3 basic steps to time management
1. Take time to establish priorities- manage by efficiency rather than crisis- planning fallacies (biting off more than you can chew)
2. Completing the highest priority task before starting a new task
3. Reprioritize based on the remaining tasks and on new information that may have been received 
Priority setting and resetting
3 categories for prioritizing (don’t do, do later, do now)
Avoid procrastination; break into small tasks, make lists, reprioritize
Reprioritize- 
· in the event of a crisis, the individual may need to set aside the original priorities for the day and reorganize, communicate, and delegate a new plan reflecting the new priorities associated with the unexpected event- 
· one’s priorities will usually change throughout the day-if reprioritizing is avoided, the other priorities may no longer be accurate
Differences between leaders and managers 
Leaders-
· Interpersonal behaviors
· Influences and guides direction, opinion, and course of action 
· No delegated authority- obtain power through means such as influence
· Wider variety of roles
· May or may not be part of the formal organization
· Goals may or may not reflect those of the organization
· Direct willing followers
· May or may not be part of the formal hierarchy
· Focus on group processes, information gathering, feedback, and empowering others
Managers- 
· Assigned a position by the organization
· Legitimate source of power
· Specific duties and responsibilities
· Emphasize control, decision making, analysis, and results
· Manipulate people, money, time, and resources
· Greater formal responsibility and accountability for rationality and control
· Direct willing and unwilling subordinates
Management Styles 
Authoritarian leader-
· Strong control maintained
· Others are motivated by coercion
· Directed with commands
· Communication flows downward
· Decisions do not involve others
· Status differences
· Criticism is punitive (used as punishment) 
Side note: This leadership results in group actions that are usually predictable- reducing frustration-gives members a feeling of security- productivity is high, but autonomy traits are reduced- this is used in armed forces 

Democratic leader-
· Less control
· Economic and ego are used to motivate
· Directed through suggestions and guidance
· Communication up and down
· Decision making involves others 
· We rather than I and you
· Criticism is constructive
Side note: appropriate for groups who work together for extended periods- promotes autonomy and growth in individuals- effective when cooperation and coordination of groups are necessary- less effective quantitatively than authoritative leadership

Laissez-Faire
· Little or no control
· Motivate by support when asked for
· Little or no direction
· Up and down communication
· Places emphasis on group
· No criticism
Side note: only works when members are highly motivated and self-directed- appropriate when problems are poorly defined and brainstorming is needed 

Interactional-
· People are variable- have many motives for doing things
· Peoples motives change over time
· Goals can differ in various situations
· Performance is effective by circumstance, ie. how qualified is the person performing the task
· No single leadership strategy is effective in every situation
Transactional- 
· Focus on management tasks
· Committed
· Use Trade offs to meet goals
· No shared values
· Examines causes uses contingency reward
Transformational-
· Identifies common values
· Caretaker
· Inspires others with vision
· Has long-term vision
· Looks at effects 
· Empowers
Side note: although the transformational leader is desired; it is critical to find a balance of both leader qualities

Informal vs. Formal structure
Informal-
· Naturally forming social network
· Based on camaraderie - more immediate responses from individuals
· Communication through the grapevine
Formal- 
· Roles and functions are defined
· Differing roles
· Rank and hierarchy are evident
Leadership qualities and functions

Characteristics of a critical thinker
· Insight- experience
· Intuition- gut feeling- based on knowledge
· Empathy- know/ appreciate how patient feels
· Willingness to take action
Teaching strategies/ Ways to enhance learning
Simulation!
Marquis-Hutson-
· Didactic theory component- ie. material presented in each chapter
· Formalized approach to problem solving and decision making
· Some use of group process- can be large and small- classroom discussion
· Material needs to be made real so it can be internalized
Ways to encourage a positive organizational culture
· Recognize subcultures and do what is necessary to create shared norms and priorities
· Choose management strategies that ensure a shared culture
· Assist subordinates in understand the units culture

Organizational Structure
Relationships and chain of command-
· Solid horizontal lines on chart- people with similar responsibilities but different functions
· Solid vertical lines- formal paths of communication and authority
· dotted/broken lines= advisory/staff - greatest decision making at top
· Unity of command- one person/boss in which employees report to one manager to whom they are responsible
Span of control- 
· The number of people reporting to any one manager 
· Narrower the span the greater number of levels 
· Ideal is 20
· Reduction of administrators- flattening the organization
· Increased financial pressure/electronic communication/ technology advances- all influence
Managerial Levels-
· Top level- Ceo’s- make decisions with few guidelines/structures- not as involved in daily operations- great leadership skills needed 
· Middle level- nursing supervisors/unit managers- coordinate lower levels of hierarchy 
· First level- RNs- concerned with units workflow- immediate problems- personal needs of employees 
Centrality- 
· where one’s position falls on organizational chart
· Employees with small organizational distance recieve more info
· Middle manager has broader view of organization
Differences between problem solving and decision making 
Decision making-
· Choosing a particular course of action
·  selecting a logical choice of available options
Problem solving- 
· Part of decision making 
· Analyzing a difficult situation
Chapter 1 powerpoint 

Staffing Plans 
Cross training- 
· Giving personnel with varying educational backgrounds and expertise the skills necessary to take on tasks normally outside their scope of work and move between units
Closed-unit staffing-
· Staff members on a unit make a commitment to cover all absences and needed extra help in return for not being pulled from the unit in times of low census
Mandatory overtime- 
· Additional shifts to keep fewer people on the payroll
Management Functions 
· Planning
· Organizing
· Staffing
· Directing
· Controlling
Staffing systems
Centralized-
· Staffing decisions are made by personnel in a central office or staffing center 
Decentralized-
· Unit manager is often responsible for covering all scheduled staff absences 
· Side note: Decentralized is good because the unit manager understands the needs of the unit and staff intimately, increased likelihood that sound staffing decisions will be made - leads to increased autonomy and flexibility- employees can however be treated unequally or inconsistently 
Organizational Culture
The organization values, language, traditions, customs, and sacred cows (things not open to discussion or change) ie. hospital logo
The organizational culture is expressed through the organizations self-image, inner workings, interactions with the outside world, and future expectations 


