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SUPERVISION

The word supervision means o see over. Prom thie simple beginning the
meezning hesprown until the supervision or "seeing over" the work of any ome
person or any institution includes not only the work itself as an end, but
the worker who is not only the mesns to this end, but an end himself, Wright
apd Allen in their book "Supervision of Vocational Educetion' give as a defi-
nition of supervision the following: #1t is a function that means the im-
provement of a going concern,”

Miss Grace Day, Teachers College, says in a lecture that * A supervisor
is anyone who must acconplish the ends of hie own work through the effects
he cen produce upon the activities and efforts of others.”

Supervision thus mezns more than inspection. It judges the work and the
worker; it studies them and their relationship and their development. The
jdee of a supervisor has changed from that of a taskmaster to that of a
teacher, taking teacher in its broadest aspect, for we must admit thet teach-
ing end teachers have changed.,

Because of this change in the jdea of supervision, its importance has
greatly increased and the need most of us feel to formulate our thoughts
end experiences sbout it clearly so we cen learn from others hes impelled
us to here set down an outline of procedures and relationships in supervision

in our own field, Public Health Nursing.

The nureing field both in the hospital and in Public Health field, has .
made many demands on the supervisor and some of these demends conflict with
one another. This is especially true in hospital supervision where the con-| ,
flict between the hospital's aim, that of treating the patient; and thet of | .
the nursing school, that of teaching the student, 1s very frequent. -

In addition to this conflict, there is & lack of job emalysis in many
inetitutions which mekes the supervisor's duties in some places hard to define,
confusing to her, and so confusing the work iteelf,

The sﬁpervisor of ten has been selected because of her administrative abil-
ity rather than her teaching ability so that in carrying on the daily work,
the student has missed & great many opportunities of learning.

There has been a little different aspect about supervision in the Public
Fealth nursing field. This nursing field has grown rapidly in extent, spread=
ing through meny countries and incluvding many specialities., It started in
many instences with a single nurse working by herself emong the sick poor.

As the work grew this nurese, needing help, took on with her 2 younger or at
any rete 8 more inexperienced nurse to whom she told her conclusions on the
best way to do the work, conclusions drewn from her own experiences., She
watched over her assistant's work et first, helping her all she could, in
part doing a supervisory job.
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Trom this beginning, the older nurse, guiding the newer omes, the
work grew msking necessery the delegating of one nurse whose special duty
was to watch over the work of each nurse and especially the new ones, and
to help them 21l plan their work in 2 constantly growing and changing
field,

Public Feelth Nursing in its growth through meny countries has divided
and subdivided into many specielties, school mursing, rural, industrisl,
mental, child welfare, visiting nursing and others, But no matter inte what
country or what specialty it carries, it still holds to its fundamental aims,
that of helping care for the sick, prevent illness, promote health, The
Public Heelth Furse must be asble to do bedside nursing in unusuval situations,
to be a teacher, & soclal worker, an administrator, and a publicity worker.
211 this in & profession far from being standerdized either in preparation
for it or in its procedures., New public heelth fields are being constantly
opened, the scope of the work changes often. All these reasons meke super-
vision very necessary especially when we realize thet the nurse graduates
younger than she used to.

To do an sdecuate supervisory piece of work there should be one super-
visor to every six to ten murses. Whether this supervision would be done by
generalized or specialized supervisors depends on the individual orgenization
and its plan of work.

let ue take a city with a2 population of 400,000 having & Visiting WNurse
Association with a staff of 36 nurses, cering for all types of cases and
having & supervisor toevery 6 to 8 nurses,

In this Visiting Turse Association the requirements for admission to
the etaff are that an applicant shall be in good phyeical condition as attested
by a physical examination made by a physicien appointed by the Associetion
itself; shall be a greduvate of a standard high schocl; and of an accredited
nursing school, and have an attractive personality., Preference is given to
those spplicants who have had college or special public health courses, or
very good exverience, As e matter of fact, out of this steff of 36, 7 have
complete college courses, 4 have complete public health courses, 11 have part
of their college and public health courses, and 14 have special public health
experience., That is ome-halfl have part at least of their college course,

This makes & rather high average background for the nurses in this group.

From this group then we can as a rule find seversl who have the special
quelifications which with the proper develorment will quelify them for super-
visory work.

First, what are those special cualifications that a supervisor should
heve? We can place them under four heads, I think.

1. BEducational
2. Occupational
3. Personsl
4, Teaching



Tirst, as to the sucationel cualifications., It goes almost withent
saying that those minimum requirements fitting the position of the staff
nurse, the supervisor must have. ine in sddition 2 public health course aib
& collere of good siending. She should know the lews and policies effecting
her job, methods of teachns through the simple impzriine of information,

t roush the formal lescon, and through the orcanization of exveriences, the
relation of her program as a whole to society, and have the 2bility to use

this knowledge intelligently.

Second, the supervisors musi Fnow nihlic heelth nursing from experience
in oréer Lo te effective and this experience muet heve been intelligently used.
<he mu<t have certain fundamentél information as to ecuinment, orsgenization,
personnel management, and generél occupational wnowledge, not only in her
1ie2l field, but in the orosder field of mublic healtk work, such es preven-
tion of disease, hygiene, eanitation, rules and lews of the health department,
-nd 2bility to study fron experiences, that is research ability.

Third, personal cuslifications a supervisor should have are many =nd
varied, Some come under the heed of Personal Avrearance and are uore invor-
tant than is often thought., Under thie hezdineg of nersonal aprearance we
will first put her phveieal ecuioment and heelth: secondly, ability of the
cupervisor to dress in such a way that she is neither over novr under dressed;
thirdly, e mauner that conforms to croup stendards.

Then we must consider those cuelifications coming ander sental znd social
charscteristice, One of the wmost immortant quelities under thie heading is
fine sense nf courtesy 2nd tect. The superviser musi have an o en and
unsusvicious attitvde of wind, initiative, an aoility to sce the Job of 2
staff as distinct from her own jpdividuel job, loyelty, & belief in her job,
quzlities of leadership, an avility to appreciete the other fellow's peint of
view, ability to enalyze 2 situation and to keer one's foot on the eround.

The qualities of leadershiv 2 suvervisor has wakes 2ll the difference in
the world in the morele of the staff, It is this personality of the super-
visor that holds the staff to a higher standard of work and thought then any-
thins else and mekes them act as a group instead of each nurse acting as an
jellsted uwnit. It mekes oncortunity for the nrogress of the work as a whole,
and the enlergement of the aurses! concevtion of her job.

Tourth, as a teacher, the supervisoer mist heve kmnowledge of her work,

nowledge of methode of tesching, knovwledge of its relationship to the work
sg a whale, resezrch =oility, and ability to work toward the develovment of

the nurse herself,

The functions of a supervisory position may come under these three heads:

1. Tesching

5. Co-ordinating the work of the staff nurse with other social,

health, and coummercial =gencies in the commmity.

3, Administration.
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T. As a teascher,

To do effective teaching the supervisor must have wnowledse of the
princinies of vocationel cdication and of the special methods of teaching
in her own field from the giving of irformation through the “ormal lesson
and most invortent of all the acility to so orzenize the suujiect matter .
and experiences of the nurse that they will form the most 7! ctive orvocer
of instruction for her, The nurse should have individual 'elp =nd con-
ropenmces with the supervisor as often &s necessary = and should be promoted
o more difficult tesks as fast as her progress permite,

n tesching any-

The supervisor nust remember thet in tesching nurses as 1
teach them so that

one else, it is not desirasble even if it were vossible to
thevy will all be just alike, to put them 211 into = mold as it were, but
the supervisor helps the nurse o grow and to develop her best gualities.
To teach is to arrange the environment in such a2 way that out of it the
students will get that which helps them erow to their best selves, Equal
ocvorturities are not the same opportunities. Fach of us needs different
things in our environment for our {rdividusl growth.

To do this the supervisor must make o case study of e=ch of her nurses.
She must study the student &nd her versonal vroblems as the vatient and his
family are studied., Only so can che ¢ive the student that help end under=
standine which -re necessary o progress. In helvping in the develovwent of
the personality of her stvdent, the supervisor is working for more efficient
nurses, nence for & more efficient program and better care of her patients,

fe o tescher the supervisor functions in her most imvertant role, that
of developing 2nd inscirines the nurses, tenching them tezm work, bringing
ccientiTic and professional imowledge to them, end so studying and handling
them that their abilities will be developed in such a manner that they will

ities

not only do better mursing but be more effective personzlities,

Te do this the supervisor st use every opportunity arising duringz
the work itself to direct the nurse, to point out and explain to her new
sspects of the work and lead her toward the developrent of a bro=der and
ryuer conception of the public health field ond szreater shility to carry oul

these idess.

The supervisor should work cut sn efficient program of education for
sch nurse, one that will tend to foster her erowth, While it follows a
dofinite line lesding from one ster to another more sdvsneced, vet it is so
arranged and so elastic thot it cen be adepted to the individual differences
of the norsee, In working out such a program it must ve remewbered thet
mirses! individvalities need to be guided not repressed or we may do £n ac-
tusl injory to the nurse. cecondly, that the nroersm should Te so errenged
‘het the oractical werk in any tvoe of case should come at nearly as noscible
to the clacs work in that type; thet both should ue taught in such a way
tnet they correlate well apd both the nurse who does oractical work the easier

snd the one who gets the theory the easier are helped to do more efficient

2
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Along with the pregram for the rurses! progressand helping toward
it, the supervisor has also developed efficient standarde of instruction
and of technioue - for to 2llow C netant veristion in these standards is
practicelly to have no standards at all. The technicue and instruction
itseif grows and changes aneveidsbly as the community and its needs change
mist occur if we are to kkeep

and es health kmowledge grows, This change
our stendards hiegh.

~cientific ¥nowledge is continually added to end old concepts chanszed
s0 that the supervisor must te constantly on the Jockout for thiec znd see
to it thai her staff nurses learn the newer idess of scientific health.
She orings it to them frowm the current grofessionzl megazine which she sees
that they have to read., ©She also sees tnat they are enadled to 20 to lec—
tures on scientific subjects, and noet nf 2ll she discusses these things
with them individually and in groups taroush the weckly sub=-station meetings.

The sugervisor, therefore, &s 2 teacher mekes & continnal study of her
whole program to eveluate and edapt it to changing conditions. In other
words she keeps vp-2 continual research on her own job studying it in rels-
tion to the Asseciation's workc as a whole and T0 general community coniitions
as & whole, »

Tinelly, the supervisor as & personality is 2 creat influence, one of
most important on her ataff. Her attitude toward the work, taward the

’

the

sstients, toward educatlon, toward 1ife will uncomsciously effect the staf?,
Tf she sees only the srmediste ef Tieient carryving out of the dey's work, the
staf’ murse will oe influenced to be ~% the came limited visioun, if the
sup@rvieor sees bevond the day's tesk to the causes of disease and social
feilure, Lo  the resulus of them, to the wider aspects of knowledge of her

h]
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ork, the stafl murse's rhole character and attitude will be sc directed and
she will gein in growth and become & moTre effective personality.

1. As a Co-ordinator.

, the supervisor has 2ls0
certain other relationships to form and meintain 2t e hizh level. First, the
supervisor is the co-ordinator between the staff and the éirsctor. Her lovalty
to the work should mske her honest end frenk in her relations, net to conceal
citner the sbilities or weaknesses of the staff from the director. The super-
visor is more apt to counceal the weak points of tne murses through a mistaken

Tn 2ddition to the important fanction of teaching

jdea of layalty *o the nurses, But this iz not real loyalty to the nurses, and
14 ie disloyel to the association and it s work,

Then there are relations with social, medical, mursing, znd commereisl
organizations. These contacts will often e wade 07 the nurses themselves btuf
Lae

; cnupervisor should ‘now how they are made and that the relationship is mein-

th
tzined a2t the proper level. Iew contacts with other organizations are often
ade by the supervisor herself and 21l these contects are very imoortent to

the Visiting Turse Associatinn,



The relations between the teiiczl associztion &nd the public health
nureing groups needs study == o the necessary adsptations of each to the
peculisrities of different cormunities. How far should the health work of
8 hospitel o into the homes. ¥hat phases of the health work shonld the
Teelth Department of the city carry? How should the private Visiting Yurse
recociation work with these other groups? These and similar cucstions as
to the working relationshipns of the various health #nd sociel groups contin=—
welly cell for adjiustment and mueh study of existinz needs in every com-
minity. The effect of the working out of these adjustments on the well
heing of the public is very great, and needs most delicate and intellicent
hendling if they are all to carry on for the zood of the community.

The co-ordineting function of the supervisor cerries over by 2lmost
imperceptible desrees into her function as an sdministrator.

1II. 4&s an Administrator.

Thet is an adwinistrator? /‘ccordlug to Wright and Allen in "Super-
vision of Vecationzl @dncation", "The job o7 sn zdministrator is to create
and maintain such working conditions as will, with proper supervision, re-
cult in an efficient progrem.' (Paze 5.)

Ag an administrator therefore, the supervisor hes meny delicate duties
erising every day, if she is going to raitain effective working conditions.

These working conditions incliude the office and its care end set wup,
the hours of work, vacotions, sick leave, the pay, the recuirements for admis-
sion to the staff, the size of district each murse works in, the workings
policies of the association, ite contacts with doctors, social agencies, Dus-
iness forms, etc.

The supervisors dajly progrem of essiening the work to the sever-1 staff
marses, the conferences with the nurses on their cases, the checking vn in
the pecords of the patients is such 2 corbinstion of the sdministrative end
the teaching functions of the gupervisor that 1t is herd to tell how much is
one function or the other.

To do the best teaching each nurse mist be studied and helred in her
wesk points. But this also mekes for better work being done and so is
- dministrative in its application also.

The smooth ef7icient running of the work of the district so that the
patients are adequately cared for and at the same tlme the workers health
snd morale is kept to its pitch calls for knowledee, jiudement, poise, and
qualities of leadership in the supervisor.

The cuieter the working out of the program the detler it is for the
worker; there is less strain on her nerves and less danger of friction, and
therefore she can do 2 tetter piece of work. Toise end hustle do not neces-

11v mean more or more effectusl work - and it is very much harder %o work

sariliy

in 2 place where thinge seem glweys stirred un.

Staff conferences, supervisory conferences, comnittee conferences, case
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discussion are not only toole used in teaching the nurse tut are also tools
ueed in the earrving out the program, in other words are toels for adminie-
tretion., So =1s6 are the records, the manual, the supervisory visit, and
the case work with the nurse,

The supervisor as an edministrator should know well the sta:dards of
work laid down bv the Association and she should 3lso know the policy in re-
card to enforcing the standerds and be avle to see that they are carried outl,
in vrectice.

She must have or cultivate the power to delegate responsibility. The
lzck of this has been the wesk point cuong the good qualities of many other-
wise capeble supervisors. To learn the cuide others and still leave them
freedom to tske resvousibility is an srt and & very important one for the
sunervisor to have,

The growth of the work wust be gradual and through exverience of the
sotual field. It wust be from within not as directed from without. Tt
mist come through self activity.

ise Grace Day of Teachers College ssys, "The individuel reaches his
nossibilities in any field of endeavor through interest,”

Tn addition the supervisor must have specisl 2bility in carrying the
technicel noint of her job in such 2 way thet the famillee are properly cared
for and taueht health, under Lhe vest conditions for the nurses growth, in
exverience and knowledge end with the best cossible use of the monies vpro-
vided for the vurpose of public health.

Part II.

The most important tools that the sunervisor will use in carryinz out
her teaching, a2dministration, snd co-ordinating functions are as follows:

1. Records

2. Tursing lJanmual

3. Case work with the nurse,
4, Bupervisory visits,

5., OJase discussion,

6., Staff conferences

7. Committee conferences,

8. Supervisory conferences,

Trom the records much mey be learned of the nurse end her methods of work

as well as of the petieni, his condition, znd the treatment he is receiving.

Trom the study of the case record, may be learned how comolefe is the
treatment the murse gives her cases, whether she really studies the history
of the case, now well she follows up eny advice she mey give. Trom the deily
sheet may be told somethinz of her ability in plenning her vicits snd the

»



organizetion of her tie.

The accuracy, completeness, legibility, and conciseness of the rec
ere all dtems that give insight into the nurse's 2bility te carry on he
work, and to see veyond the daily work to the larser field of public he

he date for which are studied from stetistices and records, Tnlecs the
nurse cones to see this wider use of records as well 2¢ the daily use, her
vieion will be so much liwited and her usefulnece while it may - be as creat
will remain in & more limited field, ;

The nursing meanuzl sives to the nurse the general rules of the asconio-
tion and of the technigne nsed, It ic used larzely =s a teaching tool.

Case Work With The Nurse

-4

n any work, the worker must be considered not merely as a meane to an
end, out z¢ an end in herself, She must therefore be 21llowed freedom for

crowth, To effect this, there must be a shared interest 4in the wnrk between
1 the workers, whether staff or supervisors, The supervisor needs there-

11
‘ore to mgke a2 case study as it were with each maree. In this she has two
i

o m
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ms in view:

1. To cevelon the personality of the nurse,
2, To carry on the work most efficiently.

The vasie of good cese work with the nurse is 2 risht relationship
between purse and supervisor., It rests on understanding and the personal
development of both the nurse and the supervisor. For the suvervisor, beine
humen, has to do some case work on herself., Tt is really a pnrocess of learn-
ing how to live, John Dewey save "Hducstion is srowinge " Case work then
should meen 2 srowing in the knowledge and art of livirg., This relationship
may be made son understending one by -

1. Receiving the nurse on the stafi in e friendly way.

Z. (iving the nurse recognition for good cualities,

3. Trying to vnderctznd the nurse,

4, Showing her her weaknesses and mistekes in an objective nanner,

5. Being fair,

6, DBeipg open to susgections = hevipng s give and teke attitude,

7. Having instructione clean and definite.

2. Flanning the work carefully so there will not be confusion and
uncertainty in the mirds of the nurses,

9. Knowing the work thoroughly so a&s to be able to guide the nurse

wisely.
10, Havipg patience.
11. Xeeping your temper,

Tn order to help the nurse tec zrow, the svpervisor shoudd have a knowledge
of her heelth, vhysicel end mental atiitudes, something of her backeground -
personel, educational, social, and professional; her present contacts with

petients, members of the staff, and others; her reacticns in conference with

her and her improvements.,



Tt ic essential thet the conditions under which the nurse works should
be such that her health and haprinese are assured., These working conditions

ineludes

. Hours, vscations, sick leave,

. 0Office, suvoiies, trsnsportation, etc.

Saleries and other rewerds of her work,

Oprortunities for further educatiou.

The stimulation of being in en atmosphere where a high
standard of work is maintained.,

O @ G DO
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The morale of the staff is kept up by the atwmosvhere created by the
versonelities of the workers but it depends largely on the personelity of
the supervisor snd her attitude toward her work and toward life,

Tt also devends on the interest the suvervisor feels and shares toward
each purse, her interest in her educztion, health, good times, problems,
and living condéitions,

And lestly it is kept uo by that sense of co-cperztive professional
work that should pervade any group of workers.

Te develon her personglity, the nurse should heve freedom to nse her
own initiative by participating in discussions on her own cases &s well os
on the work &s a whole, its policies, methods, etc, She ghould 2lso carry
throush, with prover guidance, her own outside contacts with doctors, and
other screncies. The supervisor should see that the nurse does not beconme
one-cided by giving her outside contacts, encoureging her to teke “urther
eduecetion, doing colleteral reading, and encoureging her to pelong not only
teo nursine organizzations but te have othe: activities as well,

Tt would seem that if snch B study is made of the nurse and used to
develop her it will inevitably follow that there will be a2n improvement in
the quality of the work che would do.

Turthermore through all these contaects with the nurse the superviser
is giving vprofessionel advice on the nurse's problems and on specifie cases,

Supervisory Visits

The visits that the supervisor makes in the field to judze the actual
field work of the nurse are ususlly made with the nurse though under certain
special conditions, they may ve made after the nurse has visited the patient,

There are certain advantazes and certain disadvantages in the supervisory
vieit. When we go with the nurse we see =

1. How she aporoeches the patient and family.
' a, Her menner to theum.
b. Their wanner to her.
2., The plamning of her visit under the home conditiens.
a. TUse of the resources in the home.
b. Ability end judement in selecting the rember of the family

as an aid in the home.
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3. Her technique.

4, FHer teaching in the home.

5. Ability to see and follow other health problems in the home
then that of the patient.

8., Insizht and fellow-upr of any social cenditinne.

e Arrangement for further visits eor treatments,

All these details of the nurse's vieit should be noted by the supervisor
and talked over with the nurse as soon as possible afterwards getting the nurse's
explanations and questioning and giving her advice and suggestions on the work
itself, allowing her if poesible to criticise herself and working out with her a2~ r-
ptan for improving her work and conquering any weaskness in her personality that
has reveazled itself through this visit end discussion.

Ags one of our supervisors eays - "Supervision in the home awers 211 that
hes been taught in the class room, both concerning princivles and methods. It is
supplementing class room instruction by critical and helpful observation at the
time the nurse is actually doing the thing tsught." - - - - "Whaen a direct applica
tion can be made that will fix a fact in the memory and establish association paths
it should be done."

In criticising any student, we must remembver that that implies praise for her
good pnints as wedl as adverse criticism. We must also take into consideration the
reactions ¢f the nurse to supervision.

Personal conferences, staff conferences, committee conferencés, 2ll shonld
make for better team work, for developing initiative in discuseion, for increasing
knowledge of the way to handle specific problems and ceses and in general increase
that feeling in each one of cn-sperative proféssional work.

In addition during these conferences the supervisor increases her knowledee
of her nursee and their sbilities as workers in a group as well as their knowledge
oftheir work and its problems.

If the supervisor has not a give and tde attitude toward the staff at the
seme time that she guldes these conferencee, they will not be a succese, The staff
nurses have to be lead to take rvert in such discussions 2nd in meny cases the super
visor has te learn this slso. They ¥=ve to be planned feor and also they have to be
faithfully and thoughtfully practiced to make them become a success bath for educa-
tion znd administration,

The conference of the supervisors themselves for discussion as to ways and
means of the details of thier work, vooling of thelr experiences, and knowledge of
matters pertaining to their work is invaluable tn the supervisors and te their
director.

. POTENTIAL SUPERVISORS

As the supervisor considers her staff nurses, she sees some whom she thinks
might be developed into supervisors for it js necessary to think slweys of the
cerrying on of the work and the preparation for this of those nurses who have
special avility for it.

¥hat are some of the qualificationes a nurse should heve?

1. She should have proven ability in the field &s a staff nurse
and 80 gained a thorough knowledee of the field.



2. She should have had a2 public hezlth course.

3. She should be appointed ss assistant to the supervisor before
she gnes in as supervisor,

4, She should have certain personsl qualificetions in addition to

her professional ones., Such as:
2, Teaching ability
b, Administtative a2bility
+ 4 genuine interest in her natients,
« Ability to thirk impersonally.
. Qualities of leadership.
» Sense of humor.

2 a0

These are the minimum gualifications, it seems to me, that anyone
qualifying for a supervisor should have, Many more that are desirable might
be added, but these few are escential,

Am associetion that has nurses with the rroper professicnal and educa-
tional background can of ten develon some of these cuslities of eunpvvieion
by the crover regulating of their experience while on the staff tocether
with personal conferences and a2 gradual advance in the responsibilities
given them,

The lack of supervisors in the public health fielc 2nd the enlargement
of that field meke it a responsibility for a going concern to help in develop-
ins new suvervisors,

How shall we do this? It would be ideal if a course in Supervision in
public health fields were available in wore Universities. This course could
ve ziven after the arplicent hed finished the regular rublic heslth nursing
course and should corbine at lemst 36 hours of theory and three months peec-
tice in supervision. i

-

Such courses however are available in but few places snd it remains for
us to introduce our new supervisors to the field,

The following would suggest the content of the introduction of new super-
visors. Details of thies will vary in the different statioms.

The new supervisoer would be introduced, to the =2dministrative duties
first,

1. Planning day's work
Supervisor
Clerk
2, Assigning work to murse
morning
noon
Corresrondence
Check records in till
New
Active and discharged

¢
v
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Reports

Doctors

Clirics

Delivery reports
Sorference with each nurse

Checking nurses daily time sheet end supervisar's daily time sheet,

WEEKLY DUTIES

Check records iu each district
Check Vetropolitan slips
Checlt maternity slivs and records
Check conaition of cars
Send in recuisition

a, Linen lMoundey

b. Supplies Friday

ttenu steff meetings Monday 4:00 P.V.
Attend supervisors! meeting Saturday -
lake out msternity cards,
Creck over bulletin board,

Attend Family Telfare Association district conference !

morning.
Substation meeting Monday noon.

MONTELY DUTIES

Inventory of supvlies
Send out »ills.
Vonthly reports.
s, Listriet
b, Metropolitan
¢. John “ancock
d. Tarses Committee
Check lcoans
Veke out Sundey duty end helf-dey assignment,
Arrange, notify wembers and write up minutes for
Send minutes to
a, CGeneral chairmean
b, Substation chairmen
c. Main office,

Voon Adv

Check Murse's token slivs and turn in to Vain Office,

Check rursels bage,
Vrite student efficiency reports.

QTS

Conferences with other social workers.
Conferences with vhysicians.

Calls on patients to strazichten out provlems.
Write staff nurses efficiency recorts when due,
Care of office znd ecuipment,

Lttend substation conference with Vise Blakey esach

“

3
week,

is

ory



The new supervisor should be ascigned these routine duties beginning
with the first one or twe 2nd as she carries them well, other duties added,

Tt mizht be well for her to spend one day during the firet month just
with the clerk learning something of her routine.

The seconc mounth she is to take charce of the students, introducing
them to the field, giving office and field supervision, end makines out effi-
ciency reports and helping plan their work. Giving the actual class work if
possible,

7. During this time a2s occasion offers she is to make outside contacts
with euch agencies 2s the substation most frecuently co-cmerstes with,
2, Doctors irn the district
Lo Hezlth agencies.
c. Social zgencies
d. Clubs and churches
e, Talks when called upnon.
Conferences with new supervisors,

(%)
e

A, Introductory or Administration.
1. Relation vetween suvervisor and

a. board

. Director

c. Assistant Director
Suvervisor's responsitility for 2dministration of office,
Suvervisor!s resvonsibility for stesndard of work,
Knowledge of district resources,
Teed for leadershiv 2znd what it involves,
Turse as the intercvreter of the service to the community.
Swecial co-coereations.
Welfare of the steff
Srecial routines to which tte assistant has been eseisned,

L] . - -

O M 3 D b 00
L ]

.

B, Intreoduction of WVew nurses and students.
1. Cueervation in field with student and murse,
2, Assigning them such cases thet they will leern from them.
3. Supervision of nurese.
a., Ten snd how cflften.
b. In the field.
c. In the office
d. Tnrough the records
e, Supervisory reporte.
£f. Study of the individual.
z, Conferences.
. Generzl conference
a, Staff
b. Station
¢. Supervisors
Classes and derconstrations,
. Some experience in planning programs.
a., Classes
b. Steff meetings.

(1N

0y
[ ]
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Supervision is a neces:
usually grown like Topsey.
nurges dislike to leave the
nurse hes for the supervisor's job,

But the supervisor serves the patient through the nurses.

her serivce,

ity in any public health organization but has

Tt needs now to be studied and improved. Nany

cleser contact with the patient that the staff
t

They like to serve the patient direc

e
Ly

She has broedened

staff and student.

Send regnests for diagnosis &nd delivery when petient decides
sternity hosnital for delivery, and has registered

Dail
T. Planning of work
2, Supervisors
b. Clerks
¢. Individual o nferences with etaff eapd student
d. Group conferences with
II. Assisnuent of calls twice daily.
IIJ. Recoxds
a, Patient's records
1. Problem cases
2. New cases
3. 01ld cases
4. Discharged ceses
5, Summerize msternity records and make out card,
5. Check confidential registrations
7. Delivery revorts on records.
. Check deily atiendence record.
c. Mzke out supervisor's time sheet.
d. Check nurse's {ime sheets
e. Special attention to student'!s records.
IV, Correspondence
a2, Send prenstal and 5th week reports
Ve
to go to le
there, =end in recuest for report before delivery.
c.  Letters te Board members.
d. Otherletters
e. Reporting to other agencies,
V. Appointments
a, Doctors
b. Cliniecs ¥

e

¢, Other agencies.



Teekly
I. Check M. L. I. slips
3I. Check records in each district
11I. Check maternity slips and record
IV. Check pay cases
V. Meke out assignment slips for pay roll.
V1. Send in requisition
a, Linen (lnnday)
be. Supmlies (Friday)
VII. Attend staff meeting (Mondey, 4 p.m.)
ViII. Atéend supervisor's meeting {Saturday, 10:30 2.m.)
iX. Attend Substation meeting.
Y. Attend Tamily Welfere Associstion distriet meetine,
¥I. OCheck cash in cash DOX.
¥II, Visit in field with student.
XIII. Visit in field with new staff nurses,
XIV. Check 0. B. packs.
Bi-weekly
I. Check cars,
Month

I. Check records in distriet with tickler cards,
1. Make out Sunday and half day schedule
11I1. Iuveuntory of supplies.
TV, Send out bills
Y. Monthly reports.
a. Distriet )
be M. L. I. ) with clerk
¢, Jonn Fencock)
VI, Nonthly revort writtem and read at Turses Committee meeting.
VII. Noon Advisory meeting
a, Arranged for
b, Yotify members, director, and assistant director,
c. Send copy of minutes of
1. Generel chairman
2. Substation chairman
3., Main office
VIII. Check nurses token slips and turm in to main office.,
T%, Check nurses bags,
X. Check district stories.
XI. Check loans.
Miscelleneous
1. TField visits with staff nurses whenever necessary
TI. Efficiency reports whenever necessary.
T1II. Conferences with socisl sgencies and sociel workers,
1V. Conferences with physiélens
V. Care of office znd equipment
VI. Cells on petients when necessary to straighten out tangled
ViI. MNental hygiene conferences,

situations
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