[image: image1.png]


[image: image2.jpg]3 =<
VTR R




Date: 22 /5/2017   Time: 3 Hours   Total Degree: 80 Marks Pages: Page
I. Multiple choice questions:                               (20 Marks) 

Choose only one correct answer for each statement

1. The specific action to be taken or not taken is defined as:

a. Financial policies
b. Rules 

c. Personnel policies

d. Regulations

2. Essential skills for team work include the following Except:

a. Listening 

b. Selfishness

c. Accountability 

d. Persuading 

3. One of the factors affecting on leadership styles:

a. Salary, sick time, and absenteeism

b. Creativity and critical thinking

c. Traveling cost, diet, and electricity.

d. The followers’ readiness level

4. Persons who responsible for developing hospital policy are: 

a. Employees

b. Hospital governing board

c. Patients

d. Nurses

5. One of the disadvantages of computerized documentation is: 

a. Increasing legibility and accuracy.

b. Increasing documentation time.

c. Enhancing Statistical analysis of data.

d. Enhancing implementation of patient care

6. The following are personal qualifications  for nurse Except: 

a. Good health

b. Past experience

c. Accept criticism

d. Sense of belonging

7. Centralized scheduling helps in allowing:

a. More personalized attention. 

b. Scheduling plan to be based on personals' knowledge.

c. Easier and less complicated method.

d. A central control of staff.
8. Distributing working hours to nursing personnel for each unit is written in: 

a. Time planned record 

b. Census record

c. Master record 

d. attendance record

9. The conflict that occurs between two or more individuals is considered:

a. Intrapersonal 

b. Vertical 

c. Interpersonal 

d.  Intergroup 

10. Health agency needs  working in a team for Except:

a. Building trust and helping others
b. Satisfying human social needs

c. Positive and negative peer pressure

d. Better communication

11. The employees services includes:

a. Hours of work 

b. Vacations

c. Pension 

d. Holidays  

12. The criteria for evaluating alternatives includes the following Except:

a. Organizational structure

b. Benefits and Costs

c. Acceptability and Time 

d. Ethical soundness

13. The manager considers complex solutions in:

a. Directive decision making

b. Analytical decision making

c. Conceptual decision making 

d. Behavioral decision making

14. Staff shortage is considered as barrier of: 

a. System design communication 

b. Physical communication

c. Attitudinal communication

d. Physiological communication

15. The lowest difficult and shortest time to make a change occurs with: 

a. Behavior 

b. Group behavior

c. Knowledge

d. Attitude individual 

16. Democratic management is considered:
a. Horizontal communication

b. Diagonal communication

c. Upward communication

d. Downwards communication

17. The power that based on formal status and authority is:
a. Positional 

b. Reward 

c. Expert 

d. Personal 

18. The absolute performance appraisal method is:

a. Ranking 

b. Forced distribution
c. Forced choice

d. Paired comparisons 

19. Intrinsic motivators includes:

a. supervision

b. Responsibility

c. Salary
d. Working conditions   

20. The head nurse keeps plan up–to–date through all the following Except: 

a. Rounds 

b. Nursing conference.

c. Kardex and shift report. 

d. Nursing assignment.

II. True or 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.

	Statement
	T
	F

	1. New changes are integrated and stabilized in the unfreezing stage
	
	F

	2. The 12-hour shift proved to be appropriate in ICU
	T
	

	3. Scrubbing at the beginning of operative day  is considered regulation
	
	F

	4. Power is a personal quality while authority is mostly vested in the position
	T
	

	5. Matron's responsibility is based on planning and implementation.
	
	F

	6. Evaluation records is form of unit  record
	
	F

	7. Lower level manager require conceptual skills more than technical Skills
	
	F

	8. The plan should include confidential information about the patient.
	
	F

	9. The person’s desire to satisfy concerns of others depends on the extent to which he/she is cooperative
	T
	

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

	11. Nursing care plan is a written report of goals and objectives of patients' care.
	
	F

	12. Cyclic time scheduling is more effective than the other types.
	
	F

	13. Decisions made by middle managers commit total organization toward particular courses of action
	
	F

	14. Leadership can be learned.
	T
	

	15. Problem oriented charting uses a column format to chart data, and  action 
	
	F


III. Matching              
           
              
 
(10 Marks)

Part (1)                                              (5 Marks)

	Answer
	Column (A)
	Column (B)

	F
	1. Focus charting
	A. Client problem is labeled and numbered for easy reference

	D
	2. Contingent Reward
	B. Make all work related decisions and order subordinates

	J
	3. Negligence reports.
	C. Each person makes notations in a separate section

	B
	4. Directive leader
	D. Focus on short-term, immediate outcomes only

	H
	5. Recording
	E. focus on  people

	
	
	F. Uses a column format to chart data and action.

	
	
	G. Leaders initiate, develop and carrying significant changes 

	
	
	H. Writing information on chart forms

	
	
	I. Any happening which is not consistent with the routine patient care

	
	
	J. Disregarding of regulation from nurses


Part (2)                                              (5 Marks)

	Answer
	Column (A)
	Column (B)

	D
	1. Storming 
	A. Task has been completed successfully and persons move to something new.

	C
	2. Norming 
	B. Awareness of what are doing and relationship are established

	B


	3. Performing
	C. Different roles and responsibilities are accepted

	
	
	D. Members start suggesting ideas for tasks

	4. 
	5. 
	E. Team is formed and tasks is allocated


IV. Differentiate between                                    (10 Marks)                                                            
1. Decision making and Problem solving                             (5 Marks)

	Decision making (3 Marks) 
	Problem solving  (3 Marks) 

	Definition

· It is the process of choosing a course of action for dealing with a problem or opportunity.
· A decision making is an act requiring judgment that is translated into action.

· Decision making is much more comprehensive than problem solving.

Decision making process

Step 1:  Identify, define and structure the problem, issue or situation

Step 2:  Identify and analyze alternative courses of action, and estimate their effects on the problem or opportunity.

Step 3:  Choose a preferred course of action.

Step 4:  Implement the preferred course of action.

Step 5:  Evaluate the results and follow up as necessary.

Types of managerial decisions

1- Programmed decisions.

Involve routine problems that arise regularly and can be addressed through standard responses.
2- Non programmed decisions.
Involve non routine problems that require solutions specifically tailored to the situation at hand.
	Definition
· It is part of decision making; it is a systematic process that focuses on analyzing a difficult situation.

· Problem solving is concerned with overcoming obstacles in the path toward an objective.

· Problem solving may or may not require action.

Problem-Solving Process
One of the most well-known and widely used problem-solving models is the traditional problem-solving model. The seven steps follow. (Decision-making occurs at step 5.)

1. Identify the problem.

2. Gather data to analyze the causes and consequences of the problem.

3. Explore alternative solutions.

4. Evaluate the alternatives.

5. Select the appropriate solution.

6. Implement the solution.

7. Evaluate the results.

Types of managerial problems
1- Structured 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.

2- Unstructured Problems.
· Involve ambiguities and information deficiencies, and often occur as new or unexpected situation.

 3- Crisis Problems
· A crisis problem is an unexpected problem that can lead to disaster if not resolved quickly and appropriately.


2. Transformational and Transactional leadership styles     (6 Marks)
	Transformational style (3 Marks)
	Transactional style (3 Marks)

	· Describes how leaders can initiate, develop and carrying significant changes in organizations.
	· Give something to get something.

	In this style, the leader:

· The ability to get people to want to change and to lead change.”

· Leader’s act as coaches and advisors encouraging self-actualization
	In this style the leader: 

· Based on the concept of exchange between leader and group members" mutual agreement on goals"

	Elements of Transformational Leadership:

1. Inspiration and Charisma "create an emotional bond between leader and group that overcomes the psychological and emotional resistance to change " a charismatic leader".
2. Intellectual Stimulation "challenge the group to identify and solve challenges-provides the new solutions and innovations that empowers members" Sets high standards and challenges- think critically "
3. Individual Consideration" develop appropriate personal relationships with members- treat members differently but equitably (encourages members because they actually know the leaders
	Forms of Transactional Leadership:

A. Contingent Reward :

1. Leader provides resources and rewards in exchange for motivation, productivity, effective goal, or task accomplishments.

2. Focus is on short-term, immediate outcomes only

B. Management by Exception (MBE):

1. Active MBE: monitor groups and correct mistakes

2. Laissez-Faire MBE: leave group alone and only interact when there are challenges


V. Short Answers                                          (15 Marks)
1) Mention (4) reasons for team buildings' importance

Purposes of a team

1. When staff uses their skills and knowledge together, the result is a stronger agency that can fulfill its mission.

2. To provide accurate information that would assist individuals in achieving a better quality of life.

3. People working together can sustain the enthusiasm and lend support needed to complete the work of each program

4.  Provides a framework that will increase the ability of employees to participate in planning, problem solving, and decision making.
OR

Team purposes links to individual purpose of each team member

Individual purposes

1. Why we do what we do?

2. Why we are drawn to be a nurse?

3. What is our energy?

4. What matters to use?

5. What makes us who we are?

Team purposes

1. Engagement in something that matters to use

2. Positive relationships

3. Meaning and purpose

4. Achievement

In great organizations there is an alignment between individual and team purpose; put simply, we are at our best when doing what we love.
2) Identifying (4) of personnel factors that affecting motivation 

1. Health status: motivation requires physical and psychomotor energy.

2. Self – concepts: A person's perception of his / her capabilities influences that person's motivational capacity. 

3. Relationships:
The quality and quality of meaningful relationships can influence an individual's motivation.

4. Financial status: Money is a powerful motivator. Sufficient income to meet what individuals perceive as their needs is necessary. 

5. Opportunities available: When the opportunity to learn and grow in the work situation is lacking motivation is stifled. When people are presents with achievable challenge in their work, they are motivated to raise to the occasion.
3) Enumerate (4) contents of employment record
1. Position on employment.

2. Professional preparation.

3. Registration number.

4. Date of employment.

5. Date of promotions.

6. Insurance.

7. Date and reasons for termination of employment.

8. Summary of the nurse's achievement, weakness and recommendation.

4) List (4) objectives of time scheduling: 

1. To ensure patient care without over – staffing or understaffing.

2. 2. To know well in advance what individual schedules are.

3. To achieve balanced distribution of days off.

4. To treat fairy individual members in her distribution.

5. To maximize the use of nursing staff power and to optimize the use of professional expertise.

6. To satisfy personnel both as to work hours and as to perceive sense of equity.

7. To consider the unique needs of the staff as well as the patient.

5) Describe (3) types of conference 

1. Direction – giving conference ( on duty ) .

2. Patient centered conference .

3. Content conference .

4. Reporting conference ( off duty ) .

5. General problem conference .

6) List (4) steps of performance appraisal process 

1. Step 1. Job analysis

2. Step 2. Develop standards and measurement methods

3. Step 3. Informal performance appraisal—coaching and disciplining

4. Step 4. Prepare for and conduct the formal performance appraisal

7) Enumerate  (3) guidelines for preventing conflicts 

1. Frequent meeting of your team

2. Allow your team to express openly

3. Sharing objectives

4. Having a clear and detailed job description

5. Distributing task fairly

6. Never criticize team members publicly

7. Always be fair and just with your team

8. Being a role model

8) Describe (4) types of positional  power

1. Reward power.

2. Coercive power.

3. Legitimate power.

4. Process power.

5. Representative power

9) List (4) roles of lower level manager 

1- The lower level managers make daily, weekly and monthly plans.

2- Lower level management directs the workers / employees.

3- They develops morale in the workers.

4- It maintains a link between workers and the middle level management.

5- The lower level management informs the workers about the decisions which are taken by the management. 

6- They also inform the management about the performance, difficulties, demands, etc……., of the workers.

7 -They spend more time in directing and controlling.

8- They regularly report and are directly responsible to the middle level management.

VI. Discuss the following:                                            (10 Marks )

Miss Manal Ahmed Ali is a head nurse in the Intensive Care Unit (I.C.U) at Benha University Hospital. The records and reports used in this unit are taking a long time to fill it, she wants to modify this records and reports and change it to computerized form. 
In the light of this statement answer the following questions: 

1- What is the type of this change?  (1 Mark) 
2- Who is the change agent? (1 Mark)
3- Illustrate the responsibilities of the change agent during the change stages?
 (4 Mark)
4-  What is the appropriate strategy that must be used during this change process? (1.5 Mark)
5- Strategies for minimizing resistance to this change process (2.5)

The Answer

1. The type of this change is reactive change                                  (1 Mark)
2. The change agent is the head nurse is Miss Manal Ahmed Ali 

(1 Mark)
3. The responsibilities of the change agent during the change stages?

(4 Mark)
A- Change agent responsibilities: In Stage I Unfreezing:  (1 Mark) 
1. Gather data

2. Diagnose the problem (old records and reports used in the unit are taking a long time to fill them) 
3. Decide if the change is needed (modify this records and reports and change it to computerized form)
4. Make other aware of the need for change (modify this records and reports and change it to computerized form)
B- Change agent responsibilities: In Stage II Movement:  (2.75 Mark) 

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

C- Change agent responsibilities in stage III Refreezing: (0.25 Mark) 

Supporting others so the change remains

4. The appropriate strategy that must be used during change process? 

(1. 5 Mark)
The change strategies:

Three commonly strategies are used for implementing change. The appropriate strategy for any situation depends on 
a. The power of change agent,  and 
b. The amount of resistance expected from subordinates.

I- Rational empirical strategy: This strategy is to give current research as evidence to support the change. This type of strategy used when there is little resistance anticipated. A change agent strategy based on the assumption that people are rational being who will change when given factual information documenting the need for change.  
II- Normative-reductive strategy: It is the most appropriate for planned change in nursing. This type use group norms to socialize and influence people. A change agent strategy based on the assumption that people act in accordance with social norms and values and they are more easily influenced by others than facts.
III- Power-coercive strategy: Chang agent strategy based on the application of power by legitimate authority, economic sanctions. These strategies include influencing the enhancement of new laws and using group power. They assume that people will change only when rewarded for the change.
5. Strategies for minimizing resistance to this change process (2.5)

1. Education and communication.

2. Participation and involvement.

3. Facilitation and support.

4. Negotiation and support.

5. Manipulation and cooperation.

6. Explicit and implicit coercion. 
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