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MEIRREA0TA DEPARTHENT OF PUBLIC WELFARE

Revised Buggested Policies and Procedures of the Patlents Program Department, (Patient
Activities, Ocoupation:l Therapy, Indusirial Placement, )
(To be utilized in the eleven Winnesvta State Hospitala)

Septewber 10, 1953

I for maximgim operating efflciency, the Patient Activities Decupational
Therapy and Industriel Placement divisions (in the Patients Program Depart-
ment) shall maeintxin & 28t of procedures snd regulations regarding local
hoapital procadure &s relates directly to theuse depurtments or divisiona,

II Activities and programs of this department shall be supervised smd go-
ordinated by a Patleni Program Supervisor 1 or similarly acting supsr-
vigeor Af said pesltlon hes not been authorized on the hospital roster.

II1 For most effective treatment purpeses, all sotiviities of this depuriment
shell be presoribed, clesred, or aspproved in writing by & physiclian,

1, Schedules of recrestional group sctivitles for
. patients shall be approved in writing on the
schedule by the Supmzdptendent.

2. In ipdivldusily presoribed activitles for patients,
a written prescription form shall be used.

iv There shall be in view and use an organisationsl chari showing nemes, job
titles, and supervisory relatlensnhipys of sll depurtment merbers.

¥ 4 written schedule of yroup sctivities {or patients (8B supsrvised by the
petlents sotivibies gt ) shull be posted and made available for hozpital
persopnel and patients.

Vi 1] statisties] rorms rel ting to the aress of Petients activiciss, Qceupa-
tional Therapy snd Industriael Placesert, a4 requesied by the Depzrtment of
Public Velfsare, 8t. Puul office, shall be transmitted sccordin;ly.

V1T A prectical plan of supervielon snd in-pervice educution shall bs practiced
withiu each of these hespital depsrtments, This will inclune resular depairt—
mental gisaif meetings, individual and . roup eonlerences, evulustion snd other
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modern supervisory devices. & .departmentsl library of profesaional books and

- journsls shall be maintained in the department office or made evailable in en

adjacent ares.

1. 1t 13 suggested thal the supsrvisory process inolude
regularly conducted activities such as staff meetings,
individusl end group son{ersnces, sssiyned readings,
fiimas, elinie participation, observations, visitations,
evaluation, and ¢bher siniler devices,

2. Consultations, easesbly meetings, fllms, bocka, and
other resources of the Department of Publlc Welfare
centrzl office are to be used in ithe in-service sdu~
cation progrem.

Schedules of time (prepared in sdvance) apent by stsfi members on duty shsall
be kept up to date snd used for clear detemmination of usaignment of ptafl
personnel to professiooal imaks,

Records aud files of patienta' progress in activities program should be
maintaited by the department or in conjustion with other mediczl records
departments,

411 activities of this department for pstienis must be plsnned, scheduled, and
executed ln accordance with local medicsl directive and the stztewide apgrovnd
operationsl medical policlea.

Eilez are to be paintained covering proyram, correspondence and other administre
tive procedure.

A well balanced program of a variety of therapeubic and diversional zetivities
shall be available under professionsl leadership on & seven day weo: Daphe
vhich includes merning, afternoons, snd evenings, with Sunday activities at

the diseretion of the hespital superintendent eor clinical director. The com-
pletaness of coveraye of activities for individuals and groups will be dependent
uzpon the size of staff and its retio to patients in the hospitsi,

Time shall not be expended by despsriment personnel in extrinsic wis.celaneocus
activities {to wit: religious activitles, farmimyg, cenning, pleiing, gerdening,
cuztodial fuctions, ete.) not directly releted to stx=ff members' particular
professional fields, except when s.ch activity with patlents is & regulerly
acheduled departmental activity for therapeutic purposes. ~Efgeption sy be
made in the cxge ol extrewe emergency or apide ic and upon specified orders
af the hospital supcrintendent.
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A1) persmtsel should be guided in the perforusnce of thetr duties by ‘the

Btajn Civil Bervice Jab npacificat;ona for their particuler Job spocielities.

H

Supplies, eguipment, aress snd fsoilitles will be svailable for patlents' use.
under supervision ard will be pu chassd within budgel sllotments and profession-
al fudgement of the Patient Program Supervisgr 1 end the Patient Program
Supervisor 1IX¥., Before any requisitions submitied for the Patient Program
Departuent are cut or not recozmended by the Patient Program Buperviser II,
thers ghall Do ﬂdscasaion amd e:p&anation regarding the sction.

L. Supplias and equipsment. requested shall be in ac~
eordance with the failoyiqgfggiagg; .

a. Pervicesbillty, durahiii%g, economy, safety

b Zconony, aeearéing to ppifrity of needs.

e. Bocerding to needs and idterest of majority
a8 1t 18 desmed feasable,

4. &dvanet planning and gulmission of rejulisitiona

E'-" oy e 2y :

e 031? s&rviceable Ltems that cennoct be secursd

~ghrough voluntary sourges.

'#. Rultiple use oguipment thst serves serveral

functions,

Before any zmjor reguisitioned items in theme fields are cut or eliminated
by the hoapltal busineds mspdger or employeés in the business depsriment,

the seid {tmwe should be broughl te the attemdtion of the Fatlent Program

Bupsrvisor I with explanation for the propesed cut.

The supervigion of volunbsers thst partlcipate in the sctivities of this
departuent shall be done Yy delegated personnel of this departuent.

Suppiies and equipment shall not be ordered in supplus quantities thut the
departzent does not have use fo° within the flsoul juarter or similor fixed
pericd as is desmed Lo bhe reesonsbla.

The Patieni Pragras SBupervisor I or similsr acting suprrvisor shall be ip-
sluded as regavrds his or her opinion related to definite chenges, zdditions
or depletions of & staif, equipnent; facllity or are- item.

Rzpponaibility for professionsl scjunctive treatment anc adjusiment programs
within the devartment'a vange shsll be invested IB the Patient Proyrss Supsr-
visor I or slmiler scting suposrvisor snd Patient Pregram Bupervigor II.
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x5 Blueationsl, consultative snd sdeinistraiive serices of the Depsrtnent of
Public Welfare St. Paul centrsl office siaff shall be utilized by the state
hoaspltals,

1 A patients' newspapsr contalning newsworthy and informstional materisl shall -
be conducted sz a patisnta' activity under the seneral direction of thia
departuent and with the cooperation of piher selected departments.

1. Partieipatic: of patients is t¢ be ilncluded in the
nevspeper activites se affecta the gathering of news
and other appropriste Journslistic activites that can
be engaged in by the pstients.

2, BSelected department personnel shall pive direction and
supervision to the patients' tevapsuer with judislous
attention given to not spending excessive time on this
agtivity.

IXIT1 Progrszming and scheduling shall consisiently 1nclude aet . vities and work
with distrubed end regressed patlente.

e dg Punidg accrued s & reault of the Diversified Labor Fund as redefined in
Minnesota Lawa of 1951 shall be retalinsd and utilized in accosdance with
the specified law, Articles and items of s handicrafi neture made by patlients,
the ariginsl weterials which have been purchased by the hospital, shall be
sold through ususl ssale charnela, used in the maintensnce, :ipkeep 2nd isprove-
ment of the hospltal Buildings or grounds, or dispensed with in accordance
with judgements of the loecsl hospital ocsupationnl therepy division. Profits
agerued 28 o result of galee of any such arbicles that are sold are to bs
returned to the Diverasified Labor Fund.

1. Vhere such articles are used in the maintenance,
upkasy, and lmprovement of ithe hospital Mullcings
or grounds, the hospitsl (not Diversifisd Labor Fund
or Patient Progras Depsrtment) ahsll pay for the materials
8o used,

X3y The Petlent Progrum Supervisor I or similar acting supervisor shall have a
knovlsdge of funds available for the purchase of supplies, euuipment and
faoilities within hilsz departmental scope,
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Recreatlonel supuolics and egulpment on hend shall be mmde svuilable to wards
and grades for thelr use with petients under ward lesdershlp. Such disgensing
of itenms shall ba sceoumollshed in «ecordsice with an est blisasd acheduls or
routine,

Ae reedily as possible, and @z goon ng medicslly fenssble, petisnbts snell be
referred to pre-voentlonnl &lasses wod/or oy Bsalitments wiith:n tne Losplital,

The patients Progras Degsrituent shall be ondszr the direct supsrvisic. of the
Superintendent or sinllsr medicel actbority. The Patient Pro.rsm Bupervizor 13
i the eentral offiece shell render consultarni snd supervisory Dunctiors %o the
progrem of these depurbmente. Hospliel personnel olssssd incluled in this
departeent wre as Tollows:

Peapient Progran Supervisor I

¥eiient Ackivitles Leander II

Patient 2cbivities Lesaer 1

Patisnt Actlvities Y¥orker

(eceupatlonsl Thevaplst 11

Qecupstionsl Theraplst 1

Roopdicraft Inastractor

Patisnt Flacenent Lgent

Cosneblc TherApisteesevesranvas (Departmentsl reluilonshios nay
BarhOrssesvsevwsvonasnsnsrannny ( vary de;jeﬂﬂiﬂﬁ, i, ADEE hospital

The totel ratio of dersrtnent stafl weobers 10 patiunts in the slsven stute
hoeplials should pveraze one stalf me ber {this degsrévend) Lo every 105
patisnte.

1. This tetsl retio apg:lles to the hospitals az 8 wiclas
and not to indlvldusl unies. It iz reco.niszed wiod
Irdleidnel oszlials ey have r»Lios thst d4iffer
mavkedly Irew this (l,.ze & ercley uporn the tyue
of potlisnts snn the nosphtal focillulesn.

2o Thile ratio lnclidws sLlL Job titles srecifien n
Foliey XAVIEL
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