the words to use and what to 

be looking for! This guide is used in 

the CCA Program.
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Sample: BEST Tool

Practicum Guide: How to

Be sure to model these and 

provide feedback on ways 

to integrate them into 

practice.

Once all checkmarks are 

collected for behaviours and 

essential skills, they should 

still be identified and 

practiced across the 

placement.

CCA 

Behaviours

Demonstrates care and 

respect towards others

Shows compassion and 

cultural sensitivity to a 

person’s needs, 

preferences, and 

emotions

Communicates 

effectively and 

respectfully verbally and 

non-verbally

Advocates for a person’s 

needs, preferences, and 

changes in condition 

verbally and in writing 

using appropriate 

language and reporting 

processes

Establishes and maintains 

an individualized 

approach to care 

through EDIRA and 

person-centered 

communication

Clinical ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Mentorship ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Displays a positive, 

friendly, helpful, 

courteous attitude

Applies critical thinking 

by identifying a problem, 

gathering information, 

evaluating the 

information, and 

formulating a decision for 

action

Adapts effectively to 

change with a positive 

attitude

Applies stress 

management techniques 

by recognizing how 

one’s approach, values, 

and preferences impact 

care

Engages in continuous 

learning by advocating 

for learning opportunities 

to continuously enhance 

skills and knowledge

Clinical ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Mentorship ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Respects confidentiality 

through honesty, ethics, 

and reliability

Applies time 

management strategies 

through punctuality, 

preparedness, and 

prioritizing workloads

Applies health related 

knowledge when 

assessing and providing 

care in accordance with 

the CCA Standards of 

Practice

Promotes independence 

by supporting individual 

capabilities, needs, and 

preferences

Functions as an effective 

team player that actively 

contributes, offers 

support, and is 

dependable and 

accountable

Clinical ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Mentorship ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

CCA 

Essential Skills Collaboration Self-Awareness Decision Making Adaptability Resilience

Clinical ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Mentorship ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Diversity Sensitivity Attention to Detail Time Management Critical Thinking Problem Solving

Clinical ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Mentorship ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓

Instructor & CCA Mentors 
observed 5 behaviours in 
Clinical. Tracking stops.

Key behaviour a CCA Mentor should 
discuss with CCA Learner to demonstrate in 

Mentorship more often

Key essential skill to 

focus on during 

Mentorship

Completed
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Reminders:

Practicum Guide: How to

 CCA Learners are never left alone with a person in care

 CCA Learners are responsible to bring their Skills Checklist and 
BEST Tool everyday, make sure to remind them

 CCA Learners are gaining real world experience and need your 
coaching, guidance, and insights to learn how to apply their 
skills in the workplace

 CCA Learners main objective is to be leading care throughout 
as much of the Mentorship placement as possible

 Communication with CCA Learners through instructions, advice, 
debriefing, positive feedback, and asking questions is critical to 
their success

 Identifying when support is need as soon as possible to key 
partners ensures CCA Learners receive additional support as 
quickly as possible

 CCA Mentors are leading by example

 Create a positive safe environment through communication, 
body language, test and try attitude, and a growth mindset
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Practice Model

Introduction Practicum Structure Practicum Guide Practice Model Documentation Wrap Up



This practice model is used in Clinical Placement during the skills development rotation. It is a scientific 

practice model, typically used in healthcare, that uses a structured hands-on approach to training. 

The practice model involves 3 phases. Each phase is completed before moving on to the next phase.

The practice model provides a structured approach to training. This approach focuses on skill 

repetition. A skill is repeated across phases and these phases increase in complexity getting harder 

and harder as an individual moves through the practice model.
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See One, Do One, Teach One (SODOTO)

Practice Model

Job 
Shadowing

•Observing

•Listening

•Hands-off

Practice

•Demonstrating

•Doing

•Hands-on

•Direct oversight

Teaching

•Talking

•Explaining

•Hands-off or 
hands-on

See 

One

Do 

One

1 2 3
Teach 

One
Practice 

Model



CCA Mentors will demonstrate and perform each 
of the technical skills/tasks. 

The CCA Mentor will physically show how the skill/task 
should be completed. They are demonstrating to the CCA 
Learner who is watching and observing. The CCA Learner is 
not touching or engaging with a person in care or 
equipment at this stage. This is eyes only. 

CCA Learners should be able to see the CCA Mentor 
complete the skill by standing directly next to or across 
from the CCA Mentor.

The CCA Mentor is also performing. The CCA Mentor is 
verbally giving detailed and specific explanations of each 
step they are taking to complete the skill. They are talking 
while they are walking through the skill. 

As much as possible CCA Mentors should be talking while 
demonstrating. If the skill, person in care, or situation 
prevents a verbal description of the specific steps (i.e. 
performing) the CCA Mentor should immediately debrief 
after the demonstration to provide a verbal description 
and walk through.
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Phase 1: See One

Practice Model

Job 
Shadowing

•Observing

•Listening

•Hands-off

Practice

•Demonstrating

•Doing

•Hands-on

•Direct oversight

Teaching

•Talking

•Explaining

•Hands-off or 
hands-on

See 
One

Do 
One

1 2 3
Teach 
One
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Phase 1: Mentorship Tips

Practice Model

 Ensure the person in care is aware and consents to participate

 Provide instructions to the CCA Learner so they know what is 
expected of them

 Provide an overview of what you are about to do 

 Ensure you can be seen by the CCA Learner

 Demonstrate the skill in steps pausing between key steps

 Complete the skill slowly and with intention

 Exaggerate what you are doing 

 Provide clear short verbal descriptions of what you are doing

 Provide the verbal descriptions between each step

• Describing while doing, or

• Describe and then do, or

• Do, and then debrief to describe immediately afterwards

 Encourage CCA Learners to interrupt by asking questions or 
clarifying what you are doing



After the CCA Learner observed the skill in Phase 1 
they move to Phase 2 Do One.

CCA Mentors will first verify that the Instructor has 
initialed and verified the skill on the Skills Checklist, skills assessment 
column, to confirm that the skill has been assessed and is 
approved to move to this phase.

CCA Mentors should be standing directly next to or behind the 
CCA Learner observing each demonstration. A CCA Mentor 
should be able to reach out and provide hand over hand support 
if needed.

When a CCA Mentor notices an error or an opportunity to provide 
corrections the CCA Mentor should pause the demonstration 
immediately and determine the best approach for coaching. 

Coaching approaches could be to provide verbal instructions, re-
demonstrate, or provide hand-over-hand where the CCA Mentor 
physically guides the CCA Learner through the skill demonstration.

Should a CCA Mentor feel uncomfortable about a CCA Learner 
demonstrating a skill they can first ask the CCA Learner to provide 
a verbal walk-through of the steps and approach before the 
demonstration. 

Phase 2 should be repeated as much as possible.
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Phase 2: Do One

Practice Model

Job 
Shadowing

•Observing

•Listening

•Hands-off

Practice

•Demonstrating

•Doing

•Hands-on

•Direct oversight

Teaching

•Talking

•Explaining

•Hands-off or 
hands-on

See 
One

Do 
One

1 2 3
Teach 
One
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Phase 2: Mentorship Tips

Practice Model

 Ensure the person in care is aware and consents to participate

 Provide instructions to the CCA Learner so they know what is expected of them

 Stand directly behind or next to the CCA Learner

 Ensure you can see what the CCA Learner is doing

 Pause the demonstration if there is an error or a correction that can be made as 
quickly as possible

 Provide coaching through either verbal, demonstration, or hand-over-hand

 Create multiple opportunities for each skill to be demonstrated

 Provide clear verbal reminders or prompts before and or during the demonstration

 Encourage CCA Learners to think about the skill, try it, pause, and correct during 
demonstrations

 Encourage CCA Learners to describe what they are doing before the 
demonstration

 Encourage open communication and asking questions before, during, and after 
demonstrations

 Provide feedback immediately to the Instructor if the CCA Learner is struggling to 
meet entry-level proficiency of the skill

 Initial the skill only when you feel it has been demonstrated at entry-level proficiency



After the CCA Learner has demonstrated the skill and received an initial 
from a CCA Mentor they move to the Phase 3 Teach One.

A CCA Learner should have observed and demonstrate the skill several times 
prior to this phase to ensure they have sufficient experience seeing, hearing, 
understanding and practicing the skill. 

Learners will verbally communicate the instructions, steps, and/or process for how to 
complete the skill. This phase is connecting the physical demonstration to the 
theoretical or process understanding of the skill. This is when the CCA Learner 
explains the skill, approach, and process to their CCA Mentor. They are instructing a 
peer on how to do it.

CCA Learners can complete this phase while they are demonstrating a skill (at the 
same time), or they can provide the teaching and description of the skill verbally 
without a demonstration.

CCA Mentors should be paying attention to specific details, asking probing 
questions such as what, how, when, why, to test the understanding of the skill. A 
CCA Learner should have entry-level descriptions and understanding of a skill and 
may not be able to provide significant detail or align specific theories or principles.

This phase can be completed like an interview using guiding questions such as:

• Tell me how you would complete this skill ?

• What are the steps you take ?

• What are the things you think about before and after ?

• Why do you complete this skill ?

• What should I remember when I am demonstrating this skill?
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Phase 3: Teach One

Practice Model

Job 
Shadowing

•Observing

•Listening

•Hands-off

Practice

•Demonstrating

•Doing

•Hands-on

•Direct oversight

Teaching

•Talking

•Explaining

•Hands-off or 
hands-on

See 
One

Do 
One

1 2 3
Teach 
One
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Phase 3: Mentorship Tips

Practice Model

 Ensure the person in care is aware and consents to participate

 Provide instructions to the CCA Learner so they know what is expected of them

 If demonstrating, stand directly behind or next to the CCA Learner

 Ensure you can see and or hear the CCA Learner 

 Pause the explanation if there is an error or a correction that can be made as 
quickly as possible

 Ask questions that gets the CCA Learner to think or consider something that is 
missing before giving them the correct answer

 Provide coaching through either verbal, demonstration, or hand-over-hand

 Create multiple opportunities to talk through and explain a skill 

 Ask questions to explore a CCAs understanding of the skill, approach, and process

 Encourage CCA Learners to test out answers and think aloud

 Provide a safe space through positive communication and body language for CCA 
Learners to try out answers and take on corrective feedback

 Provide feedback immediately to the Instructor if the CCA Learner is struggling to 
meet entry-level proficiency 

 Initial the skill only when you feel it has been demonstrated at entry-level proficiency
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Reminders:

Practice Model

 This is the first time CCA Learners are working with people in 
care so provide extra support and guidance

 CCA Learners are never left alone with a person in care

 Move through the phases in steps and initial each phase

 Provide several opportunities in each phase to build a CCA 
Learner’s ability to achieve entry-level

 Create as many opportunities as possible to go through all the 
phases even when completed

 Talking while doing is a key part of the practice model for CCA 
Mentors

 Ask questions with a curious positive tone and actively listen to 
the response

 Ask CCA Learners where they need to focus their practice

 Engage with the Instructor to provide feedback and request for 
support for tricker skills

 Create a positive safe environment through communication, 
body language, test and try attitude, and a growth mindset
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Documentation

Introduction Practicum Structure Practicum Guide Practice Model Documentation Wrap Up
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Practicum Forms

Documentation

There are 3 important forms that are a part of 

the Practicum Guide:

 Placement Evaluation Forms

 Placement Feedback Forms

 Program Violation Forms

• 3 forms 1 for each placement
• Completed by Instructor and 

Placement Site Representative
• Completed at the end of each 

placement
• CCA Learner submits forms to 

Instructor to graduate
• Instructor submits forms to register 

CCA Learner for CCA Certification 
Exam

• Any placement partner can 
complete this form

• Used for evaluation of skill 
development for any placement

• Used to provide feedback on 
performance if verbal feedback is not 
effective in developing a skill

• Submitted to Instructors and reviewed 
in 24 hours

• Completed by Instructor, CCA 
Learner or Placement Site 
Representative

• Completed when a violation of the 
expected conduct or behaviour has 
occurred 

• Submitted to the Educator within 24 
hours of the occurrence

• Includes warnings and corrective 
action plans

Placement Evaluation Placement Feedback Program Violation

These forms are used to document and 

communicate the completion of the practicum 

placements or to identify when support is 

needed. 

Different key partners complete and submit 

these forms.
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Placement Evaluation Forms

Documentation: Placement Evaluation

There are 3 Placement Evaluation Forms that must be 
completed to verify that the practicum placement has 
occurred. There is 1 form for each placement:

 Clinical Placement

 Open Mentorship

 Home Care Mentorship

Each form records information regarding the delivery of the 
placement including a list of all the CCA Mentors who 
supported the CCA Learner throughout the placement.

The Instructor provides the verification that the CCA Learner 
completed the Clinical Placement. The Placement Site 
Representative provides the verification for Open and Home 
Care Mentorships. 

All 3 Placement Feedback Forms are required to be completed 
and submitted by the CCA Learner to the Instructor to graduate 
from the CCA Program. These forms are required to be 
submitted to the CCA Certification Exam Administrator by the 
Instructor for a successful graduate to be eligible to register to 
write the CCA Certification Exam.

CCA Mentors should remind CCA Learners to have these forms 
completed and signed when the practicum is ending. 

Sample:
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Placement Feedback Forms

Documentation: Placement Feedback

The placement feedback form is an optional evaluation
 tool used by any key partner. The purpose of the form is
to provide written feedback regarding performance and
skill development. Some individuals may feel verbal feedback is 
not an effective way for them to learn and to change 
behaviours. A feedback form provides performance feedback 
in writing. 

A CCA Learner can also used this form to provide feedback for 
the CCA Mentor’s performance and to support with mentorship 
skill development. 

Feedback forms are sent to the Instructor as soon as they are 
completed. Instructors will review the form within 24 hours of 
receiving it. Instructors collaborate with Placement Site 
Representatives to determine the best approach for providing 
support and training.

The individual who receives a feedback form will be notified 
regarding the context to provide opportunities and guidance 
for performance improvement. The individual will not receive a 
copy and information shared will be summarized. 

Should a CCA Mentor feel a program violation has occurred 
they are to complete a feedback form. Instructors will review the 
submission, determine if a program violation occurred, and will 
complete a Program Violation Form if required.

Sample:
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Program Violation Forms

Documentation: Program Violation

The program violation form is optional and is used to report
 on conduct and/or behaviours that do not align to the 
codes of conduct and expectations of the Practicum Placements. 
The purpose of the form is to provide an objective reporting template 
used to monitor conduct and behaviour. The form ensures all key 
partners are behaving and engaging safely and within expectations. 
Any key partner can receive a program violation form.

Educators and Placement Sites define program violations, risk 
severity, and the associated warnings/decisions. Program 
expectations are established in policies and standards which are 
shared with CCA Learners and CCA Mentors to ensure expectations 
have been identified and communicated.

Instructors and Placement Site Representatives complete these 
forms. CCA Mentors can report a program violation verbally or 
complete a Placement Feedback Form.

Forms are submitted to the Educator within 24 hours of the violation 
occurrence. They are reviewed by the Educators within 48 hours of 
receiving the form. Educators consult with the appropriate key 
partner(s) to determine the significance of the violation, the 
corrective action plan, and in sever cases the decision to dismiss. 

The individual is notified a form has been received within 48 hours 
and is an active participant in the corrective action plan and 
decision. The individual will not receive a copy and information 
shared will be summarized.

Sample:
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Wrap Up
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Wrap Up
48

Summary:

Congratulations on completing the CCA 

Mentorship Tool Training! 

You are now able to:

 Describe the revised practicum placement

 Define your roles and responsibilities during 

practicum placements

 Use the revised Practicum Guide

 Apply the new skills development practice 

model

 Complete supporting documentation

Your participation as a CCA Mentor supports 

individuals to be certified to work as a CCA. 

You provide opportunities for future CCAs to 

learn and gain experience from the best CCAs 

in Nova Scotia! 

Each time you mentor you are growing and 

developing the CCA team. You ensure that 

qualified individuals are entering the workforce 

and can provide safe quality care to Nova 

Scotians. 

THANK-YOU!
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