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Date: 26/1/2017       Time: 3 hours      Total marks: 80      No of Pages: 10
Answer all the following questions:

Check the best answer
I- Multiple choice:                                          (15 Marks)

1. The type of conference is done for meeting of nursing staff at the beginning of the work shift is:

a. Content report 

b. On duty 

c. Patient centered 

d. Off duty 

2. The most appropriate methods that used in hospice, home health, and long-term care settings:
a. Total Patient Care or Case Method.

b. Functional Method.

c. Team method 

d. Primary Nursing Method.
3. The following are advantages of computerized documentation Except: 

a. Increase documentation time.

b. Increased legibility and accuracy.

c. Enhanced Statistical analysis of data.

d. Enhanced implementation of patient care
4. Conflict management strategy involves unassertive and uncooperative behavior and not taking any action to resolve is :

a. Accommodating strategy 

b. Avoiding or withdrawing strategy

c. Forcing strategy

d. Compromising strategy
5. All the following are types of positional power Except:

a. Reward power.
b. Coercive power.

c. Rational persuasion power 

d. Legitimate power.
6. Guidelines for action that apply only to a departments are:
a. Financial policies

b. Rules 

c. Personnel policies

d. Regulations
7. All of the following is arrangement of work related Personnel employment policies Except:
a. Hours of work 

b. Vacations

c. Holidays  

d. Housing
8. The actual change occurs in the following stage: 
a. Refreezing 

b. Unfreezing 

c. Moving 

d. Stabilization and self-renewal

9. When the director of infection control unit give nurses guidelines, it considers:

a. Upward communication

b. Downward communication

c. Diagonal communication

d. Horizontal communication

10. All the following are emotional responses to change Except:

a. Depression, denial and anger

b. Bargaining, resignation, and reemergence

c. Decision making and denial

d. Openness and readiness
11. The conflict that occurs between superiors and subordinates, and frequently concerns policy, power and status is:

a. Vertical conflict

b. Horizontal  conflict

c. Interpersonal conflict

d. Intergroup conflict

12. Transactional leadership is based on:

a. Maturity of the leader and followers 

b. Size of the leader and followers

c. Social interaction between the leader and followers 

d. Psychological status of the leader and followers.
13. Decision making which forces managers to rely heavily on creativity in solving problems is:

a. Certainty.

b. Risk.

c. Uncertainty.

d. Analytic 

14.  Typical criteria for evaluating alternatives include:

a. Benefits and Costs

b. Acceptability 

c. Ethical soundness

d. All of the above.
15. Kardex includes the following Except:
a. Patient name.

b. Patient medical diagnosis.

c. Patient address

d. Patient diagnostic studies

II- True and false: :                                          (  15 Marks)
Read the following statements carefully and circle the letter (T) if the statement is true and the letter (F) if the statement is false.                                                   (1 Mark for each question)
	No
	Statement
	T
	F

	1
	The straight shift proved to be appropriate in ICU
	T
	F

	2
	Formal leaders are legitimate power
	T
	F

	3
	Two heads are better than one in team
	T
	F

	4
	Kardex serve as a reference for change of shift report.
	T
	F

	5
	Programmed decision involves routine problems that arise regularly.
	T
	F

	6
	Regulation is Policies that are developed at top level position in an organization
	T
	F

	7
	Lower level of management requires more conceptual skills.
	T
	F

	8
	Team leader recognizes and celebrates team member contributions
	T
	F

	9
	Mangers accept status quo and leaders challenge status quo
	T
	F

	10
	Primary nurse is responsible to plan the whole nursing care for (7- 9) patients.
	T
	F

	11
	The team method is used in outpatient, and operating room areas.
	T
	F

	12
	Problem solving is comprehensive than decision making.
	T
	F

	13
	The 10-hour shift  is a 6-week cyclical pattern
	T
	F

	14
	It is easier to control non- verbal message than verbal message.
	T
	F

	15
	Computerized scheduling effective based on the fed data to the computer.
	T
	F


III-  Short Answers                                     (20 Marks)
1. Enumerate (three) Elements of transformational leadership:

1. Inspiration and charisma

2. Intellectual stimulation

3. Individual consideration
2. List (four) of training policy:
1. Purpose of training .

2. Type of training needed .

3. Time and place for conduction training .

4. Authorized scope of training program .

5. Administration and scheduling of the training program .

3. Determine (three) approach of evidence based to policy-making:

1. reviews existing research

2. commissions new research

3. consults relevant experts

4. List (three) attitudinal barriers effect on communication process:

1-   Poor management, lack of consultation with employees.
2- Personality conflicts which can result in people delaying or refusing to communicate. 

3- Lack of motivation or dissatisfaction at work, brought by insufficient training to enable them to carry out particular tasks.

5. Identify (three) professional qualifications for the staff nurse
1. she should be registered  professional nurse 

2. Membership in nursing syndicate, as well ad, licensure is must.

3. Past experience is generally not required, but it is preferred  when working in special a care units (intensive care or dialysis)

6. Enumerate (three) types of scheduling working hours:
1. Block scheduling
2.  Cyclic time scheduling

3.  Computerized scheduling 
7. List (five) Principles of personnel assignment

1-Made by the head nurse head nurse or nurse in charge for each individual nurse.

2- Based on:

· The skills of staff members. 

· Nursing care needs for each patient.

· Nursing procedures time required.

· Experience and interest of the staff members.

· Job description.

· Hospital policy.

· Nursing Care Standards.    

3- Planned weekly, and revised daily if necessary to assure continuity of care. 

4- Take into account all the direct and indirect unit activities.

5- Consider the geographical location of the unit and the assigned duties to save nurse’s time and effort.

6- Must be balanced among nursing staff.

7- Never to assign the same task to more than one nurse.
8. Describe (Five) responsibilities of change agent in movement stage

1. Develop plan

2. Set goals and objectives

3. Identify areas of support and resistance

4. Include everyone who will be affected by the change in its planning

5. Set target dates

6. Develop appropriate strategies

7. Implement the change

8. Be available to support others and offer encouragement through the change.

9. Use strategies for overcoming resistance to change

10. Evaluate the change

11. Modify the change, if necessary
9. Stat (six) essential skills for teamwork:
1. Listening

2. Questioning

3. Persuading

4. Respecting

5. Helping

6. Sharing

7. Participating

8. Persuasion

9. Accountability

10. Cooperation

11. Communication

12. Conflict Management

13. Reliable

14. Respectful
10. Classify (Five) of motivational techniques used by nursing manger: 
1. Giving feeling of personal responsibility 
2. Avoidance Learning
3. Punishment
4. Making the staff participate in different activities 
5. Positive Reinforcement
IV- Differentiate between the following:   (20 Marks)         
1. Team Leader and Team Member role in teamwork (5 Marks)
	Team Leader
	Team Member 

	· Team Leader

· Official contact between the team and the rest of the organization

· Official record keeper

· Serve as a team member

· Implement team recommendation

· Will be the “coach” for the rest of the team


	· Team Mission

· Ground Rules

· Team Goals




2. Democratic and Laissez- faire leadership style.       (5 Marks)                                                                                                                                             
	 Democratic leadership 
	Laissez- faire leadership style 

	Democratic leadership style  ( Participative, consultative)
In this style, the leader:- 

· Values the individual characteristics and abilities of each subordinates.

·  Interact openly and friendly with people. 
· Use two way communication (upward and down ward communication )

· Work through people by suggestions not by order .

· Give feedback to the members in a factual and objective manner about the work

Advantage of Democratic leadership style
· Permits and encourages all employees to participate in decision making . 

· Greater commitment of the employees to their work, so it increases job satisfaction and productivity . 

· Decision made by the group are more effective .
Disadvantage of Democratic leadership style
· Lack of efficiency when group members are lacking maturity and skills 

· Time consuming for taking decision
	Laissez- faire leadership style ( permissive , let a lone )
  In which there is a maximum freedom for the group members with minimum leader control 

In this style ,the leader: 

· Leaves group members free to set their own goals , take decision and determine their own activities without his/her participation .

· Exhibits lack of control , direction, supervision, and coordination . 

· Give the group total responsibilities without any standard behavior available .

Advantage of Laissez- faire leadership style
· In a limited situation creativity may be encouraged highly qualified people plan a new approach to problem . 
Disadvantage of Laissez- faire leadership style
· No unity of action leading to decreased productivity and satisfaction.

· Group members will lose all sense of initiative and desired for achievement.

· Leads to instability, disorganization, and inefficiency.


3. Positive and negative aspects of conflict        ( 5 Marks)
	Positive aspects of conflict
	Negative aspects of conflict

	· Develop a heightened sensitivity to problems.

· Stimulate new facts and data, and recognize legitimate differences within an organization or among colleagues. 

· A powerful motivator to work together as a group.
	· It is very stressful to individuals. 

· It may lead to aggressive behavior.

·  Increased turnover and absenteeism, 

· Reduced coordination and collaboration.

·  Persistent conflict at work is detrimental to the work climate and negatively affects individual's physical and psychological well-being.


4. Structured and Crisis Problems.                             ( 5 Marks)
	Structured Problems

	Crisis Problems

	· These are familiar, straightforward, and clear with respect to the information needed to resolve them.

· They can be expected, and managers can plan ahead and develop specific ways to deal with them, or even can take action to prevent their occurrence.
	· A crisis problem is an unexpected problem that can lead to disaster if not resolved quickly and appropriately.

· Managers are installing early-warming crisis information system and developing crisis management plans to deal with them in the best possible ways. 




V- Essay:                                          (10 Marks)                          

In the progressive organization pattern, the hospital began the reorganization of the patient care unit by appointing a unit manager to relieve the head nurse from the management activities.
(Discuss this statement by explain the role of the unit manager in the management activities)

There are two organizational patterns through which unit management activities (services) can be achieved: the traditional organization pattern, and the progressive organization pattern.

1. The Traditional Organization Pattern:

The head nurse in this patterns is responsible for most of the unit activities :-

a. Coordinates activities of many individuals who perform tasks on the patient unit .

b. Makes sure that reports are made , records are kept .

c. Makes sure that supplies and equipment are provided .

d. Coordinates unit and hospital administration with patient  care .

But there are two main problems aroused from the traditional organization patterns :

a. It increases the volume of management functions performed by the H.N in the unit .

b. It decreases , the H.N time spent inpatient care management .

2. The Progressive Organization Pattern:-


In this pattern , the hospital began the reorganization of the patient care unit by appointing a unit manager to relieve the head nurse from the management activities and to be responsible for :

a. Coordinating the patient care services .

b. Managing the unit activities .

c. Maintaining the supplies and equipment .

The role of the unit manager :

The unit manager has one of three lines relationships to the head nurse , depends on the organizational structure of the hospital consequently , his / her role is determined according to the relationship as follows :-

A. Subordinate relationship of the head nurse :

The unit manager is responsible to the head nurse . The head nurse may still carry some responsibilities for management activities and she is not completely free for nursing activities .

B. Peer relationship to the head nurse :

· The unit manager will have a staff that he / she supervises and directs .

· He / she will be accountable for the activities assigned to the staff are accomplished correctly and in time .

· He / she will be responsible to the nursing supervisor of the hospital administrator .

C. Superior relation to the head nurse :

· In this relationship the unit manager is one of the hospital's assistant administrators and he / she is responsible for a department of unit management .

· All heads of services on the unit ; nursing , medical , dietary and housekeeping are administratively responsible to the unit   manager .

· This system permits the  head nurse to engage in professional practice and use her experience in developing herself and her staff .

Unit Management Activities Include:-

1- Clerical responsibilities :

Clerical work varies in different health care organizations but in general it consists of :

a. Transcribing medical prescriptions .

b. Assembling clinical records .

c. Preparing administrative reports .

d. Handling telephone messages .

e. Reception of visitors , messages and staff from other departments
2- Maintenance of supplies and equipment :

These are activities that involve ordering , handling , storage and maintenance of supplies and equipment . These are non-nursing activities but were done by nursing staff and recently a ward clerk assumes this responsibility . Various departments that supply the unit – laundry , central supply , pharmacy and laboratory send representatives to the units to make up and deliver orders according to a standard .

The unit manager or clerk is responsible for making the requisitions and for checking the delivered materials and for taking inventory . Unit aides are responsible for caring for used equipment and waste , for collecting , washing and filling water pitchers . They work under the supervision of the unit manager or clerk .

3- Dietary and housekeeping services :

When dietary and housekeeping services are decentralized supervision at the unit level is the unit manager's responsibility . A unit dietitian is assigned to the unit or to several units and the unit manager supervises tray service and the dietary aides . If a housekeeping supervisor is assigned to the unit , he / she will be part of the unit manager's staff . If dietary and housekeeping services are central services , they usually employ , train and assign the workers to the unit . Their supervisors serve as consultants for the unit manager .

4- Coordination of patient care services :

The objective of utilizing the unit manager is to keep the activities of the unit functioning smoothly to facilitate medical and nursing care.

· Equipment , drugs and supplies of all kinds must be in the right quantity and ready for use at all times in the hospital unit . 

· Laboratory reports and operative permits are assured for patients going to surgery (consent is filled in the presence of the physician or the head nurse) 

· Discharge orders are prepared 

· Electricians are called when needed and at a time decided by the unit manager or clerk so they will not interfere with patient's rest or the work of staff.

· Nursing staff are informed of patient's appointments to other departments so that the patient will be ready .
5- Plant maintenance :

The unit manager or clerk is responsible for requisitioning or reporting needed small repairs such as dripping taps , broken  doors , light bulbs , hard – to – open windows , loose tiles …. And all unit staff help with this process . Nursing staff usually discover the repair needs and report them to the unit manager or clerk .


Usually there is a repair list which includes repairs required for wheel chairs , beds and equipment . The list is prepared by the unit manager or clerk and he / she hangs it on the clipboard in the unit. The workers from the maintenance department come and complete the work noted. The unit manager or clerk makes rounds to make sure that the work is completed.
Good Luck
Staff of Nursing Administration Department
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