








PROCEDURE

After the N-0Ol Patient Status Forms have been received at the
Nurse Director's office, they are to be examined in detai! for com-
pieteness and accuracy and are then to be sent to the Centrai Office

for machine tabulation.

Hand sorting and tapulation of the original data are to be used
at the local hospital for single runs and wil! provide statistical
information in areas for which the Central Office machines are not pro-—

g rammed.

When the results are received in tabular form, the steps used in
compieting Forms N-02, N-—-02-A, N-02-B, N-02-C, N-02-0, N-02-E, and

N—-02-F are as foliows:



FORM N-02-A

Step 1. The Nurse Director of each institution will post the census
by patient classification within each Section on Form N-02-A

"Summary of Formula Requirements Based on N- 0| Census."






FORM N-02-A

Step 2. Determine the number of nursing staff required. Use either of three
methods . shown in the addenda; (!) Formuia App!ication, (27 Simplified Ca' cu-
tation; or (3) Direct Calculation. An examp'e of the Direct Caicuiation

method is as fo!'!ows:

TAFFE T
PATIENT PERSONNEL STAFF COMPOSITION
CENSUS  RATIO

SERVICE 4 POSITIONS SoPuNe CLA,
_— FERe0L FOR,  REQUIRED  R.N. P.T.  ATTO.
Medicai —Surgica!, Acute 6! x .0644 % = b 17
Medical-Surgicai, !nfirm 340 x 536 182 = 37 37 108
Geriatric 413 x .322 330 = 26 26 8]
Psychiatric, Chi!, 75 x .644 48 = 14 L4 20
Psychiatric, Acute 112 x . 429 a8 = 14 4 20
Psych., Extended Care, Self 398 x . 107 43 = 0 22 21
Psych. Extended Care, Closed 996 x .2:5 223 = 45 45 133
Totats 2,395 76 147 169 400

Total s obtained from the above calculation are to be shown on Form N-—-02-A,

AJTHORIZED POSITIONS REQUIRED BY FORMULA

Tota! Supervisory Personne! {not appiicabie)
Head Nurse P47
Graduate Nurse
Practica! Nurse ‘69
Psychiatiic Technician

400
Charge Attendant

institut’onal Attendant

Tota! Ward Staff 716






FORM N-Gz-8B

Step 5. Set aside torm N--02-A unti! later. Working with Form N— 02-18,

the Nurse Cirector of eacn institution will enter under Section or

Services the autnorized bed capacity by patient classification.
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FORM N-02

Step s Copy on Form N--02, Coiumn A, the Grand Tota' for each i’ sted

' C

personne’ tit'e wnich was posted ‘n Step 2.
For Co'unn B, copy the Grand Tota’ for each | sted personne: titl!e which
was posted ‘n Step 4.

for the purpose of th.s exampie. the z' 'ocat’on of titles as between

Head Nurse ana Graduate Nurse is not shown. towe.er, :n performing Stepb

't wil, be necessary to show specific numbers for each !isted personnel

tit'le, Head Nurse, Graduate Nurse, Practica! Nurse, etc.

Prepare an accompany’' ng statement giving the criteria used 'n determining
the distribution of t'tles between Head Nurse and Graduate Nurse; between
Psychiatric Tectin'c an and L.P.N ; and between Charge Attendant and

'nst’tut ona’ Attendant.

12






FORM N-02

Step 6. Post in colunn 2 of Form N--02 the number of budgeted nursing

positions for each title.

Office and/or Personnel

The informat ion shou!d reconcile with Business

records (BB-|~8 Satary Detail),

1y






FORM N-02

Step 7. Post the number of "tie-ins' for each titie in Column 3, N-02.
This information should also reconcite with the Business Office and/or
Personnel records. A statement describing the tie-in is to be attached

to N-02.

16.






FORMS N-02-C
N-02

Step 8. Set aside Form N-02 and compiete Form N--02-C — “"Summary of On-Duty
Positions Assigned to Specia!l Services.” (See examp!e of Form N-02-C shown
as Step 8). The Nursing Service Ward Staffing Plan does not appiy to
nursing personnel requirements for such specialized services as: Surgery,
Recovery Room or Unit, Centra! Supply, 'nsu'in, Outpatient Department,

Ciinics, Day-Care, Night-Care, or othe, types of specialized functions.
These will require individual assessment to determine the nursing personne!

requi red.

Post the totais of each title from N-02-~C to Coiumn 4 of N-OQ2.

18,
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FORM N-02

Step 9. Complete Column 5 of N-02 by subtracting from Column 2 the

sum of Columns 3 and 4.

21,






Step 10.

FORMS N-02-A
N-02-8

Post entries from Column 5, N-02 on Summary Forms N--02-A and

N—-02-B as deployed by services in each Section. (See examples N--02,

N--02-A,

N—02-B).

23.
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FORMS N-02-A
N- 02-B

Step 12. Comp'ete Forms N—02—A and N-02-8B by subtracting the Avaltable

Budgeted — Ward Staffing poasitions from the positions Authorized by

Formu'a and recording the resu!tant Net Required for ful! staffing

comp'ements.

25,









Step 12.

FORM N-02

Post the number of vacancies for each titie in Column 6, N-02.

This information shou!d reconc:'e with the Bus'ness Office and/or

Personnel

records.

29,






FORM N-02

Step 13, Complete Column 7 of N-0O2 by subtracting Cotumn 6 from Column 5

and recording the resuitant number of fi!led positions.

31,






FORM N-02

Step 14. Divide the Sub-7ota! (Non-Supervisory) figure in Co'umn 5. N—02

by 1.726% and post the vresult n the coriesponding Sub-Tota! space of
Coiumn 8,

Next divide each figure in Column b from Head Nurse through institutional
Attendant by !'.726 and post the iresuits in Column 8, The sum of these
amounts must equa’ the figure posted ‘n the Sub-Tota' space of Co'umn 8,
!t may be necessary to adjust one of the computations which is nearest to

a who'e number in order to reconciie the two sums.

*The “igure 1,726 represents the emp’oyment facior (4.6, fo- days off, annual ieave, Sick
9 \ Y )
leave and holidays p.us suppiementa’ time allowance o 35 minutes per on—duty staff

member for majo: housekeeping funciicns, coffee nreak and toilet seeds of ward staff.
J

33.






Step 15,

(3)

FORM N-02

ol iow the same steps defined in Sitep 14
Divide The sub—total in Column 6, N-O2 by
resu!t in Coiumn 9.

Comp!ete the irdivsidua' postings by tTit'e.

Reconciie the two sums.

'.,726, and post the






Step 16.

FORM N-02

Foiiow the same steps defined in Step 14:

Divide the sub~total in Column 7 by 1|.726 and post the resuit
in Coiumr 10,
Complete the individuai postings by titie.

Reconcite the two sums.

37.
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FORM N-02

f. Subiract Trom each T.gu e eto.sded - To'umn P—A a7 Foom N-O7
e vorrespoadi g Tigure 7 Dodem Toca post o Sodumn T l-A
Thaze fTigu es muustoagiee with the Grod Totals cecoded in Che

- [—F 27 Form N=0O2

oot U =8,

razordad (7 the

=5, atd N-J0Z--C wi il have
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FORM N-02-D

Step 18, Prepa'e a separate Form N-=02-D, "Nursing UniZ On-Duty Nursing Positions”

£

lor each Nursing Uni® of the ent!re hospita’, Both code symbo!s _and 'oca! desig-

nations are to be g.ven for "Section”, “Buiiding’ and 'Nurs ng Unit." The Form is

to be comp’'eted by the Nu se Directo ..

Ent ies which were recorded ‘n Step 10 on fo'm N-O2-A, “Avaiilab’e Budgeted-Ward

pe=]

Staffing comstitute the data on which these ca'cutatiors are made., From informa-

clon ‘ocal'y available, each T gure ¥ om Head Nurse through institutiona' Attendant
's separated into: (A} The number 0of ‘ndividua's current'y empioyed,

(B) “he number of wvacanc.es,

Co'umn | — OnDuty Arariab' e

Use orly figures from (A) above.

a. Divide each figure, from Head Nurse though 'nstitutiona’ Attendant
by 1.7264

b. De*ermire a loca-'on by Dav, Ecen:ng, and Night shift for each per—
sonnel category, and post ‘r app. opt:ate spaces in Column ! or

; 2/
“orm N=(G02~D~

Cotumr 2 ~ On~Duty Yacanc: es

Use on'y figures from (B} above,

a. Divide each figure, from Head Nurse through iastitutiona’ Attendant
by 1.726

b. Determine al'ocation by Day, Eveni. ng, ard N:ght shift for each

personne’ category, and post ir- approp:.ate spaces in Column 2 on

Form N-02-D.

Coiump 3 — Total On~Duty

Add Column | and Coiumrn 2 and post .. appropriate "spases in Column 3.

Compiete box labe fed 'Patient Tiass.”.cations” ‘o the Nursing Uni%t being

reporied,. Reconcile ‘Census’ and 'Bed Tapacityv’ totals with entries recorded

- fom N=-02—A a~d Som N-—02-8.

A/ 5 Registered N.ovses are sSown o7 “orm NeOdi— A

5 divided by 1,726 eqgua’z 3.

I o-der to have 3 03-Duiy positions each dav o the yeai it is necessary to have 5 positions

assigned to the Nursing Jnit. The employmen: factor and sipp ementa. time allowance mertioned

in the Tootnote to Step iu account for the ofther two positions,

2/ 17 the exampie, 3 Registercd Novses are a'locaied as €07+ ows:
L Head Nurse on Day Shift — Nurse Joitod
1 Grad.a: se o7 Evening S-i rein
- % Graduate Nuose on Day S=ift - Nuvsing Un

41
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FORM N.02-F

Step 20. Comp.ete Form N-02--I.

On--Duty Nursing Bos:it’ons® by post!

“Acallabie Budgeted for Ward Staff

The tota's shown on N—@02--F shou'd

On-Duty Pos'tions recorded 'n Co'u

'Summa .y o7

rg the "o

rg- orn the
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mns 8. 9 and
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FINAL STEP,

Forward two compieted sets of a!!

forms to the Division of

Mental Health and Hospitals, State Office Building, i35 West Hanover

Street, Trenton, New Jersey, 08625.

51,



Addenda 1.
DEPARTMENT OF INSTITUTIONS AND AGENCIES

_Division of Mental Health and Hospitals

FORMULA FOR KURSING SERVICE WARD STAFFING

The formula for ward staffing ana the steps outlined for formula application
have been developed to provide a standard approach to staffing nursing units

to allow a basic level of acceptable care for patients in the categorles
that are identijfied.

The formulas are based on accurate classification of patients in accordance
with the Operational Definitions for Patient Classification, When these
standards have been achieved, any requests for additional nursing personnel

will be based on actual or projected change in classification of nursing
units.

The foliowing classes have been defined and the number of hours of nursing
care designated as follows:
Medical-Surgical, Acute 3 hours daily care from nursing staff
Medical-Surgical, iInfirm 22 " " " " " o
Geri a-tri c lé " 7" " " 1] n
Psychiatric, Children 3 " " " " " s
Peychiatric, Acute
{(tntensive Treatment and Adm.) 2
3
|

Psychiatric, Extended Care
(Self Care)

Psychiatric, Extended Care
(%losed Section)

1" n 1" n " "

DEFINITIONS

Hedical and Surgical

To include patients of any age and of any psychiatric diagnosis whose somatic
disorder requires the type of professional care available in a general hos—
pital accredited by the Joint Commission. The classification is divided into
two components:

A, Acute - Patients whose disorder requires maximal attention
from the medical and nursing staffs.

B Infirm — Convalescent, chronically ill and permanently disabl ed
patients, ambulant and non-embulant, who require inten-
sive nursing care under the close and continuing super-
vision of a physician.

Geriatric

To include patients (not in need of specializea psychiatric treatment) who
have reached thei r 65th birthday; who, under staff supervision, are capable
of cors:iderable sel f-care and who are either ambulant or able to spend their
day in a wheelchair. Disability in this classification of patients will be
definitely less than for those on either component of the Medical and Surgical

Service. Disorders will be of mild to mcderate severity and will include, but
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will not be limited to confusion, continuous or episodic; general enfeeble-
ment; and permanent physical disability.

Psychiatric, Children

The group of 75 patients up to the age of |7 as defined in Board of Control

policy who are not suffering from a disorder requiring transfer to and treat—

ment on the Medical and Surgical Service. Children in the latter group should

be classified as medical and surgical patients. (Note: At this point in pro-

gramming it is necessary that the Children's Service be clearly identified and

that recommendations for its staffing continue to stem from consistent princi-

ples. Institutionalized patients in excess of the authorized 75 who are under
the age of |7 should, at this time, be classified in one of the following cate~
gories:)

Psychiatric, Acute (Intensive Treatment and Admissions)

Patients of any age who do not require transfer to and treatment in the
Medical and Surgical, Geriatric, or Children's Service who (a) have been in
hospital during the current adnission for less than sixty days; or who (b) in
the opinion of the professional staff will profit by continued intensive
psychiatric treatment.

Psychiatric, Extended Care

To include all patients of any age not appropriately classified as MNedical
and Surgical; Geriatric; or children, who have been in hospital during the
current admission for more than 50 days, and who in the opinion of the profes-
sional staff will NOT profit by intensive psychiatric treatment. The group
should be divided into two components: "self-care and closed sections."

STAFFING FORMULAS AND S TAFF COMPOSITION:

Medical and Surgical, Acute

3 hours per patient per day
30% Registered Nurse
30% L.P.N, — Technician
40% Attendant

Medical and Surgical, Infirm

2% hours per patient per day
20% Registered Nurse

20% L.P.N., — Technician
60% Attendant

Geriatric
|+ hours per patient per day
20% Registered Nurse
20% L.P.N., — Technician
60% Attendant
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Psychiatric, Children
3 hours per patient per day

30% Registered Nurse
20% L.P.N. — Technician
40% Attendant

Psychiatric, Acute
2 hours per patient per day
30% Registered Nurse
30% L.P.N, — Technician
40% Attendant

Psychiatric, Extended Care (Self Care)
3+ hour per patient per day
50% Technician

50% Attendant

Psychiatric, Extended Care (Closed Section)
| hour per patient per day
20% Registered Nurse
20% L.P.N. — Technician
60% Attendant

ft is to be noted that these 7 groupings are based on characteristics related to

behavior, age, acuity of illness and level of service required from the staff
rather than on diagnostic classification. Certain categories of patients remain

for whom individual determinations will be made in accordance with the following
criteria:

Tuberculous

Patients with active tuberculosis will oradinarily be cared for on the Acute or
Infirm Medical and Surgical Service depending on medical determination of indi-
vidual need. They will be so classified for present purposes of reporting.
Arrested cases will be appropriately classified in one of the remaining 5 cate-

gories: "Geriatric", "Psychiatric, Children", "Psychiatric, Extended Care", etc.

For hospitals operating a separate T8 service, patients will be classified accora-
ing to the same principles althcugh it may be expedient for a single nursing unit
to nouse patients of different classifications, e.g., "Acute Medical" and "Infirm
Meaical" or "Geriatric" and "Psychiatric, Extended Care".

Narcotic Addicts

During the brief period of withdrawal, patients presenting a drug abuse syndrome
may properly be classified as "Medical and Surgical Acute" whether or not they
are treated on an acute medical nursing unit, Subsequent to the physiologic
crisis and dependent on age, patients are appropriately classified during the
period of active psychiatric therapy as "Acute Psychiatric" or "Children". After
the elapse of 60 days, classificatory decisions will be based on considerations
el aborated in the definitions for the 7 patient classes.

For hospitals operating residential narcotic treatment centers with desig-
nated nursing units assigned to the exclusive management of patients with drug
abuse syndromes, classification for present purposes of reporting will be
carried out in the same manner.
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Criminally Insane

Patients will be classified in one of the 7 established patient classes al-
though it may be expedient for a single nursing unit to house patients of
different classification, Under these circunstances, final nursing staff
ratios will be composite, reflecting the heterogeneity of the nursing unit.
In the event that on-duty personnel established by these criteria are insuf-
ficient for security purposes, wel |~substantiated supp!ementary requests for
additional personnel above calculated ratios may be requested to augment
nursing ‘staff.

Other Patient Groups

Classify in accordance with principles outlined in the above examples.

FORMULA APPLICATION:

Step |. The number of patients in a particularclassification is multiplied
by the number of nursing hours per patient per day indicated for
this class of patients.

‘Step 2. The total number of hours thus arrived at (Step | above) is divided
by 8 to determine the number of on-duty positions required.

‘Step 34 he number of on—duty positions arrived at (Step 2 above) will be

multiplied by 35 minutes because of related necessary activities
associated with the tota! on-duty function.

B. The total minutes arrived a will be divided by 60 to determine the
number of man-hours this represents.

C. The total number of hours will then be divided by 8 to determine
the number of on-duty positions this 35 minute factor represents.

Step 4, The on-duty positions obtained in Step 2 and Step 3 are added to
give the total number of on-duty positions required to staff the
nursing unit.

‘Step 5. The total on-duty positions are multiplied by the employment
factor 1.6,

e PR

y Supplemental Time Allowance ~ In addition to the hours of patient care indicated
for each of the categories an allowance of 35 minutes per on-duty staff member is
added.

(20 minutes — major housekeeping functions)
(10 minutes - coffee break)
( 5 minutes — toilet needs of staff)
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iStep 6. The total number of positions arrived at in'Step 5 are then multi-
pllied by the percentages to determine the number of registered
nurse personnel, psychiatric technician or licensed practical nurse,
and the number of attendants to be considered in the staff composi-
tion of the unit, For example, if the total number of personnel re-
quired was 50 and the staff composition was to reflect 20% Register—
ed Nurse; 20% Psyxhiatric Technician or L.P.N., and 60% Attendant,
this unit would require

20% x 50 = 10 Reglstered Nurses
20% x BO = 10 Psychiatric Technicians or L,P.N.
60% x B0 = 30 Attendants

In computing staff composition, decimal factors may result in a total
that exceeds the total positions required obtained in Step 5. When
thi's occurs, an adjustment will be made to insure that there is agree-
ment with the figure obtained in Step 5.

in each of the above steps the computation should be carried out one decimal
place and rounded out to the nearest whole number,

Example:

50 Bed Medical-Surgical, Acute
‘Step |. 50 beds
X 3
{50 hours

Step 2. 150 +#8 = 18.7 or |9 on-duty positions

Step 3A. 19 x 35 minutes = 665 minutes
B. 666 + 60 minutes = [ 1.0 hours
C. 1l =+ 8 hours = 1.3 or | on—-duty position

Step 4. |9 on-duty positions (Step 2)
+ 1 on-duty position (Step 3)
20 on-duty positions

Step B, 20 on-duty positions
xl.6 Employment factor
32,0 Total positlons required

Step 6. 32 x 30% = 9.6 or |0 Registered Nurses
32 x 30% = 9.6 or |0 Psychiatric Technicians or L.P.N,

32 x 40% = 12.8 or 12 Attendants®
32 Total

I

et

*In this example the decimal was adjusted for attendants to meet the total positions require-
ment (Step 5). The adjustment could have been made for Registered Nurses, Psychiatric

Technicians or Practical Nurses to achieve agreement with the total position requirement.
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SIMPLIFIED CALCULATION

l. Number of Patients X Hours of Nursing Time (+ to3) +8=Y
2. Y4+ 13.7 (Personal Time Divisorf =2z

3, Y& 2 =R {On-Duty Personnel required)

4, R X 1.6 (Employment Factor)” =Number of Personnel to be hired.

4/ personal Time Divisor ~ 35 minutes in each working day is allotted every nursing service
employee for necessary personal activities unrelated to his on-duty functions. The fig-

ure 13.7 is calculated in the following way:
a, There are 480 minutes in a working day (8 hours x 60 minutes)
b. 480 minutes divided by the personal time allotment of 35 minutes equals 13.7.

2/ Employment Factor — 365 days (1 year) - 137 days off (52 week ends, 12 paid holidays;
12 vacation days and 9 sick days) =228 working days.
365 days 4+~ 228 working days = 1,6 Employment Factor.

DIRECT CALCULATION

Using the appropriate decimals below, multiply the total number of beds and
rouna out to the nearest whole number to arrive at the total number of per—
sonnel to be hired. Each decimal represents the personne! ratio required
for one bed, in accordance with the formulaapplication for each service,

PERSONNEL RATIO STAFF COMPOSITLION

SERVICE HOURS  REQUIRED FOR 1 BED  R.M.  LPN=TECH.  ATTENDANT
Medical-Surgical, Acute 3 . 644 30% 30% 40%
Medical-Surgical, Infirm 2% .536 20% 20% 60%
Geriatric I3 .322 20% 20% 60%
Psychiatric, Children 3 . 644 0% 30% 40%
Psychiatric, Acute 2 .429 30% 0% 40%
Psychiatric, Extended

Care (Self Care) 1 107 - 50% 50%
Psychiatric, Extended

Care (Closed Section) i 215 20% 20% 60k
Example:

50 Bed Geriatric
Step . 50 Beds

X. 322 Personnel Ratio Required for | Bed
16.100 or |6 Positions Required

Step 2. 16 X 20% = 3.2 or 3 RN,
16 X 20% = 3.2 or 3 L.P.N, — Tech,
16 X 60% = 9.6 or_l0Q Attendants
16 Total
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The following partial list of activities which involve ward nursing staff time

indicate the variety of tasks for which nursing personnel assume responsibil-—

ity. The numerals beside each item are rough estimates of the minutes required

to provide this service each day to an average patient on tne medical-surgical

acute service. These give an idea of the way in which the three hours of

nursing care time is expencesd:

Feeding

Bathing and grocming

Cressing

Clothing supply and Issue

Medi cation

Treatment

Fecords and reports

Telephone cails ana
inquiries

Mirnor housekeeoning tasks

In~Service training

Escorting patients —
clinics, laboratories,
speciel activities

Visitors

Toileting

Planning patient care

12/meal
=5
10
2
2/med.

Adnission, Trznsfer, Discharge |

Activities and activities
planning

Loctors! rounds

Fosting doctors'! orders
Assisting with examinatio
Laboratory requasts
Change of shift reports

Ward staff supervision of
care and treatment

Conferences, clinical and
administrative

Bed checks and patient
count

Linen supplies

Orcering ward drugs

NN

ns

‘Some of the activities are removea from direct patient cormtact but are essential

in carrying out a nursing care prcgram. Some direct patient contact activities

have been appropriaete for time study.

requires a minimum of |15 minutes of 'staff time;

continents, |5 minutes; shaving, 3 minutes;

These revea! that showering

dressing and undressing,

a patient

bed bath, 25 minutes; feeding

a patient, 12 minutes; oral medication, 2 minutes per medication; changing in-

12 minutes.

We hope that each of the hospitals will develop detalled time study analyses of

nursing service functions for the remaining 6 classes of patients.

The formulas for staffing nursing units in the Division of Mental

Heal th and

Hospitals evolved after study of a number of mental hospital situations and

rel ated general hospital situations.

Hospital Nursing ‘Service Manual ~ American Hospital Association and

Reference sources and guides used included

National

League for Nursing; American Psychiatric Association — Personnel patient ratios;

Military ‘Staffing plan for general

hospitals and N. P. units;

University of
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Pennsylvania ‘Study of Mursing Activities; Overbrook Hospital (N.Js) Study of
Nursing Activities; New Jersey Civision of Mental Heaith and Hospitals and
Division of Mental Retardation studies done on ward personnel activities;

New Jersey Nursing Home 'Staffing 'Standards; 'study of on-duty staffing in
'several New Jersey general hospitals,

It is to be noted that the staffing formula for the seven patient classifica—

tions applies to ward 'staff only. |t does not include supervision and
nigher ltevel administrative or instructor positions. The formula does not

apply to nursing personnel requirements for -such specialized services as:
‘Surgery, recovery room or unit, central supply, insulin, outpatient department,
majcr escort services, clinics, day care, night care or other types of special~

ized functions. These will require individual assessment to determine the
nursing personnel required.

In -small nursing vaits formula application may not provide adequate arcund-the
clock coverage to insure safety, 'security, professional ‘supervision, care and

treatment requirements. These factors will be reviewed in establishing staff-
ing needs.
Extended care, self care units will have appropriate and adeqate planned

‘supervisory visitation to insure awareness of patient status and safety.

This guide to staffing nursing units, with the special considerations noted,
'should facilitate an orderly and consistent approach to providing nursing

staff requirements for developing and maintaining basic acceptable levels
of patient care.





