[image: ]

     كلية معتمدة

Model answer of Nursing Administration
[bookmark: _GoBack] (
Department: 
Nursing Administration
 
Academic Year:
Third
 Year
Course Name
: Principles
 of Health Service Administration
Code:
 Nur304
       Page: 6
 Term: 
First
 semester
Da
te:
16/1/2016
Time:  
2
 hours     
Total Degree:
4
0
)




I.	 Multiple choice questions:                         ( 10 marks)

1. …………… measures work efforts that go into a performance task. 
a. Strategic plane
b. Input Standards
c. Output Standards
d. Controlling

2. ……………….    is the obligation of a subordinate to perform the assigned duties 
e. Responsibility 
a. Accountability
b.  Power 
c. Authority 

3. ……………..   is specialization increase output by making employees more efficient

a. Remuneration
b. Centralization
c. Flexibility
d. Division of work



4. The director of nursing have right to direct the nursing personnel through…………..
a. Responsibility 
b. Accountability
c.  Power 
d. Authority

5. All the following Middlemanagers " Except:
a- project leader
b- Department head
c- Plan manager
d- Supervisors.
6. All the following are examples of standing plans Except:
a. Policies
b. Procedures
c. Projects
d. Rules.
7. Which of the following is benefit of nursing information systemExcept:
a. Reduce paperwork.
b. Cost reduction.
c. Automated tools of nursing documentation.
d. More time at nursing station

8. All of the following are characteristics of effective control Except
a. Acceptable to organizational members
b. Inflexible, Cost-effective, and Unrealistic
c. Accurate, Fair and objective
d. Positive and Encourage self-control

9. The manager applies direction function to helps in:

a. Time management 
b. Transfer plans into performance
c. Uses of different tools
d. Power ability

10. It is the process of actively attracting applicants for existing position.

a. Staffing
b. Selection
c. Recruitment
d. Interview

[bookmark: OLE_LINK15][bookmark: OLE_LINK16]II- True or false                                    (10 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.

	No
	Statement
	T
	F

	1
	Task quantification system focuses on nursing tasks performed
	T
	F
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	The examples of Single use plans are Projects and budgeting
	T
	F

	3
	Efficiency is doing the right things while Effectiveness is doing things right
	T
	F

	4
	Internal controlling allows motivated individuals to exercise self-control in fulfilling job expectations
	T
	F

	5
	Input Standards: measures performance results in terms of quantity, quality, cost, or time
	T
	F

	6
	Supervisor is a way of transmitting facts, thoughts and values.
	T
	F

	7
	Informal organization connects organizational tasks
	T
	F

	8
	Span of control is the distance between top management &workers of an organization.
	T
	F

	9
	Post action feedback controls take place before an action is complete & focused on end results as opposed to inputs and activities
	T
	F

	10
	Preliminary controls are accomplished after a work activity begins
	T
	F
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1- List (3) informational roles of themanger.

· Roles associated with the tasks needed to obtain and transmit information in the process of managing the organization:
1. Monitor—analyzing information from both the internal and external environment.
2. Disseminator—transmitting information to influence the attitudes and behavior of employees.
3. Spokesperson—using information to positively influence the way people in and out of the organization respond to it.
2- Stat (4) Characteristics of good planning=.
1. 1 Define objectives
2. Simple
3. Clear
4. Comprehensive 
5. Flexible 
6. Economical 
7. Establish standards 
8. Balanced
9. Practicable
10. Focuses on Achieving Objectives
11. Function of Management
12. Pervasive
13. Continuous
14. Futuristic
15. Involve Decision Making
16. A Mental Exercise
3- Enumerate (2) Enumerate types of exceptions.
There are two types of exceptions: 
1- Problems - below standard
2- Opportunities - above standard
4- Identify (3) steps of organizing function.
1. 1 Establish overall objectives
2. Formulate supporting objectives, policies and plans
3. Identify and classify activities necessary to accomplish the objectives
4. Group the activities in light of the human and material resources available and the best way of using them under the circumstances
5. Delegate the head of each group and the authorities necessary to perform the activities
6. Tie the groups together horizontally and vertically, through authority relationships, and information systems.
5- Determine (3) operational functions of management.
1. production
2. marketing
3. purchasing
4. financing
5. personnel


6- Identify (3) advantages of  consultative direction.
 The following advantages are claimed in this type of method:
1. Participation occurs on every level of organization.
1. Better communication.
1.  Least resistance from subordinates, experience and knowledge of 
subordinate also can be used to arrive at right directives.
1.  It induces better motivation and morale.
1. It leads to better co-ordination and effective results.
IV-	Differentiate between the following:                    (10 marks)
1- Formal and Informal Organization

	Formal Organizations
	Informal Organizations

	It is created by the top management
	It is not created by top management. It arises out of the natural desire of the
People to associate.

	It is created to get the jobs of an organization performed in a planned and systematic manner
	It is formed to satisfy those needs of members which cannot be satisfied through formal organization

	It is managed by officially appointed managers
	Members of the informal group select someone as their leader to take care of
the interests of the group members.

	Managers of formal organization have formal authority
	The authority of the leader of the  informal group depends upon the combined support of group members.

	Formal organization is permanent and stable
	Informal organization is of temporary nature. It changes
its size and members from time to time



2- Planning & Analysis phase of Implementing Nursing Information System.

	Planning phase
	Analysis phase

	
 Planning phase
The planning phase involves the following steps:
1. Define problem and / or stated goal
2. Conduct feasibility study
– State objectives
– Determine scope
– Determine information needs
– Decide whether to proceed
– Negotiate the project definition agreement
 – Write the project definition document
3.Allocate resources







	In the Analysis Phase data must be collected in the form of written documents, questionnaires, interviews, observations. After analyzing data with data flowcharts, grid chart, decision tables, organizational charts a model can be made. Data must be reviewed before proceeding to the design phase.
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