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ERRATA

In the following pages, numbers have usually been typed
in Arabic digits rather than English prose: sometimes, therefore,

1" should be read as "one".
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SUMMARY.

The "explosion" of scientific information in the last
3 decades has revolutionised medical and surgical treatment,
but has, at the same time, increasingly strained the facilities
-0f both medical scientific libraries and medical records
departments. Pgtterns of illness have changed, and the case
papers of individual patients now frequently rel#te to illnesses
which last for many years. Unit files are becoming so bulky that
their contents can neither be easily physically stored nor mentally
assimilated. More patients and more knowledge about their illneéses
result in more clerical work iﬁ wards and clinics, and this in tumm
slows the flow of information throughout the hospital.

In Chapter 1 the present situation is outlined, and it is
suggested that major faults exist in the present system of making
and keeping medical fecords. In Chapter 2 the tefm "operational
research" is explained; application of this technique to problems
of medical records is discussed. It is suggested that altering
work routine may often be the best way of solving specific record
problems, and that the facilities for making and keeping good
medical records are the same as those necessary for good patient
care, A model is described by means of which any hospital Unit
may be surveyed in detail to define faults in the existing record
system,

Two medical and two surgical Units are surveyed in detail



in Chapter 3 to illustrate the application of this model and to
indicate common faults in present-day British hospifals. Some of
these faults are discussed in more detail in Chapter 4, and an
E.C.G. and an X-Ray department are surveyed to illustrate some

of the problems of ancillary departments.

In Chapter 5 the arguments for and against centralising
typing services are considered in detail, together with the question
of how best to organise the non~typing duties of a secretary. It is
concluded that Unit secretaries are too valuable members of clinical
teamg to be satisfaotorily replaced by typing "pools™".

The methods available for transporting documents are
reviewed in Chapter 6 and it is concluded that, because in the
forseeable future "handraulic'" methods (Payne, 1966) will continue
to be used, adequate internal messenger services should be organised
in all large hospitals. Some of the problems in making and handling
laboratory records are considered in Chapter T by reference to a
detailed survey of a radio-isotopes department,

In Chapter 8 the traditional systems of drug prescribing,
administration and stock control in hospital wards are described
and criticised, Two existing new systems are considered in detail:
these involve drastic alteration of work routine and recording, and
it is suggested tﬁat they should, together, be widely adopted.

An attempt'is made in Chépter 9 to answer the classical

guestion "What is meant by a good medical record?'. It is concluded

that, because a record is a means of communication, its efficiency



as such is an index of its quality.

Standardisation of format is discussed at some length in
Chapter 10, both in general terms and in relation to specific
documents, and it is pointed out that many of the problems of
keeping case papers tidy in a unit file depend not on page format
but on the binding mechanism used.

Future trends in administrative organisation and
electronic equipment are reviewed in Chapter 11, and the potentials
of computer-assisted diagnosis briefly discussed. Finally, in
Chapter 12 it is concluded that present working conditions in man&
British hospitals are seriously prejudicing the making and keeping
of good medical records, and that only detailed operational
research can provide the necessary information about what exactly

is at fault and what remedial measures should be taken,
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AUTHOR!'S NOTE

In this thesis T have largely avoided considering the
probiems of the storage and retrieval of medical records, and the
content of discharge letters relating to hospital in-patients,

because I shall write an account of them in a separate work to be

published elsewhere.



"As in the human body structure reflects funciion,
so within a Health Service records reflect organisation and

communications".

(Acheson, 1967)



CHAPTZR ONE

PRESENT PROBLEMS

"Our system of intelligence is adapted admirably to the
short~term Trafalgar-like actions of the era of infective
disease, but is inadequate for the diffuse and protracted
struggle azainst chronic and hereditary disease."

(Acheson, 1967)

"Over the last three centuries the rate of publication
of scientific papers has doubled every fifteen years."

(Laver, 1965)

The Information Explosion

In the thirty.years since the advent of the sulphonamides, medical
knowledge and achievement have far exceeded that gained in the previous five
thousand years. The advances in medical investigations and therapeutics
(see Table 1/1) have been made possible by, and have themselves helped to
create a vast "information explosion" (Alexander, 1946).

Medical librarians throughout the world can barely cope with the
flood of text books, monographs and learned journals, and the indexing of
their contents: this is already well-known. What is not yet widely
appreciated is that, with medical treatment now, at best, making more
cures possible, and, at least, delayinz death, sometimes indefinitely, the
expansion of recorded information relating to this treatment has been

enormous.,



TABLE 1/1

SOME ADVANCES IN MEDICAL TaCHNIQUES IN RaCENT YEARS

CHEMOTHZRAFY ANTI-INFECTIVE e.z. against meningitis
pneumonia
tuberculosis

PSYCHIATRIC e.g. tranquillizers
' anti-depressives
SYNTHETIC e.g. ¢orticosteroids
HORIIONES oral contraceptives
IMMUNISATION e.g. against poliomyelitis
INTRAVENQUS e.g. blood; electrolytes; protein
FLUID THERAPY
AVARSTHTLSTA e.8. deep hypothermia & hypotension

NEW MACHINERY
TECHNIQUES

e.g. renal dialysis; cardiac pacing;
cardio-pulmonary bypass; reglonal perfusion;
stereotactic neurosurgery; arthroplasty;
artificial limbs

TISSUE GRAFTING

e.2. renal; synthetic vascular prosthesis

NEW INVESTIGATIONS

FIBZR~OPTIC fiberoscopy
ELECTRICAL unipolar E.C.GSs.;
vectorcardiograrhy
ULTRASONIC €.g. in intracranial
lateralisation
RADIO WAVE e.g. in intestinal

motility studies

RADIO-ISOTOPE . e.g. in endocrine functicn
' and mineral balance studies,
and orzan scanning




No longer are most illnesses separate self-contained episodes;
more often each episode is simply a chapter in a long story of chronic
or recurrent ill-health. Moreover, the dangers of iatrogenic morbidity
are now such that it behoves an attending physician to become familiax
with all relevant medical information, past as well as present, about his

patient, if he is not to do positive harm rather than good.

Unit Files

Such considerations have led to the adoption in most U.K.
hospiteals of the "unit file" system. One patient has one file in a
given hospital, end in it are housed all his medical records originating
in that hospital (Kurtz, 1943). Enquiry by one department of another
about his past illnesses is avoided, but enquiry is, of course, still
necessary by one hospital of another. Now the idea is spreading of
having a life-long unified personal medical record comprising all relevant
information from the three branches of the National Health Service
(Acheson, 1967). |

This sounds promising until one considers the sheexr bulk of paper
involved. Already, in a unit file system less than fifteen years old,
one enccunters many files which are several inches thick. What, one
wonders, will the situation be like in a few more years' time, and how, on
this basis, could one possibly think in terms of a unit file lasting a

patient's whole life-time, even if relevant to only one hospital ?

" d



The storage space in hospitals is fast running out, and the
difficulty of indexing and retrievimz the records at present is a problem
in itself. The records department must, by its very nature and function,
be locgted somewhere near the centre of a hospital, and the master index
must be at its own centre. The encroaching growth of a master index
within a records department, and of a records department within a hospital
is like that of a malignant neoplasm.

What, too, is the point of keeping such bulky files, when their
contents are so untidy, diverse and often illegible as to make their
assimilation by a clinician well-nigh impossible in any reasonable space

of time ?

The Communications Barrier

There are two reasons for the bulk, Firstly, in the current
records so much is written and kept initially, and secondly, and much more

important, in past records so much is kept permanently. Unit files are’

bulky mainly because so much material is preserved in past records. The

unit file system has defeated its own purpose within a few years, by
presenting records officers on the one hand, and clinicians on the other,
with a voluminous mass of unclassified informgtion, much of which is useless.
We have now reached a "communications barrier", which must, as a matter of

© urgency, be broken through,



The problem, however, does not end there. The communications
barrier applies in other areas of hospital activity. Patients!
investigation results take unduly long to arrive; discharge letters to
general practitioners are sent weeks late; secretaries are too few, and
are overworked, often in conditons which no commercial firm would
tolerate (Ralston, 1967); this makes it hardly surprising that the
general accuracy of typescript leaves much to be desired. The cost in
doctors' and nurses' time spent on clerical procedures has been estimated
at £17 million annually in England and Wales alone. (Acheson, 1967).

Such is the present situation. I suggest that major faults
exist in the system of medical records, and I propose to consider various

aspects of this system, identify the faults and suggest means of correcting

then.



CHAPTER TWO

METHODS OF ENQUIRY

"At present, opinions on many aspects of medical work
are far too often based only on personal expsrience and
subjective Jjudgments even although the techniques of
operational research have now been developed to the point
where quantitative studies could be made."

(Scottish Home & Health Dept., 1967)

Operational Research

This country is now at the start of a new Industrial Revolution.
Competition in business and industry is increasingly severe, and costs,
particularly of labour, are rising steeply, but these factors are offset
by increasing mechanisation and by the use of automation, which is defined
(Payne, 1966) as any machine system in which information is instrumented
partially or completely for decision, adjustment, or control pufposes.

Suitable machinery may necessitate great capital outlay and a
complete review of existing methods and techniques, so we have the growing
application of enquiries into present work processes, under the various
names of operational research, work study, activity analysis, organisation
and methods (0. & M), methods work, systems analysis and design, and network
analysis. Indeed, with the advent of electronic cbmputers, many of these
terms are now being included in the.ooncept of computer sciences

(Institution of Computer Sciences, 1967).



General Principles.

Operational research is, in its sequence of steps, very similar i
medioal practice (see Table 2/1) although one is not accustomed to think :
these terms., The analogy is even closer in that, if the first step is
omitted in each sequence, the fesulting operation is a routine examinatio:
designed to find faults which are not already apparent.

Three main dangers are always dpresent in any operational research
Firstly, personnel in the system being observed may resent the presence o
the observers and may make the research valueless through wilful non-
co~operation, usually being under the impression that the research is
aimed at proving thevsystem is overstaffed, Secondly, observation, by
interfering with the basic work routine, may itself alter the system and
go invalidate observed results, Thirdly, the operational research
persoﬁnel may be so ignorant of the type of system they are observing
that they misinterpret their fiﬁdings.

Until recently the third danger has been minimised by the fact th
systems in business and comnerce could be reduced to a common framewoxrk o
description, so that an observer trained in the general techniques of
operational research could equally well investigate the canteen of a powe:
station and the stock control of a rubber factory. However, this is no
longer true when a system is complex and highly technical as is, for
example, hospital medical prpctice, so there is a new dlite of operationa
research workers appearing, who are known as systems analysts, andwho wox
in close collaboration with personnel employed in the situation under

investigation., Such co-operation between internal personnel and outside



TABLE 2/1

A COMPARISON OF OPRRATIONAL RESEARCH AND MEDICAL PRACTICEH

STEP OPSRATIONAL RESEARCH MEDICAL PRACTICE
1 PROBLEM IDENTIFICATION COMPLAINT
2 ENQUIRY INTO THE HISTORY,
GENERAT, STITUATION PHYSICAL EXAMINATION &

SPECIAL INVESTIGATIONS

3 DIFINITION OF THE DIAGNOSIS
FAULTS IN THE SYSTEM
4 MODIFICATION OF THE TREATMENT

SYSTENM




systems analysts has been found to be essential in the introduction of
automation fechniques employing electronic computers (Payne, 1967).

The popular idea persists of an 0,& M.observer following staff
around, clicking a stop watch on and off. Measurements of activity times
can be made in other more satisfactory ways, one of which, using bar-charts,
I shall describe later. Another less well-known method is that of

activity sampling.

Activity Sampling (Davies, 1965)

This is a technique in which a large number of instantaneous
observations are made over a period of time of a group of machines,
processes or workers. Fach observation records what is happening at that
instant, and the percentaze of observations recorded for a particular
activity or delay is a measure of the percentage of time during which
that activity or delay occurs.

The theoretical basis of activity sampling is statistical
sampling, which is widely used by market research agencies and in4pub1ic
opinion polls. In statistical quality control the quality of a batch can
be inferred by examining in detail the dimensions, finish and other aspects
of a small =2nple, whereas in activity sampling the iime spent in various
activities in a work situation is deduced frcma comparatively small number

of observgtions.

An essential requirement of activity sampling is that the

observations are made entirely at random, and the best way to ensure this



is to number 21l the minutes (or seconds, as the case may be) of the whole
observation period, and to select times by using a table of random numbers,
The next step is to make a small number of observations to determine the

approximate percentage of time taken by the activity in question, and then

to calculate the number of observations necessary to establish the exact
percentage of time by the formula:-
N = 4P (100 - P)

L2

where N is the number of observations required, P is the approximate

percentage cof time taken by the sctivity in question, and L is the
percentage limit of accuracy considered acceptable.

Once N is known, further sufficient observations are made, and
the exact percentage of time (Pl) taken by the activity in question is
determined, The observer can be 957 certain that this figure is

accurate within a rangs of Pl T,

Applications in Hosnitals

Applications of these techniques in the Health Service have so far
been very limited, although critical path progranming, which originated
with the Polaris project (Payne, 19466), is now being used in new hospital
planning by the Western Regionsl Hospital Board (Browm, 1967).

The Nuffield Provincial Hospitals Trust (1962 & 1965) has
pioneered the use of operational research in the c¢linical environment, and

the Ministry of Technology has already (1965 & 1966) made surveys in



te

laboratory and general practice, but a contribution by the Ministry of
Health (1966) has been singularly disappointing. So far no systematic
attempt has been made to review comprehensively the activities of medical,
nursing and secretarial staff within hospital wards and cliniecs, and this
is, at first glance, surprising. On further consideration, there are
three important reasons: (a) laymen cannot properly be permitted to be
present during medical and surgical procedures on any, especially female,
patients; (b) laymen do not understand medicine, anyway; snd (c) very few
nurses and doctors are familiar with or even much interested in the
techniques of operational research.

There is little in the medical literature to suggest methods of
conducting operational research on medical records in use in wards and
clinics, nor is there a useful analogous situation in a non-medical
context, although the unit file system in the Criminal Record Office of
New Scotland Yard presénts similar problems in information storage and
retrieval (Grout, 1967). I have, therefore, had to design my own

survey methcds, which I shall describe shortly.

The Life Cycle of Case Records

Before considering in detail the items which should be msasured,
let us look briefly at the life cycle of hospital medical records. An
information flow-chart has recently been published (Bnglish Electric
Leo-Yarconi Computers, Litd., 1967) to serve as a basis for further research,

but it is too complicated for my present purposes, and the essential steps

can be represented much more simply (Figure 2/1).
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FIGURE 2/1

THE LIFE CYCLE OF HOSPITAL CASE RECORDS
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Three items in this diagram cgll for special comment: nurses'
notes, dismissal note, and "insertions". Nurses' notes are usuall&,
nowadays, made on loose leaf (e.g. "Kardex") pages, and include details
(sometimes the only ones) of drug therapy. They are integrated with the
medical unit file when the patient has left the ward, and, during his stay,
the medical and‘nurses' notes are parallel information systems.

A "dismissal note" is a preliminary communication from the ward
medical staff to the general practitioner when the patient leaves for home.
The note may even be given to the patient to deliver, in which case, of
course, he is tempted to unseal it and read it (Harrington, 1967). The
document is justified by its often containing important information, such
as current drug therapy; unfortunately its very sending tends %o diminish
the urgency of the subsequent detailed "discharge lettexr".

"Insertions" is a term I have used for the various reports,
graphic and otherwise, which are incorporated into a unit file during a
patient's stay in hospital, and which emanate from laboratories, X-Ray
departments and so on.

All the faults in the present system of hospital medical records

can be represented on my flow-chart in terms of (a) record design, content

and speed of transmission, and (b) work routine. It will often be found

that radical alteration of work routine is by far the best way to solve

specific problems and increase efficiency.




The Survey Model

In any medical or surgical Unit in a hospital what items should
be surveyed in order to define faults in the records system ? The list
(Table 2/2) constitutes what became known by my own research group as the
"survey model"”, -and it will be seen that a great deal of the measurement
must still remain qualitative, and, therefore, to some extent, at least,
subjective. |

When one considers in detail the factors affecting the making and
keeping of hospital medical records, one finds one is considering most

aspects of patient care. The facilities necessary for making and keeping

good records are the same as those necessary for good patient care.

There is no typical hospital and no typical hospital Unit, but it
might be possible to make some useful comparisons by conducting a large
number of surveys, based on my model, and scoring the resulis on 80-column

runch cards for computer analysis. The difficulties in such a method are

1o

very great, judging from some of my own findings; on the other hand, these

illustrate important general patterns, and clearly define a number of

specific system faults.
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TABLE 2/2

THE SURVEY MODEL

No. (a) Essentially quantitative [(b) Partially qualitative
1 Name 6f unit:- Geographical factors
Specialty '
2 Work specification:~ Adequacy of premises:-
Bed complement; Space; furniture; lighting;
out-patient clinics; heating; ward hand basins;
teaching; research; diagnostic instruments;
ancillary departments; telephones; staff location
admission routine; devices; case recorc
waiting list for trolleys; X~-Ray viewing
admissions boxes; personal labelling
(patients & staff)
3 Staff establishment:-~ Staff morale
Medical; nursing &
domestic; secretarial;
other relevant
4 In-patients' statistics:-
Patients per year;
duration of stay;
percentage of re-admissions
for same or other conditions;
diagnostic breakdown; death
rate
5 Delivery of previous notes Other aspects of the
from records department - service to the wards and
how easy and how fast, clinics by the records
including weekends and at department
night
6 Volume of case notes:- Document format; quality of

(as lines and pages)

of admission and progress
notes, nurses' notes,
out-patient notes

notes




TABLE 2/2 (Contd.)

No. (a) Bssentially quantitative | (b) Partially qualitative
T Volume of insertions:- Document format; content of
Time before results arrive reports; care in theix
back in ward or clinic mounting in the file
8 Discharge letter:- Transfer procedure
Time to send; authorship;
length (lines & pages);
adequacy as a summary *
Operation notes:-
likewise
9 Time taken to edit the Care in writing
notes
10 Out-patients:- : Clinic organisation;
Waiting list; throughput premises; equipment
per year & per clinic;
length, authorship and
delay in despatech of
clinic letters
11 Secretarial services:- Quality of secretarial work;

Work load (with detailed
breakdown); number of
recording machines

any other factors affecting
secretarial efficiency *

¥ 1 shall say more about these factors later.




CHAPTSER THRER

FOUR UNIT SURVEYS

"Rarely are the views of staff sought, even in matters
where they alone can give the information and advice required.
Likewise, it is not customary to let them know about
rebuilding plans, service aims or other matters of a similar
nature."

(Hals, 1967)

The following survey reports have been revised to exclude
superfluous material, to present some information more briefly in
tabular form, and to ensure, where possible, individual anonymity;
otherwise they remain as they were first written and circularised
to the Units concerned,

Two ordinary Units were chosen, one medical and one surgical,
for direct comparisons; they, in turn, were compared with a
professorial medical and o professorial surgical Unit.

It should be noted that the term "typed lines" is hereafter
applied to and measured as quarto lines of finally corrected text.
Letter heading, salutations, etc., envelope texts, and re-typed items

are not included.

. L4



uef

SURVEY OF DR. RICHARDS' TUNIT,

WESTERY INFIRMARY, GLASGOW. .

JANUARY TO MARCH, 1966

I'I.R oRch : R‘EPORT N.O. 2
First published: March, 1966.

Revised: Octover, 1967.



4.

10/

JINDEX

UNIT CONCERNED
LOCATION

UNIT STAFF

3.1. MEDICAL
5¢2. NURSING AND DOMESTIC
3.3. SECRETARTIAL

WORK SPECIFICATION

4.1, BED COMPLEMENT

4.2, OUT-PATIENT CLINICS

4.3. TEACHING COMMITMINTS
4.4. SPECIAL FACILITIES

4.5, ADMISSION OF IN-PATIENTS
4.,6. BXTRA COMMITHINTS

5.1. TELEPHONE SYSTEM

5.2. BFACE

5.3. LIGHTING

5.4. WARD WASH-HAND BASINS
5.5. PATIENT LABSLLING
5.6. X-RAY VIZWING BOXES

IN-PATIENTS' STATISTICS
PREVIOUS RECORDS

PRESENT CASE SHEET

8.1. VOLUME OF NOTES
8.2, QUALITY OF NOTES
8.3, VOLUME OF INSERTICNS
8.4, DOCUMZNT FORIMAT
8.5. CARE IN EDITING

TIME TAKEN TO COMPLITE INVESTIGATIONS

LY



10.

11.

12,

13.

14.
15.

INDEX (Contd.)

DISCHARGE OF PATIENTS

10,1, DISCHARGE LETTERS
10.2. TRANSFER PROCEDURE
OUT-PATIENTS

11.1. YEARLY THROUGHPUT
11.2. WAITING LISTS
OUT-PATIENT CLINIC FACILITIES

12.1. PREMISES
12.2. AVENUZ OF APPROACH FOR NEW PATIZNTS
12.3. COI@'ENTS

THE UNIT SECRETARY

13,1, DUTIES

13.2., WORK LOAD

13,3, RECORDING EQUIPMENT
13.4, THE SECRETARY'S DAY

13.5. COMZNT ON SECRETARTIAL DUTIES IN GENERAL

13,6, MECHANICAL DOCUMINTATION
ACKNOWLEDGEIENTS

APPENDIX: RECORDS OF 1955 AND 1960

15.1. INTRODUCTION

15.2. PREVIOUS RuCORDS

15.3., DIAGNOSIS

15.4, VOLUIlEZ OF NOTES

15.5. VOLUME OF INSERTIONS
15.6, LENGTH OF PATIZNT'S STAY
15.7. DISCHARGE LETTHERS



1, UNIT CONCERIED

Dr, R.L. Richards! Unit of Internal liedicine - Vaxrds
C9 and 10, Vestern Infirmary, Glasgow.

2., LOCATION

On the third floor of the main Infirmary block,
astrids the through corridox.

3. UNIT STAFT

5..  ledical
STATUS HUMBER | OUR DESIGNATION HEREAFTTR
CONSULTANT 3 DRS. AA, A3°, act
SENTICR REGISTRAR 2 IRS. AD, AW
REGISTRAR 1 DR. AR
SENIOR HOUSE OFFICER| 1 DR, AF r
HOUSE PHYSICTIAN 1 DR. AG

1. 9 sessions weekly,
2. 5 sessions weekly,
3, Hon-il.H.S. Attached for postgraduate research,

3.1.1. In addition, there are ususlly 2 "intensive-term"
medicsl students attached to the Unit for each University
10~week term, who do routine clinical clerking.

'
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3'2.1l

302424

3e3.

Mursing and Donestic

The following staff were present during 1 week of the
survey:-

WARD C9 (FEIFALZ) | WARD €10 (FALR)
DAY TIGHTD DAY | IIGET

3!

FOIPL | #T [ET | #T VBT 4 ¥ | P
SISTER 1~ -}~ |2 -1 -] -
STAFF NURSE 1l - - 0= 1= -] -
STUIOR STUDENIT NURSE | 1% | - | 1| &8 |1x | = | 1| 5

JUNIOR STUDEHT NURSE | 3% | - 1} - [3* ) - 1] -

NURSING AUXTILIARY 1 1 - - 1 - - -
1IAID , - 1 - - |1 - -] -
T Full-time * Somewhst variable
FT  Part-time $ On Receiving iiights only

Hours of Work

Daz staff work between 8.00 a,m. and 8.30 p.n. (or, in
fact, 8.45 pem., to allow for an overlap with oncoming night
staff).

Definitions

A Student Murse is training to become a Registered General
Murse £, as opposed to a Pupil iurse, who is training to baconme 2
State Enrolled lurse ¥, (Occasionally Pupil lurses are employed
in the Unit in addition to the persons already mentioned). &
Senior Student lurse is one who has undersone more than li years

cf the 3 years training course.

Secretarial

1 3 [ + . t - l

There is 1 Unit secretary, who works a statutory 37 hour
week, and who is responsible for both in~ and out-patient
material.

£ R.G.. in Scotland: S.2.¥. is the equivalent
qualification in IXngland.

¥ S.E.W.



4.1.

4.2,

4.2.1.

4.3.

4.4.

4., VIORK SPECIFICATION

Bed Complement

37 beds as follows:-

Cne male ward of 18 beds
One female ward of 18 beds
One side-room housing an artificial kidney

Qut-patient Clinics

APPROX. NO,

CLINIC DAY & TIME PHYSICTIANS OF PATTENTS
RENAL MONDAY P.M. DR. AD 14
ANTICOAGULANT TUBSDAY A.M. DR. AF° Variable
GENERAL MEDICAL DR. AA
(new & return WEDNESDAY P.M.| ° 10-
. DR. AE
patients)
GEITERAL MEDICAL DR. AC
(return patients) ‘DR, AF
FRIDAY A.M. | 3o° 4%, 67
DR, . .AE
GENEZRAT, MEDICAL DR. AC 19
(new patients) FRIDAY P.M. DR. AR
DR. AB 12
DR. AE

In addition, Dr. AA runs a Vascular Clinic on Thursday
afternoons in conjunction with certain surgeons, but this is

not directly connected with the Unit.

Teachine Commitmants

Undergraduate and postgraduate.

Special Facilities

An artificial kidney.

service with the Urological Depariment.

It is plannaed tc merge this

&b
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4.5. Admission of In-patients

All patients are admitted on Receiving Days which occur -
evexry fourth day, running through weekends. The day is
specified as 8.00 a.m. to 8.00 a.m., and during this time the
Senior House Officer, Registrar or Senior Registirar remains in
the hospital till midnight routinely.

4.6. Extra Commitments

4.6.1, Bath Street Physiotherapy Clinic

Dr. AC - Monday afternoon
Dr. AF - Wednesday afternoon
Dr. AE - Thursday afternoon

4.6.2, Convalescent patisnts in Knightswood Hospital

Dr. AA
or - Wednesday morning
Dr. AC



5.1,

5e¢lele.

5.1.2.

5e2.

5. ADEQUACY OF PREMISES

Telephone System

There are two systems in the hospital which are not
interconnected: an internal system is operated by dial and an
external system via the switchboard, and it is impossible
to reach an external line from a dialling instrument. In
the Unit corridor there are two external phones and one
internal; in the staff room there is one of each. In the
secretary's room there is an external instrument with an
extension to Dr. Richards' inner office.

This situation operates throughout the hospital and is a

.major source of frustration and waste of time. What is urgently

needed is a completely new telephone system and a PABX 3 or

.PABX 4 would be ideal in this resrect. Such a system provides

instruments with dials where the user may dial an internal number
or an external aumber, the latter either through the operator or
directly as preferred. The instruments also hoast several
switches so that the user may receive and hold an external call
whilst himself making an intermal call on his instrument, and so
that the user may receive a call and himself transfer that call
to another internal number, -

Space
This is insufficient in several respects, viz:-
a) The Unit secretary has no privacy and
is short of table area and cupboard space.
She sits with her back to the light because
of the location of her telephone.

b) Teaching space is inadequate.

¢) There is no special provision for
interviewing patients' relatives.

d) There is insufficient consulting room
for out-patients (within the Unit).

e) There are no patients! day rooms.
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5¢5.

Lighting

This is quite inadequate throughout the hospital and all
fittings should be of fluorescent strip type.

Yard Wash-hand Basins

At present there is only one wash-hand basin in each
ward for the use of medical staff. This is quite inadequate
by any reasonable standard and the number should be at least
four or five in each ward.

Patient labelling

No system exists at present, but there are strong
grounds for advocating the use of plastic wristlet bands
inscribed with each patient's name and hospital number, and,
in addition, for mounting above each bed the patient's name
on a card label, This latter practice is carried out in
some Units of this hospital at present.

X~Ray Viewinz Boxes

One single box in each ward. We feel that there
should be a double box in each ward, and a double box in
the staff room.

& d
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6. IN-PATIENTS' STATISTICS

to to to to

4/66 14/65 |4/64 |4/63

BED ESTABLISHMENT #* 36 26 36 36

ADMISSTIONS 954 | 977 |1053 989

INTER-WARD TRANSFERS (IN) 82 84 117 | 148

DISCHARGES 766 | 775 | 904 | 844

- INTER-WARD TRANSFERS (0UT) 145 158 133 150

DEATHS 129 | 136 | 129 | 142
AVERAGE LENGTH OF STAY (DAYS) 11.0 | 11.2 } 10.7 | 10.7 |

* IBExcluding the artificial kidney bed.
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T. PREVIOUS RECORDS

In a sample of 50 case sheets relating to patients
sequentially discharged recently from this Unit, 20 had
previous Western Infirmary in-patient notes and, of these,
15 had notes relating to the same illness and 7 relating
to another illness. The maximum number of previous
in~patient episodes for any one patient was 5. There
were, in all, 29 previous in-patient episodes for the same
illness and 10 for other illnesses.

In the same sample of 50 case sheets the diagnostic
breakdown, based on the present illness, was as follows:-

ALL MALIGNANT NEOPLASMS* 3
CARDIOVASCULAR DISEASE 25
PULMONARY DISEASE 2

PEPTIC ULCER

DRUG JINTOXICATION
(including alcohol
& carbon monoxide)

RENAL DISEASE
DIABETES MELLITUS
BLOOD DYSCRASIAS
MISCELLANEOUS

-3

ERN

8 of these 50 patients died.

*  All the following figures, except those for blood
dyscrasias, are exclusive of malignant neoplasms.
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8. PRESENT CASE SHEET

8.1, Volume of Notes

A breakdown of the same sample of 50 case sheets,
in terms of lines/pages, showed:-

ADMISSION NOTZES PROGRESS NOTES NURSES' NOTES

AV, PER  |oenoen |AV. PER|onoo o [AV. PER

e 2 S
| CASE SHEET CASE SHEET casg sHgnt |ATHEE

L 76 157-14 20 233-0 37 222-3%

3 6~1 1 10-0 3% 13-1

8.2, Quality of Notes

These notes seemed to be remarkably good and comprehensive.

8.3. Volume of Insertions

In the same sample of 50 case sheets the following
insertions were present:-

AVERAGE PER
DOCUMENT GASE SHERT EXTREMES
B.P. CHARTS 0.8 5 to nil
E.C.G. KEPOITS 1.1 6 to "
X~RAY REPORTS 1.0 Z to "
PATHOLOGY REPORTS 0.6 1 to "
BACTSRIOLOGY REPORTS 0.8 5 to "
BIOCHEMISTRY AEPORTS 2.2 10 to "
HAEMATOLOGY R3r02TS £ 2.4 .13 to "
FLUID BALANCE CHARTS 1.8 14 to "
T.P.R. CHAXTS 1,1 7 to "
AVERAGE LENGTH OF
STAY 12.3 days £ A7 to 1
%¥  "Kardex" size (10" x 8") - / See para §

¢ It should be noted that E.S.Rs. are estimated in the wards



8.4.

8.5.

8.5.1,

8.5.2.

el

Document Format

We are reserving comment on this subject meantime.

Care in HEditing

This is fairly bad and to some extent inevitable in a hospital
where there are so many page designs avallable for use in a case
sheet. One reason is everyone's lack of {time to take trouble
over this apparently unimportant task, tut the method of binding
is also to blame, In particular we wounld criticise the
method of processing E.C.G. documents*,

The average time taken to properly edit a case sheet,in a
random sample of 12 newly returned to file, was 3 minutes,
30 seconds.

*  See "Organisation of the E.C.G. Services of the Western
Infirmary": M.R.R.G. Report No. 1.



9.1.

9.2-

9e¢3a

9, TINE TAKEN 70 COLMPLETE INVESTIGATIONS

We carried out a short survey to assess the time interval
between a request being sent from the ward for a particulax
laboratory investigation, ¥X~Ray examination, or E.C.G., and
the arrival back of the written report. In general, these
time intervals were small and acceptable.

However, there was a delay of several weeks in obtaining
barium meals, cholecystogrems and I.V.Ps. for both in-patients

‘and out-patients, particularly the latter.

Undue delays also occurred in the arrival of E.C.G.
reports, which we have commented on elsewhere,¥

¥ "Organisation of the E.C.G. Services of the
Western Infirmary'"s:s I[i.R.R.G. Report lNo. 1.



10.1.

10.1.1.

10.2

10. DISCHARGE OF PATIENTS

Discharge Letters

From the same sample of 50 case sheets, we measured the
length of the discharge letter and the time interval between
the patient's discharge from the ward and the date on the
letter heading. These were as follows:-

pocrog | N0+ OF  |AV. NO. OF EXTREMES {AV. TIME |EXTREMES
LETTERS |LINES IN EACH|IN LINES|INTERVAL {IN DAYS
PER LETTER
(DAYS) :
AA 9 27 .1 43 to 13 6.7 14 to 2
AB 4 8.3 12 to 5 6.0 7 to0 5
AC 7 26.7 64 to T 1.9 6 to ~2%
AD 5 16.8 26 to 11 7.6 11 to 6
AE | 13 19.1 38 to 3 8.7 18 0 5
AT 11 20.9 43 409 | 7.2 13 to 2
AH 1 9.0 - 32,0 -
TOTAL | 50 20.5 64 to 3 5,2 33 o —2%

We strongly recommend that every discharge letter to a
general practitioner be posted before the patient leaves the
ward. A follow-up letter would, of course,be necessary in many
instances, when further investigation reports came to hand, or
when some unforesecen happening delayed the patient's discharge
at the last moment.

Transfer Procedure

Yhen a patient in the Western Infirmary is to be transferred;
either to another ward or another hospital, the House Physician
must personally enter the request for porters, etc., in a register
in the Infirmary admission hall, before the patient will be moved.
We feel that this requirement is ridiculous and should cease
forthwith,

* Buch a letter was sent 2 days before the patient was

Ad anharend.



11.1.

11.2

11.2.1,

11.2.2.

1l. OUT-PATIENTS

Yearly Throughput

to to to to

4/66 | 4/65 | 4/64 | 4/63

TOTAL OUT-PATIENTS/YEAR 480% | 4952 | 4602 | 4682
NEW PATIENTS 1542 | 1630 |. 1490 | 1201
| RETURN PATIENTS 3261 | 3322 | 3112 | 3481

Waiting Lists

The waiting list for new out-patient appointments is

approximately 1 week,

A patient for non-emergency care is admitted to the
wards in 1 to 2 weeks. The Ward Sisters keep the waiting

lists.

o ¢



12.1,

12.2.

12.3.

12, OQUT-PATIENT CLINIC FACILITIES

Premiges

These are inadequate, uncomfortable and cramped. There
are no proper facilities for dealing with patients on wheel
chairs or trolleys.

Avenue of Approach for New Patients

Each new patient reports at the window of the appointments
office and is directed to sit in a particular batch of coloured
chairs in the central hall. The nurse from the Clinic collects
the appropriate case notes from the appointments ofiice window,
seeks out each relevant patient, takes him into the Clinic and
weighs him, She tests his urine sample for routine chemistry
and puts the case notes, plus his weight and urinalysis results,
on the table for the physician's attention in the Clinic.
Meanwhile the patient has been directed to sit in a small
corridor adjacent to the Clinic rooms and he waits there to be
called.,

Comments

Apart from the lack of room generally, the followinz points
are relevant:-

a) The lighting is very poor at the weighing machine.

b) There are no alarm bells to ensure E.S.Rs. being
read at the right time.

¢) There may be delays in referring a patient to the
X-Ray and the E.C.G. Departments because these have
closed at lunch-time or in the latter part of the
afternoon,

d) A nurse has to rhone in each instance for an ambulance
and porters for a patient, and much time would be saved

if some push-button signalling apparatus were installed.

e) Again the lack of a messenger service is very
relevant, especially as regards delivery of request
cards to the Physiotherapy Department.

£)/

A



12,3, Comments (contd,)

£)

g)

h)

There are too few telephones in the Clinic area,

Sound proofing in the consulting and examination
rooms is practically non-existent,

There are no facilities for patients to hang up
their clothes when undressing.

[ IRV



13,2,

13.2.1.

13.2.2.

13, THE UNIT SECRETARY

a) Typing in- and out-patient letters.
b) Completing diagnostic index cards.
¢) Filing laboratory, etc., reports.
d) Answering telephone calls.

e) Making stationery requests.

f) Arranging appointments for patients, by liaison
with the Records Department.

g) Dealing with waiting list correspondence.

h) Miscellaneous duties at certain Out-Patient
Clinics.

i) Collection, preparation and distribution of
staff mail,

Work Load

This fluctuates greatly from week to week. It is the
usual practice at present to hold back out-patient case notes
until all reports relating to a patient's consultation are
available and then send 1 composite letter. We suspect that
many more immediate letters would be dictated as interim reports
were the present secretary not likely to be overwhelmed by the
increased volume of typing work.

The typing load was assessed by 2 sample week analyses,
as followsi- '

&



FIRST WEEK (13,0 TYPING HOURS)

IN-PATIENTS OUP-PATIENTS OTHER LETTERS
AV, } AV. AV,
DOCTOR LINES LITES LINES
LET- PER LET~ | PER LET- PER
LINES TERS | LETTER|LINES | TERS [IEBTTER” | LINES | TERS LETTER
AB - - - - - - - - -
AC - - -~ |188 19 9.9 - - -
AB - - - 23 1 23.0 - - -
AR 101 7 14.4 [126 T 18,0 8 1 8.0
AD - - - 34 5 6.8 6 1 6.0
AH 26 2 13.0 {171 27 6.3 - - -
TOTAL (148 10 14.8 [557 60 9.3 83 4 20.8

Overzall total

]

788 lines in 74 letters

10.6 lines in each (average)



SECOND WERC (22.0 TYPING HOURS)

.
1

[ S 4

IN-PATIENTS OUP-PATTENTS OTHER LETTVRS
AV. AV, AV,
DOCTOR LINES LINES LINES
© | LED- PER IBET- | PER LET- PER
LINES |TERS |LETTER |LINES | TERS | LETTER | LINES|TERS | LETTER
AA - - - 11 1 11.0 66 16.5
AB - - - 137 1% 10.5 3 1 3.0
AC - - - 292 31 9.4 29 5 5.8
ABE 17 1 17.0 | 268 33 8.1 141 1 14.0
AF A8 3 16.0 65 5 13,0 6 1 6.0
AD 124 4 31.0 16 2 8.0 - - -
AH - - - - - - - - -
AJ% - - - | 256 | 14| 18.3 - - -
TOTAL 189 8 23,6 (1045 99 10.6 118 | 12 9.8
Overall total = 1352 lines in 119 letters

11.4 lines in each (average)

* Dr, AJ.: Non-N.H.S. Senior Registrar - postgraduate
research scholar.

£ All "immediate letters" - see para. 13.2.1.



13.3 Recording Equipment

the - physicians

There are 2 tape recorders in the Unit.
for dictation, the other by the secretary for

transcription.

15.4. The Secretary's Day

In one day, selected purely at random, the Unit secretary

was occupied as follows:-

1l is used by

ACTIVITY DURATION
Hrs, Mins.,
1. Typing 3 27
2., Shorthand dictation - 22
3. Visiting other departments to
fetch and deliver various - 35
documents
4. Telephone calls (in and out) - 41
5. Other routine tasks, such as _ 36
tracing various documents
6. Miscellaneous, including one
tea-break of 15 minutes and 1 49
various interruptions
TOTAL 7 30

15 04 L. Comment

high.

On this day, typing occupled 46% of the total time, and the
time spent on telephoning and messenger duties was significantly
The high figure for miscellaneous items underlines the

need for an audio-typist to be protected from routine interruptions.



15.5.

13.5.1.

13.5.2.

13.6,

Comment on Secretarial Duties in General

It is already apparent that secretarial services in this
Unit are saturated, and that additional staff for this purpose
is necesgary. We tentatively suggest at this stage that the
total staff required is 2 instead of 1, but the work load could
also be lightened by the provision of more wide-spread tape
recording facilities, especially in the Out-Patient Department,
and by 1 of the 2 girls typing in a separate office in the Unit,
geographically isolated from casual interruptions.

There are many advocates of centralising all typing work
in a pool, but this presupposes an adequate messenger service
for the transport of case notes and completed letters, and almost
certainly necessitates a multi-channel input system through the
hospital telephones. Such a scheme, moreover, ignores the fact
that a great many of the Unit secretary's duties are concerned
with matters other than {typing, and that should she be withdrawn
from the Unit at the same time as a central typing pool were
instituted, her non-typing duties could not all be undertaken
adequately by other staff such as ward clerks. The whole matter

is very controversial, however, and we do not propose to pursue
it further at this stage.

Mechanical Documentation

We strongly advocate the introduction of a labelling service

throughout the hospital, such as is provided by the "Addressograpn"

system,

14, ACKNOWLEDGEMENTS

We wish to thank all members of the Infirmary staff,
without whose colperation this report could not have been
written.
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15.2.

15.2.1.

15.2.2.

15.2.5.
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15, APPENDIX: RECORDS OF 1955 AND 1960

Introduction

The following data, obtained by sampling in-patient
records of Wards C9 and 10 of 1955 and 1960 may be of interest.
The samples were raudomly selected from the whole of these
calendar years.

Previous Records

1960 Sample of 25 Case Sheets

6 had previous Western Infirmary in-patient notes, and,
of these, 6 had previous notes relating to the same illness,
and 1 to another illness. The maxirmum number of previous
in-patient episodes for any 1 patient was 9. There were, in
all, 25 previous in-patient episodes for the same illness, and
1 for another illness.

1955 Sample of 25 Cage Sheets

7 had previous Western Infirmary in-patient notes, and,
of these, 4 had previous notes relating to the same illness,
and 3 to other illnesses. The maximum number of previous
in-patient episodes for any 1 patient was 1. There were, in
all, 4 previous in-patient episodes for the same illness, and
3 for other illnesses.

Comment

These low figures must be considered in relation to the
fact that the Records Department opened only in 1954, so that
some patients possibly had documents relating to their previous
illnesses which were not pulled forward from old files.



15.3. Diagnosis (present illness)

DIAGNOSIS 1960 sample | 1955 sample
ALL, MALIGNANT NECPLASMS* 1 2
CARDIOVASCULAR DISEASE 11 10
PULMONARY DISEASE 2 1
PEPTIC ULCER | - 1
DRUG INTOXICATION 4 -

(INCLUDING ALCOHOIL AND
CARBON MONOXIDE)

RENAL DISEASE 2 i
DIABETES MELLITUS 1 1
BLOOD DYSCRASTAS 1 1
HEPATIC DISEASE - -2
MISCELLANEOUS | 8 6
TOTAL DIAGNOSES 30 25
TOTAL PATTENTS 25 ) 25
TOTAL DEATHS 6 1

* All the following figures, except those for blood
dyscrasias, are exclusive of malignant neoplasms,
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Volume of Notes

Bxpressed as lines/pages.

ADMISSION NOTES PROCRESS NOTES NURSES!' NOTES
SAMPLE
AV. PER | AV. PER AV. PER
cASE sHEE?| TES |Gacn SHERD | IS |GASE SHEET |
1955 . | 68 111321 8 53-0 I -
3 51 ! 50 .
1960 52 107-20 10 31-0 34 127~0
3 5l 1 2-0 ox% 8-0
15.5 Volume of Insertions
DOCUMENT AVERAGE PER EXTREMES
CASE SHEET
1960 1955 1960 1955

B.P. CHARTS 0.08 [0.24 1t00 2 to 0

X-RAY REPORTS 0,80 10,80 3 0 0 6 to O

PATHOLOGY REPORTS 0.08  [0.08 1to0 [ 1 to0 -

BACTERIOLOGY REPORTS [0.68 [0.80 700 [ 7 to0

BIOCHEMISTRY R®PORTS [1.20 [0.32 10 to 0 [ 4 t0 O

HAEMATOLOGY REPORTS 10.80 (0,04 7to 0 | 110

FLUID BALANCE CHARTS | 1.24 |0.16 17 to O 3 1o 0

T.P.R. CHARTS 0.80 [1.76 4 to 0 |13 t0 0

"Kardex" size (10" x 8")

The "Kardex" system was not in operation in 1955, and
nurses' notes were not integrated with the final case
sheet.
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15.7.

Length of Patient's Stay

ol 3

YEAR SAVPLE AVERAGE STAY | EXTREMES IN
IN DAYS DAYS
1955 25 CASE SHEETS 18.0 66 to 1
1960 | 25 "o 16.4 51 to 1
1965% | 50 " " ' 12.3 47 to 1

Dischaxrge Letters

1955

Sample of 25 case sheets, of which 21 had discharge

letters completed.

letters completed.

*

The average discharge letter comprised

10.9 lines, and was despatched 2 days after the patient left
the ward.

1960

Sample of 25 case sheets, of which 24 had discharge
The average discharge letter comprised

15.0 lines, and was despatched 5 days after the patient left
the ward.

See para., 8,3,
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1. UNIT CONCZRIED

Mr, D.H, Clark's Unit of General Surgery, comprising
Wards C3 and 4 in the Western Infirmary, Glasgow.

2. LOCATION

On the first floor of the main Infirmary block,
astride the through corridox.

3. UNIT STAFF

Surgical

STATUS NUMBER | OUR DESIGNATION HEREAFTIR
CONSULTANT 3 | Drs.? mA’, BB%, mC1
REGISTRAR 1 DR. BD

HOUSE SURGEON™ 2 DRS. BE, BC.

1. See para. 4.7.

2. For simplicity, we have designated all surgeons,
as well as physiecians, "Dr.,"

3. 9 sessions weekly,

4. 9 sessions weekly, including work at the
Royal EBeatson Memorial Hospital and the Glasgow
Homeopathic Hospital.
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3.1.1. In addition, there are usually several "intensive-term"
medical studentsattached to the Unit for each University
10-week term, who do routine clinical clerking.

3.2 Nursing and Domestic

The following staff were present during 1 week of the
Survey, but it appears that the situation is usually fluid

and, according to Sister, always unsatisfactory. Sister
was in charge of both wards¥*. In addition, there were:-
3.2.1,
WARD C3 (FEMALE){WARD C4 (MALR®)
GRADE DAY NIGHT | DAY NIGHT
FO.[ PP. ] ¥T.{PT.| FT.| PT. | FT.] PT.
STAFF NURSE 1|2 |- —%Jd 1 |1 |- %’5
SEWIOR STUDENT NURSE - |- 1 - {1 |- 1 |-
JUNIOR STUDENT NURSE 27[ - - = {3 |- 1 |-
PUPIL NURSE 1 |- - |- |- |- - |-
NURSING AUXILIARY - = 1 |- |1 |- |- 1-
NURSING ORDERLY 1 |- S T P - |-
MAID , 1 |- - |- (1 |1 - |-

FT. Tull-time. 4 On Receiving Nights only.
PT. Part-time. £ Plus one Student sscarded from Mental
Nursing.

3.2.2. Day Staff in Theatre

1l Sister and 1 Staff ijurse
1 Student Murse
1 Male Orderly

* TImmediately after this Survey, the permanent establishment
wvas altered so that 1 Sister was in charge of C3 and
another of C4.

-
b
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3e2¢3s Night Staff in Theatre

Only the Theatre of the Receiving Unit is staffed at night,
as follows:=-

1 Sister or Staff Nurse
1 Student Nurse
1 Ordexrly

3e2e4e Hours of Work

Day staff work between 8,00 a.m. and 8.30 pem. (or, in
fact, 8.45 pem, to allow for an overlap with oncoming night staff).

3¢50 Secretarial

There is 1 Unit secretary, who works a statutory 374 hour
week and is responsible for all in-~ and out-patient material,



4.1,

4.2,

4.3,

4.4.

405.

4. WORK SPECIFICATION

Bed Complement

42 beds, as follows:~-
One male ward of 18 beds
One female ward of 18 beds
Two 3-bedded side~rooms

Out-Patient Clinics

All out-patients, new and veturn, are seen in the
Out~Patient Department on Wednesday mornings, as follows:-

Dr. BA: 14 new patients and 10 returns
Dr., BB: 15 new patients and 10 returns
Dr, BC: 11 new patients and 10 returns

In addition, a total of some 30 patients, who were
recently in-patients, are also seen at each Clinic.

Routine Theatre Sessions

Monday, Tuesday, Thursday and Friday mornings.

For major procedures a Consultant is chief operator;
for minor procedures, such as haemorrhoids and herxrniorrhaphies,
the Registrar frequently takes his place.

Routine Admissions

Daily except Saturday, Sunday and Receiving Days. The
Ward Sister keeps the waiting list, and arranges for patients
to be admitted 1 or 2 days before their planned operations.

Receiving Day

Bvery fifth day, running through weekends. Only emergency
patients are, in fact, admitted on these days, so the term
"Receiving Day" is misleading. As the Registrar happens to be
resident in the hospital, he is always available during these 24
hours which are specified as from 8.00 a.m. to 8,00 a.r, He
will either, himsg=lf, operate as necessary, or call in one of
the Consultants if a more major problem is involved.

o



4.6,

4.7-

Teachine Commitments

Undergraduate and postgraduate.

Iixtra Commitments

Each House Surgeon is seconded for 5 to 6 weeks of his

6-month term, to staff the Casualty Department of the Infirmary..

During this time 2 such House Surgeons (from the Infirmary rota)
work alternate 24-hour shifts. On his alternate days away from
the Casualty Department, the House Surgeon has no commitments at
all in his parent Unit, so that, in effect, for some 3 months of
of every 6 the Unit has only 1 House Surgeon.



5.1,

5.2-

5¢5

Dede

5. STATEF MORALE

Staff relationships within the Unit seem remarkably good.
However, the Ward Sister did specify cexrtain matters which
caused extra work and considerable frustration and irritation.

There is continual difficulty .in staffing wards
sufficiently with nurses from week to week, and sometimes even
from day to day. This situation is becoming increasingly
common throughout the country and is highly dengerous to the
patients' welfare,

Bven more difficult is the ability to obtain extra
nurses at short notice to cope with emergency situations.

Sister herself, because of the general nursing shortage,
has to undertake genexral nursing duties in addition to her
other work,

Frequently orders for supplies to the C.S.S5.D.,*¥ and the
Pharmacy Depariment are melt neither promptly or accurately.

Friction with the Records Department exists for all the
reasons described elsewhere.g

There is no meil forwarding service in the Infirmary.
Re—addressing mall should not devolve upon the Ward Sister
or her staff., We suggest that the Records Department could
easily undertake this work. :

* Central Sterile Supply Department.

4 See "Survey of Professor Wayne's Unit", M.R.R.G.
Report No. 3.

(LIS
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6.20

643,

603010

6.3.2,

6e3.3.
6.3.4

6.3.5.
6.4.

6. ADEQUACY OF PREMISES

Telephone System

The telephones in the Unit are as follows:-

Each ward corridor has 1 external phone

Staff room ~ 1 external

Resident's room - 1 external

Sister's office - 1 internal

Unit secretary - 1 internal glong since broken) and
1 external (with an extension to

Theatre)

Staff Location Devices

An excellent system exists for junior medical staff at
present, with pocket radio receivers. Insufficient frequencies
apparently exist to make receivers available to all senior staff
who wish them, We feel that this situation should be urgently
remedied.

sSpace

The Unit secretary works in a sideroom which also serves
a8 an occasional laboratory,. Her table, shelf and cupboard
space are meagre. ’

There is only 1 staff room in the whole Unit, and Mr.
Clark does not have a personal office.

There is insufficient teaching space.

There is no special provision for interviewing patients!
relatives,

There is no patients' day room.
Lighting

The hospital lighting as a whole is very poor. All
fittings should be of fluorescent stxip type and we note that
a start to this conversion has already been made in various
wards.



6.50

6.6.

6.7
6.7.10

607.20

Ward Wash-Hand Basins

For surgical staff there is at present 1 wash-hand basin
in each main ward area, and none in the siderooms. These
numbers are quite inadequate; there should be at least 4
basins in each main ward, and 1 in each sideroom.

X=-Ray Viewinz Boxes.

In the area of Wards C3 and 4 there is only 1 (single)
X-Ray viewing box. Double boxes should be supplied for each
ward, and for the test-room in C3 corridor.

Patient TLabelling

Bedside labelling of patients does not exist. Patients
in Theatre are labelled with adhesive plaster strips marked
with their names; these strips are removed immediately after
operation.

The Medical Defence Union and similar bodies have already
repeatedly stressed the desirability of adequate patient
labelling in a surgical Unilt. Bedside labelling should also
be adopted as in Professor Wayne's wards.

b



7. IN=PATTENTS! STATISTICS

to to to to

4/66 | 4/65 | 4/64 | 4/63
BED ESTABLISHMENT 42 42 42 42
ADMISSIONS 1262 | 1239 | 1188 | 1181
INTER-WARD TRANSFERS IN 46 34 40 36
DISCHARCGES 1195 | 1170 {1108 | 1132
INTER-WARD TRANSFERS OUT 45 70 18 56
DEATHS 48 52 45 36
AVERAGE LENGTH OF STAY :

(DAYS) 9.8 10,1 [310.3 | 10,9 |

Jd
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8. PREVIOUS RECORDS

8.1. In a sample of 50 case sheets, relating to patients
sequentially discharged recently from this Unit, 24 had previous
Western Infirmary in-patient notes and, of these, 9 had notes
relating to the same illness, and 15 to another illness. The
maximum number of in-patient episodes for any 1 ratient was 4.
There were, in all, 12 previous in-patient episodes for the
same illness, and 22 for other illnesses.

8.2, In the same sample of 50 case sheets, the diagnostic
_breakdovn (based on the present illness) was as follows:~

ALL MALIGNANT NEOPLASMS* 4
PEPTIC ULCER 4
GALL-BLADDER DISEASE 3
APPENDICITIS 4
HERNIAS 8

(INTESTINAL, UMBILICAL AND
INCISIONAL, BUT NOT HIATUS)

INTESTINAL OBSTRUCTIONS
(EXCEPT FROM HERNIAS)

ANO-RECTAL DISEASE
HEAD INJURY
THYROID DISEASE
RENAL DISEASE
PROSTATE DISEASE
VARICOSE VEINS
MISCELLANEOQOUS

N

ltﬂLo WO RN W

2 of these 50 patients died.

* All the following figures are exclusive of malignant
neoplesns,



8.3, In the same sample of 50 case sheets, the operation
' breakdown was as follows i~

VARTOUS HERNTA REPAIRS 8
(NOT HIATUS HERNIA)

VARICOSE VEIN LIGATION/STRIPPING 3
THYROIDECTOMY 3
APPENDICECTOMY 3
CHOLECYSTECTOMY 2
VAGOTOMY AND PYLOROPLASTY 2
GASTRECTOMY NIL
HAEMORRHOIDECTOMY 1
SIGMOIDOSCOFY 3
OTHER INTESTINAL SURGERY 3
SUPERFICIAL LESIONS* 6
MISCELLANEOUSE 5
22

*  VWound suture, tissue biopsy,
tissue excision, abscess drainage.

4 Including laparotomies.



901.

9.2,

9.3.

9.

PRESENT CASE SHEET

Volume of Notes

A breakdown of the same sample of 50 case sheets, in
terms of lines/pages showed:—

ADHISSION NOTES

PROGRESS NOTES

NURSES' NOTES

AV. PER
CASE SHEET

EX TREMES

AV. PiER

CASE SHERT [ X TREMES

AV. PER

CASE SHEET | ZrTHEMES

58
2

66-6

3~1

14 96~0

1 4-0

34 114-5
2% 7-1

Quality of Notes

These notes seemed to be of good quality.
are usually more succinct than medical ones, and this is to be
encouraged, provided, of course, that all essential information

is, in fact, entered.

Volume of Insertions

In the same sample of 50 case sheets, the following
insertions were present:~-

AVERAGE PBR

DOCUMENT CASE SHERT EXTREMES
B.P, CHARTS 0.06 2 to nil
DIABETIC URINE CHARTS 0,02 1 to nil
AVABESTHETIC RECORDS 0.68 2 to nil
E.C.GC ABPORTS 0,24 4 to nil
X-RAY REPOITS 0.64 3 to nil
PATHOLOGY REPORTS 0.32 2 to nil
BACTHERIOLOGY REPORTS 0.66 7 to nil
HARMATOLCGY REPORTS 1.88 10 to nil
BIOCHEMISTRY REPORTS 0,96 6 to nil
FLUID BALANCE CHARTS 0.46 5 to nil
7.P.R. CHARTS 0.66 2 to nil

Average length of stay = 8.4 days: extremes of 27 and 1:
see para. T.

* "Kardex" size (10" x 8")

g It should be noted that E.S.Rs. are estimated in
the wards. '

Surgical notes

61



9.4.

9.5,
9.5.1,

9.5.2.

bi

Document TFormat

We are reserving comments on this subject until the
White Paper on Standardisation of Case Records in Scotland
is published shortly.

Care in Editing

This is fairly good in this Unit, but many case sheets
are inflated with unused extra pages, mainly for laboratory
reports.

The average time taken to properly edit a case sheet,
in & random sample of 12 newly returned to file, was 1 minute
23 seconds.



10.1.

10,2,

10, TIME TAKEN TO COMPLETE TNVESTIGATIONS

Undue delays often occur in the reporting of
E.C.Gs., and sometimes in the reporting of tissue biopsies.
As regards the latter, delays may be due to the specimen
having to be scrutinised by several histologists before a
firm report can properly be issued.

There is now a delay of from 6 to 8 weeks in obtaining
barium meals, I.V.Ps. and cholecystograms for out-patients,
which we consider deplorable. The reason is the serious
shortage of both space and radiographers in the X-Ray
Department, a situation which is becoming steadily worse and
to which the attention of the Board of Management has been
repeatedly drawn over the past few years by the Radiologist-
in-chargze.*

* See "Survey of the X-Ray Depariment, Western Infirmary"

M.R.R.G. Report No. 6.

V&



1l.1.

11.2.

11. OPERATION NOTES

Surgeons' notes of operagtion procedures in this Unit
are usually dictated and typed very soon after the operation
itself, and a copy of the typed notes is sent to the general
practitioner at this time. When the notes are not dictated
and typed directly after the operation, they are added to the
sheet of paper bearing the normal dlscharge letter to the
general practitioner. -~

In the same sample of 50 case sheets, 33 had operation
notes as follows:-

" NUMBER OF | AVERAGE NUMBER
DOCTOR | QPZRATION | OF LINES IN | EXTREMES
NOTES EACH IN LINES
BA 3 12,3 27 to 5
BB 6 5.0 10 to 2
BC 5 6.0 13 to 2
BD 2 15.5 19 to 12
B 16 6.7 16 to 3
B2 1 8.0 -
TOTAL 33 6.9 27 to 2

1. Registrar prior to Dr. BD.
2. Regigtrar prior to Dr. BH.



12. DISCHARGE OF PATIENTS

12.1. Discharge Letters

_From the same sample of 50 case sheets, we measured the
length of the discharge letter and the time interval between
the patient's discharge from the ward and the date on the
letter heading. These were as follows:-

AV. TIME
AV. XNO. INTERVAL
NO. OF | OF LINES | EXTREMES | PER LETTER|EXTREMES
DOCTOR | LETTERS | IN ®ACH | IN LINES (DAYS) |IN DAYS
BA 3 4.3 6 to 3 4.7 7 to 2
BB 6 5.2 |10 to 4 3.7 5 to 1
EC 4 7.0 "9 to 4 4.5 | 81to1l
BD 6 6.8 9 to 6 447 7 to 2
st | 23 6.6. |14 to4 | 4.3 32440 1
By2 3 8.7 12 to 5 3.3 4 to 3
BK 1 7.0 - 3,0 1 -
TOTAL | 464 6.4 14 to 3 4.2 32%t0 1

l. Registrar prior to Dr. BD.
2. Registrar prior to Dr, BH.
3. Formerly House Surgeon.

32 days delay in 1 instance, where the discharge
letter was not sent until the patient returned to
the 0.P. Clinic.

4 1In addition to these, 3 patients were t?ansferred.to
medical wards and 1 case sheet had no discharge letter



12,2,

6o

Transfer Procedure

When a patient in the Western Infirmary is to be
transferred either to another ward or. another hospital,
the House Surgeon must personally enter the request for
porters, etc., in a register in the hospital admission
hall before the patient will be moved. We feel that this
requirement is ridiculous and should cease forthwith.



13.1.

13-20

13.2.1,

13.2.2,

13.2.3.

13. QUT-PATIENTS

Yearly Throughput

to to

to to
4/66 | 4/65 | 4/64 | 4/63
TOTAL OUT-PATIENTS PER YEAR 484% 4623 4947 6342
NEW OUT-PATIENTS | | 1581 | 1399 |1387 | 1170
RETURN OUT-PATIENTS 3262 3224 '3560 5172

Waiting Lists

The waiting list for new out-patient appointments is
approximately 2 weeks,

As far as admission to the wards is concerned, a patient
suspected of having a carcinoma is admitted without delay; one
for routine surgery is admitted after an interval of 3 to 4
weeks. In the latter case, the admission is planned in
conjunction with the composing of theatre lists and is the
responsibility of the Ward Sister (See para. 4.4.)

. We feel that these arrangements for admitting in-patients
from the waiting list are excellent.

oh



14.1.

14.2.

1402.1.

14.2.2.

14, THE UNIT SECRETARY

Duties
These include:-
a) Typing in- and out-patient letters.
b) Completing diagnostic index cards.
c¢) Filing laboratory, etc., reports.
d) Answering telephone calls.
e) Making stationery indents.

f) Arranging appointments for out-patients,
by liaison with the R=cords Department.

g) Dealing with waiting list correspondence.

h) Miscellaneous duties at the weekly
Out~-Patient Clinic.

i) Collection, preparation and distribution of
staff mail.

Work Load

This fluctuates greatly from week to week. It is the
usual practice at present to send a letter to the general
practitioner immediately after a patient's consultation at
the Clinic, and to send a follow-up letter when any reports
pertaining to investigations made at this consultation come
to hand. This is a deliberate policy designed to keep
the general. practitioner fully up-to-date with his patient's
progress, and is, we feel, to be thoroughly recommended.

Work load of typing was assessed by 1 sample week
analysis, as follows:-



14.2.2. {(Contd.)
IN-PATIENT LETTTRS OUT-PATISZNT LETTERS OPERATION NOTES

DOCTOR |LINES |[LETTERS} AV . LINES| LINES [LETTESS [AV.LINES| LINES |LETTERS [AV.LINES
PER PER PER
TETTER LETTER LETTER

BA 22 5.5 20 1 20,0 18 1 18.0

BB - - 71 7 10.1 40 5 8.0 "

BC 35 11.7 1 260 34 7.6 47 6 7.8

BL* - - 70 '8 8.8 - - -

BG 16 16.0 62 10 6.2 - - -

BE 14 14.0 13 1 13.0 - - -

TOTAL | 87 9,7 496 61 8.1 105 12 8.8

There were no

Overall total

other types of letter.

688 lines in 82 letters

8.4 lines in each (average)

* Registrar from another Unit, who was helping on that
particular occasion.




14.3.

14.%.1.

69

The Secretary's Day

One 5-day working week of the secretary was analysed

 for details of her various activities, and a notional 73 hour

day's work was obtained as follows:-

DURATION IN |EXTREM®S IN SAMPLI

ACTIVITY NOTIONAL DAY WORKING WEEK
Hrs. Min. Hrs. Min. Hrs, Min,
1. Attendance at 0.P. Clinic | O 48 4 Q0% - -
2. Typing 2 26 4 25 to 1 25
3. Shorthand dictation 0 52 1 35 1to 0 15
4. Filing case sheets, lab. 2 5 3 45 to - -

reports, etc., and
completing diagnostic
index cards

5. Visitinz other departments| O 17 0 30 to O 10
to fetch and deliver
various documsnts

6. Miscellaneous, including 1 2 -
tea breaks, 'phone calls,
tracing case sheets and
rreparing mail

TOTAL . T 30 -

Comment

In this notional day, typing alome occupies 32% of the
total time, and typing plus shorthand 44%. This serves to
emphasise that a Unit secretary is not simply a typist. On the
other hand, we sugiest that her valuable time could be usefully
saved by instituting a messenger service, and by delegating her
duties at Out-~Patient Clinics to a receptionist, such as is
employed in some other Clinics in the Infirmary. Also,the full
use of tape recorders would save much of the tims she spsnds
taking dictation.

* Represents attendance at the Wednesday morning -
0.P. Clinic.



14 .4. Recordinq'Equipment

There is 1 tape recorder in the Unit. This is obviously
insufficient, and we suggest there should be at least 2 machines
for dictation purposes, 1 of them being in Theatre, and a third
recorder for transcription by the secretary.

15. - ACKNOWLEDGRIMENTS

We wish to thank all members of the Infirmary staff,
without whose coOperation this report could not have been
written.
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16.2.2.

16.2‘5'

71

16. APPENDIX: RECORDS OF 1955 and 1960

Introduction

The following data, obtained from sampling in~patient
records of Wards C3 and 4 of 1955 and 1960 may be of intexrest.
The samples were randomly selected from the whole of these
calendar years.

Previous Hecords

1960 Sample of 25 Case Sheets

11 had previous Western Infirmary in-patient notes, and,
of these, 7 had notes relatinz to the same illness and 4 to
another illness. The maximum numbsr of previous in-patient
episodes for any 1 patient was 2. There wers, in all, 10
previous in-patient episodes for the same illness and T for
anothsr illness.

1955 Sample of 25 Case Sheets

1 had previous Western Infirmary in-patient notes, and
these related to 1 previous admission for the same illness.

Comment

These low figures must be considered in relation to the
fact that the Records Department opened only in 1954, so that
sone patients possibly had documents relating to their
previous illnesses which were not pulled forward from old
files.
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16.3, Diagnosis (present illness)

/DIAGNOSIS t1960 sample | 1955 sample
ALL MALIGNANT NEOPLASMS* 4 4
PEPTIC ULCER - 5
GALL~BLADDER DISEASE 1 1
APPENDICITIS 3 { 2
HERNTIAS 3 -

(INTESTINAL, UMBILICAL AND
INCISIONAL, BUT NOT HIATUS)

INTESTINAL OBSTRUCTIONS 1 -
(EXCEPT FROM HERNIAS)

ANO-RECTAL DISEASE - -

NON--SPECIFIC ABDOMINAL UPSET 4 _ 4

HEAD INJURY | 2 .2

THYROID DISEASE - -

RENAL DISEASE 1 -

PROSTATE DISEASE - -

VARICOSE VEINS - -

MISCELLANEOUS T 7
TOTAL DIAGNOSES 26 25
TOTAL PATIENTS 25 25

TOTAL DEATHS - 1

* All the following figures are exclusive of
malignant neoplasms.



16.4. Operations

OPERATION 1960 sample|1955 sample
VARIOUS HERNIA REPAIRS 2 -
(NOT HIATUS HSERNIA)

APFENDICECTOMY 4 2
CHOLECY STEC TOMY 1 : -
SIIPLE REPAIR OF PERFORATED - 2
PEPTIC ULCER

GASTRO-ENTTZROSTOMY "= 2
GASTRECTOMY - 1
MASTECTOMY 1 1
SUPERFICIAL LESIONS 4% 78
MISCELLANEOUS 44 14
TOTAL ' 16 16

* Tissue excision, abscess drainage and aspiration of
haematoma.

g Tissue excision, abscess drainage and wound toilet
and suture.

# Includinz laparotomies.

¥ A laparotomy.



16.5. Volume of Notes
Expressed as lines/pages
ADMSSION NOTES PROGRESS NOTES NURSES' NOTES
SAMPLE | AV. PER AV. PER ' AV. PER
casE suemt|TREMES| o) on summn | TS | 6age gupgp| BATRIMES
1955 31 45-5 6 340 4 -
2 2.1 2-0 - -
1960 27 51-6 7 271 05 98-1
2 0-1 o-1 % 6-1
16.6. Volume of Insertions
DOCUMENT - AVERAGE PER EXTREMES
CASE SHEET
1960 | 1955 1960 1955
B.P. CHARTS - - - -
ANAESTHRTIC RECORDS | 0.64 - 3 %o 0 -
E.C.GS. - 0004 == l tO O
X-RAY REPOATS 1.04 | 0.60 5 %o O 3 to O
PATHOLOGY REPOJTS 0.24 | 0.24 2 to O 1 to O
BACTSRIOLOGY REPORTE | 0.64 FO.20 4 to 0 1 to O
BIOCHEMISTRY RAPORTS | 0.12 | 0.04 1 to O 1 t0 0
HAMATOLOGY RBPORTS | 0.44 | 0,04 2 %0 O 1 to O
FLUID BALANGE GHARTS | 0.12 | 0.08 3 %0 O 2 to O
T.P.R, CHARTS 1.36 | 1.20 7 1o 0 3 to O

* "Kardex" size (10" x 8")

g The "Kardex" system was not in operation in 1955 and
nurses' notes were not integrated with the final

case sheet,



16.7.

16.8.

Length of Patient's Stay

YEAR SAMPLE AVERAGE STAY |EXTREMES IN .
IN DAYS DAYS

1955 25 GASE SHEZTS 10,0 25 to 1

1960 o5 CASE SHEETS |  15.6 | 50 to 1l

1965 |50 CASE SHEETS* 8.4 27 to 1

Discharge Letters and Operation Notes
1959

Sample of 25 case sheets, of which 23 had discharge
letters completed and 16 had operation notes completed.
Average operation notes comprised 6.3 lines. Average
discharge letter comprised 13.8 lines, and was despatched
T days after the patient left the ward.

1960

Sample of 25 case sheets, of which all had discharge
lettars completed and 14 had operation notes completed.
Average operation notes comprised 9.9 lines. Average
discharge letter comprised 10.8 lines, and was despatched
11l days after the patient left the waxrd.

* See para. 9.3.
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FOREWORD

In this report we have partly abandoned our usual
practice of keeping all individuals anonymous, This is
because much of our detalled work later was conceraed with
this Unit: code identification of staff members applied
throughout all our reports would have heen excessively
tedious for the reader, and applied inconsistently would
not have preserved anonymity. We have, however, kept the

use of personal names to the necessary minimun,

11
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1, UNIT CONCERNED

Professor Sir Edward Wayne's Unit of Intermal !Medicine,
comprising Wards D3 and 4 and the Gardiner Institute of
Medicine, Western Infirmary, Glasgow.

2. LOCATION

On the first floor of the main Infirmary block at the
western end of the through corridor.

Wards D3 and 4 end the Gardiner Institute beds are all
on this floor, but the offices of the Gardiner Institute are
located on the floor below, and the Institute as a whole
occuples several storeys.

3, TUNIT STAFE

Medical

The majority of the medical staff are employed by the
University of Glasgow, either in teaching grades or in reseawrch
appointments; the others hold N.,H.S. salaried appointments.
Only the equivalent grade in the N.H.S. is usually specified
hereafter.
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The medical staff is divided into 4 Teams for the purposes

of in~patient and research work as follows:—

TEAM )
SPECIALISING - OUR DESIGNATION
IN S'PATUS NUMBER HEREAPFTE
CONSULTANT 1 SIR EDWARD J. WAYNE *
CALCIUM SENICOR
METABOLISM REGISTRAR 1 DR. D.A.S. SMITH *
REGISTRAR 2 DR. CA; DR. R.M. HARDEN £
CONSULTANT 1 DR. A. GOLDBERG #
HAEMATOLOGY REGISTRAR 2 DR. CB AND 1 VACANCY
SENIOR HOUSE '
OFT'ICER 1 DR. CC
CONSULTANT 1 DR. W.D. ALEXANDER
SENIOR
ENDOCRINOLOGY | REGISTRAR 1 DR. CD
SENTIOR HOUSE
OFRICER 2 DRS. CE, CF
CONSULTANT 1 DR. A.J.V. CAMERON #
SENIOR
REGISTRAR 1 DR. CG
CARDIOLOGY '
REGISTRAR 1 DR. CH
SENIOR HOUSE
OFFICTER 1 DR. CI
* Regius Professor of the Practice of Medicine.
ﬁ N.H.S. Registrar, who also works in the Radio-Isotopes
Department of the Infirmary.
# Reader in Medicine. .
¥ Senior Lectursr in Medicine and Consultant-in-charge
of the Radio-Isotopes Department.
# Whole-time N.H.S. Consultant Physician,
x® Lecturer in Medicine,



3.1.3. The Unit has 2 House Physicians in all; each is responsible
to 2 Teams, and, in practice, personally joins each of the 2
Teams on alternate days for ward rounds.

3eled, In addition, there are usually several "intensive-term"
medical students attached to the Unit for each University 1lO-week
term, who do routine clinical clerking.

3e24 NMursing and Domestic

The following staff were present during 1 week of the survey:-

NS

'WARD D3 (FEMALE) [WARD D4 (MALE) IGARDINER INSTITUIE
GRADE DAY | NIGHT DAY  INIGHT DAY NIGHT
¥T, 'PT, |[FD. [PT, | FT. PT. | FL.IPTJ FT.| PT.| FT,[PT.
SISTER v - - - - I P I T U R
STAFF NURSE 1 |- 1 - 1 |- |- 1 |- | 1% |-
STUDENT NURSE 4/5i- 14 |- 54 N Yi- |- |-
STATE ENROLLED 1 L R | T Y,
NURSE
NURSING
AUXILIARY 1 e e e I A R R i S I A R
NURSING 1 |- 1 I | 1 |- |
ORDERLY
MAID 1 |- - |- 2 |- - |- - |0 R
FT: Full-time / = or

PT: Part-time
* or Senior gtudent INurse
g Junior Student ifurse or Mursing Auxiliary

# On Receiving Nights it may be possible to draw from
a hospital "float" of 3 part-time State Enrolled
Nurses. '

N.B. On Receiving Nights only, 1 extra member of nursing
staff may be available in each ward.
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3.2.2.2,

3.3.
36301.

34342,

Hours of Work

Dey staff work between 8.00 a.m, and 8.30 p.m.(or, in

fact, 8.45 p.m. to allow for an overlap with oncoming night
staff).

Extra Nursinz Commitments in the Gardiner Institute

If a patient is moved for treatment to the oxygen
pregssure chamber, which is in anothzr part of the hospital,
a nurse must accompany him,

Some patients with recent myocardial infarction are
treated in the Gardiner Institute with what are currently
called "intensive-care measures". These make extra demands
on the nursing staff.

Secretarial

Wards D3 and 4

3 Unit secretaries; on the staff of the N.H.S.

Gardiner Institute

3 full-time and 1 part-time personal secretaries, plus
1 librarian; all University staff, Their various duties
and accommodation will be considered in detail later (see
paras. 5 and 13).

¢

€
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4.1.1.

4.1.2.

4.1.3.

4. VORK SPECIFICATION

Bed Complement

The "official complement" is 55 beds. The actual total
is 58, made up as follows:-

Ward D3 (Female)

29 beds in main ward plus 1 2-bedded siderocom = 24
Ward D4 (Male)

16 beds in main ward plus 1 4-bedded sideroom = 20
Gardiner Institute

4 2-bedded rooms plus 1 single plus 1 5~bedded room = 14



)

4.2. Out-Patient Clinics
APPROX .
CLINIC DAY AND TIME DOCTORS NO. OF
PATIENTS
GENERAL MEDICAL | MONDAY A.M, GOLDBERG, HARDEN, CB,CC¥ - 9
(W PATIENTS) ALEXANDER, SMITH, CA,CE,CF g
GAMERON, CD,CG, CH, CI 6
GENERAL MSDICAL | MONDAY P.M. GOLDBERG, BTC. 25
T U
(RETURN PATIENTS) ALEXANDER, ETC. 43
CAMERON, RTC. 25 ]
AT ALTZERNATE ﬂ
RENAL § MONDAYS .M. SMITH, CA 10
ALTERNATE
MATABSORPTION £ MONDAYS P.M. SMITH, CA, AE £ 10
HAEMATOLOGY £ TUESDAY P.M. GOLDBERG, CB, CF* 28
ANTICOAGULANT WEDNESDAY A.M. | CH, CI -|VARIABLE
CARDIAC WEDNESDAY A.M. | CAM3ZRON, CG, CH, CI 40
ENDOCRINE 4 THURSDAY A.M. | ALEXANDER, HARDEN, CD, CE,CF( 40
BONE 4 FRIDAY A.M. SMITH, CA 25
THYROID ¢ FRIDAY P.M, AS FOR ENDOCRINE CLINIC 40

* Plus the Registrar vhose post in the Haematology Team
is currently vacant. (See para 3.1.2.)

g See para. 4.3.2.
# Registrar in Dr. Richards' Unit.

¥ Plus 1 postgraduate research scholar.



4.3.
4.3010

4.%.2.

40303.

403-4.

4.4.

4’.5.
4.5.1.

4.5.2.

Document Organisation

Patients of the Gardiner Institute have, "in certain
instances, special case sheets, in addition to their hospital
case sheets, in which are recorded data of research interest.
These special case sheets are stored on the premises and. are
quite separate from the central records system of the main
hospital.

All the out-patient clinics! appointments are managed
by the staff of the Records Department, but the clinics
marked 4 in para. 4.2. are regarded, by virtue of their
having at least begun as research projects, as still being
entirely so, and therefore within the realm of the Gardiner
Institute.

These Gardiner Institute Clinics are "second-stage" in
the sense that a new patient at any of them has generally
either been first seen at a general medical or surgical clinic
at this or some other hospital, or is or has been an in-patient
of a general medical or surgical Unit. Patients are not
generally accepted on direct referral from a general practitioner.

Letters relating to these clinics. are typed in the
Gardiner Institute (see para. 13.1.2).

Teachin= Commitments

Undergraduate and postgraduate.

Special Facilities

The Cardiac Department of the Infirmary is in direct
charge of Dr, Cameron, and includes the E.C.G. services. These
latter are housed on the ground floor of the hospital and are
the subject of a special report by us.*

In the Gardiner Instutute, there are, among other things,
a Radio-Isotopes Department (see para. 15) and cardiac
resuscitation and monitoring equipment; also easy access to
the oxygen pressure chamber in the hospital. The Institute
as a whole is the centre of a large amount ofmedical research
over a wide range of subjects.

¥ "Organisation of the E.C.G. Services of the Western
Infirmary": M.R.R.G. Report No., 1l.
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4.6.3.3.

4.7.
4o7alo

4.7.2.

4.7.3,.

Admission of In-Patients

‘Wards D3 and 4

Energency admissions are accepted on official Receiving
Days, i.e. every fourth day running through weekends. Routine
admissions (i.e. "cold" or "arranged" cases), however, are
usually admitted on the day before each offiecial Receiving Day.

Gardiner Institute

The in-patientshere, particularly those on chemical
balance studies, may be kept for months rather than weeks.
Because of this slow turnover, new in-patients tend to be
admitted on any day.

Responsibility of Care

Receiving Day is specified as 8,00 a,m. to 8.00 a.m.,
and during this time a Senior Registrar, Registrar or
Senior House Officer remains in the hospital at least until
midnight routinely.

The duty rotas for emergency receiving duties, including
the Consultants on call, tend to fall into line with the Unit
Medical Teams, although the Cardiac Team is, to some extent,
relieved of such duties because of other commitments,

A patient admitted as an emergency case, therefore, tends
to come under the care of a particular Team from the moment he
or she enters hospital. Continued care as an in-patient will
then be given by that Team, unless the situation is better served
by an inter-Team transfer of the patient, as, for example,
someone with an obscure blood disorder being admitted by chance
by the Endocrine Team, and being later transferred to Dr,
Goldberg's Team.

Extra Commitments

Bath Street Clinic ~ A Registrar rota operates for this
throughout the hospital

Knightswood Hospital - Dr. Cameron regularly visits patients
in Ward 2 (22 beds).

Queen Mother's Maternity. Hogpital - A Cardiac Clinic every
Friday afternoon is attended by Dr, Cameron and Dr. CH,
Medical consultations at all times are available via Dr.
Cameron and Dr. CH.




4.8,

4.8.1.

4.8.2,

4.8.5.

cQ

Comments on Work Specification

It can be seen at once that the organisation in the
Unit as a whole is exceedingly complex. There are, in a
Unit of this size, obvious advantages in organising
specialist services by way of Teams, in that research is
encouraged and facilitated, and patients thereby benefit.

On the other hand, there is a very seriocus danger that
such an organisation will become so unwieldy as to be
inefficient, and we note in this respect that each Team,
together with its secretarial staff, is usually very
ignorant of the details of the activities of another Team
and, what is even more disturbing, is often ignorant of who
actually are members of that other Team and the posts they
hold. We found that our information had constantly to be
checked, cross-checked and double~checked.

We noted also that the morale among the E.C.G. technicians
was very poor, and that this seemed to be due to friction
between the supervisor and her junior staff. The turnover of
the latter has been notably high in recent years.
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5. ADEQUACY OF PRENISES

Telephone System

There are 2 systems in the hospital which are not
inter~connected: an internal system is operated by dial
and an external system via the switchboard, and it is
impossible to reach an external line from a dialling
instrument.

Telephones — Wards D3 and 4

Fach ward corridor has 1 internal and 1 external
'phone.

Dr. Cameron's office - 1 external.

Dr. CG's office =~ an extension from the external in
D4 corridor.

House Physicians' offices -~ 1 portable extension
and 2 plug-in points.

Secretaries! room on D3 corridor - 1 external.

(2 of the ward secretaries are housed here; the
third has an office in the E.C.G, premises on the ground
floor, and that office has no telephone, so she must use
the main E.C.G. telephone).

Telephones in the Gardiner Institute

Outside the diet kitchen (main corridor) - 1 external.

Adjacent tothe nursing station -~ 1 external and
1 internal.

Dr. Goldbergt!s secretary - 1 external with an
extension to Dr, Goldberg's office,

Dr, Alexander's secretary - 1 external with 1 extension
to Dr, Harden's office and 1 to Dr, Alexander's office.

Dr., CB's office - 1 external.
Iibrarisn - 1 external.

Dr. Alexander's office -~ 1 external, as well as the
extension noted above.
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5.2.

5¢2.1,

He2.2.

5-2.30

5.2.4.

5¢2:50

5-2070

5.2.8./

.

Telephones in the Gardiner Institute (Contd.).

Dr, CD's office - 1 external.

Professor Wayne's secretary - 1 external with an
extension to Frofessor Wayne's office, plus 1 external
direct line with a similar extension, plus 1 internal.

Professor Wayne's office, in addition,has an internal
'vhone. :

Comments

In the ward area of D3 and 4 the number of instruments
is too few. At least there should he a telephone for each
secretary and for each House Physician, and Dr, CG's office
should have a telephcne directly linked to the switchboard.

Space and Equipment in Ward Areas

The 2 Unit secretaries housed on the ward corridor
share a small office with a minimum of working space,
cupboards and table tops.

The third Unit secretary is housed in the E.C.G premises
on the ground floor of the hospital, simply because no other
office space exists for her. Her better office facilities
are more than offset by her inconvenient location.

There is insufficient teaching space.

There is no special provision for interviewing patients'
relatives.

The patients' day room, which houses a T.V. set, can
only be described as appalling as regards size, decoration and
outlook. It is also used for much of the day as a students'
class room,

The ward dirty linen is stored either on the ward
verandahs, when the weather is dxry, or in the ward entrance
lobby, when it is raining. Both practices are to be deplored.

The ward drug cupboards are, apart from the D.D.A.
container, prominent, glass-fronted and unlocked., If patients
may sometimes jump out of windows, they will more likely raid
a drug store which is displayed openly.
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Space and Equipment in Ward Areas (Contd.)

Ward D3 is presently under reconstruction with a view to
general upgrading of all fittings. (The patients from here
are in Knightswood Hospital temporarily).

Space and Equipment in the Gardiner Institute

The slunge is unduly small and houses +the main
refrigerator.

There is virtually no cupboard space, and delicate and
expensive cardiac apparatus lies about on odd flat surfaces,
gathering dust and inviting accidental damagz

S e

The tilting gears of both cardiac beds have long been
broken.,

There is only 1 patient trolley.
There is no case sheet trolley and no diagnostic set.
There is only 1 bath for 14 patients.

There is insufficient shelf, cupboard and table space
in the secretaries' offices.

There is, however, a small patients' day room with
armchairs; and there is an efficient audio-visual signalling
system. :

Lighting

The hospital lighting as a whole is very poor. All
fittings should be of fluorescent strip type and we note that
a start to this conversion has already been made in various

wards.

Ward Wash-Hand Basins

For medical staff there are at present 2 wash-hand
basins in Ward D3 and 1 in Ward D4. In the Gardiner
Institute there are 3 basins in the bed areas and 1 in the
nursing station. These numbers are quite inadequate by
any reasonable standard.
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507.

5.8.
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Noise in the Gardiner Institute

This is excessive for 2 reasons:-~
a) The floor is of concrete or similar material.

b) The staircase and corridor are used as a main
route for through traffic, including visitors.

Patient Labelling

In Wards D3 and 4 there is excellent bedside labelling,
comprising the names of the patient, the attending physician
in charge, his chief assistant, and the House Physician. No
personal labels are worn by patients.

X-Ray Viewing Boxes

There is a double box in each ward.



6. IN-PATIENTS' STATISTICS

to | to to to

4/66 ' 4/65 | 4/64 | 4/63

BED ESTABLISHMENT* 551 55| 55 | 55

ADMISSIONS 1255 | 1270 | 1241 | 1179

INTER-WARD TRANSFERS IN 202 209 186 | 188

DISCHARGES 1160 | 1152 | 1127 | 1058
INTSR-WARD TRANSFERS OUT 199 | 202 | 187 | 193

DEATHS 123 | 125 | 117 | 114

AVERAGE LENGTH OF STAY (DAYS) 11.8 | 12.4 | 13.6 | 14.2

* These official figures are inclusive of Wards D3 and 4
and the Gardiner Institute, but ignore the fact that the latter

o

true bed total is 3 over "official complement" (see para.f.l.3.).
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7. THE RECORDS DEPARTMENT

As already noted, some Gardiner Institute records are
stored separately from the others in hospital (see para.

4.3.1.).

Nevertheless, the statistics for the Infirmary, which are
compiled by the Records Department, include the in- and out-
patients of the Gardiner Institute.

The unit file system in the Infirmary was started in
1954.

The Records Department is in the Infirmary basement and
is manned from 8.30 a.m. to 6.00 p.m. on Monday to Friday;
from 8.30 a.m, to 12,30 p.m. on Saturday; and from 9.00 a.m.
to 12.30 p.m. on Sunday. At other times, access can be
obtained by means of a key kept at the porters' desk in the
hogpital admission hall.

Apart from the storing of medical records, the Records
Department also dattend to the following:-
a) Appointments and reception for out-patients.

b) Compiling statistics regarding in- and out-patients
including a diagnostic and operation index.

¢) Compiling morbidity returns for the Scottish Home
and Health Department.

d) Compiling Cancer Registration returns.
e) Arranging for the supply of surgical appliances.
f) Refunding patients' travelling expenses

g) In addition, the Chief Records Officer is in charge
of all Unit secretaries and various departmental
clerks (e.g. X-Ray)

Records Derariment staff on location in the Department
comprise s~

1l Chief Records Officer plus
2 Higher Clerical Officers plus
19 Clerical Officers.
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Delivery of Records to the Wards

From a short survey we found that, on weekdays, previous
case records were usually delivered to the wards within 24
hours of being requested, and could be obtalned faster if
urgently requested.

This delay could be reduced by instituting a general
messenger service in the hospital, which is badly needed
for many purposes.

Relations between the Records Department and the Units

We note that there is a considerable amount of friction
between the records staff on the one hand, and medical and
nursing staff on the other. Topics of dispute are numerous,
but the following are some specific examples:-~

Strong allegations are made by the records staff that
the medical staff retain case sheets unduly long, which
delays the completion of morbidity returns, and delays the
return of the record to file. We feel that it cannot be
overstressed that case sheets do not exist simply to be
filed away. We suggest that the main reasons for the
undoubtedly long retention of case sheets at ward level,
after the in-patient's discharge or the out-patient's recent
visit, are the insufficiency of secretarial facilities for
dealing with medical correspondence, plus the slow turnover
of investigations for out-patients, notably in the X-Ray
Department.

Requests for an increase in the numbers of Unit
secretaries, and for their replacement in holiday or sickness
periods, are directed to the Records Department. Such

requests are seldom properly satisfied from the medical staff's

point of .view,

The appointments lists for an out-patient clinie should
be arranged or altered entirely to meet the wishes of the
physician in charge of that clinic. Our enguiries of the
medical staff suggest that these wishes are by no means fully
or promptly met,
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7.8.5'
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Relations between the Records Department and the Units (Contd.)

If a patient is admitted to a ward at night, and for
some reason his personal details cannot be obtained, the
records staff 'phone for these details to the ward
immediately the Records Department opens next morning. This
is the busiest time in a ward, and, considering that only 1
medical, 1 general surgical,and the orthopaedic Uait are
involved in much emergency admitting over any single 24 hours,
it seems reasonable that obtaining this clerical information
should be the responsibility of a member of the records staff
who should personally visit the ward for this purpose.

. The handwriting of the records staff in not infrequently
illegible. When this illegible writing records the patient's
name and address, and his general practitioner's name and
address on the case sheet frontispiece, a great deal of
annoyance and inconvenience is subsequently caused to various
members of Unit staff,

gb
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8. PREVIOUS RECORDS

In a sample of 50 case sheets relating to patients
sequentially discharged recently from the whole Unit, 25
had previous Western Infirmary in-patient notes, and, of
these, 17 had notes relating to the same illness and 12
relating to another illness. The meximum number of in-
patient episodes for any 1 patient was 19. There were,
in all, 83 previous in-patient episodes for the same
illiness, and 13 for other illnesses.

In the same sample of 50 case-sheets, the diagnostic
breakdown (based on the present illness) was as follows:-

ALL MALIGNANT NEOPLASMS* 2
CARDIO-VASCULAR DISEASE 24
PULMONARY DISEASE -
PEPTIC ULCER

DRUG INTOXICATION
(INCLUDING ALCOHOL AND
CARBON MONOXIDE)

RENAL DISEASE
DIABETES MELLITUS
BLOOD DYSCRASIAS
PSYCHONEUROSIS
MISCELLANEQOUS

(e8]

kﬁ |c\ NV

7 of these 50 patients died.

¥ All the followinz figures, except those for blood
dyscrasias, are exclusive of malignant neoplasms.

9%
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9. PRESENT CASE SHEET

9.1. Volume of Notes

A breakdown of the same sample of 50 case sheets, in
terms of lines/ pages, showed:-

ADMISSTION NOTES PROGRESS NOTES NURSES' NOTES

AV. PER AV PR B N 2
CASE SHERT| B TREMES | oy qn sympp| EXTREMES o) on oppgy [BALRRTES

33 141-5 62 164-0 2T 122-0

2 |. 6-1 3 6-C 0% 9-0

9.2, Quality of Notes

These notes seemed to be remarkably good and comprehensive.

9.3. " Volume of Insertions

In the same sample of 50 case sheets, the following
insertions were present:-

AVERAGE PER :
DOCUMENT CASE SHERT EXTREMES
. B.P. CHARTS 0.4 4 to nil
DIABETIC URINE CHARTS ~_0.08 2 to nil
ANAESTHETLIC RECORDS 0,02 1l to nil
ACTID-BASE NOMOGRANMS 0.02 1 to nil
E.C.G. 2EPORTS 1.2 7 to nil
X-—~RAY REPORTS 0.72 3 to nil
PATHOLOGY REPORTS 0.14 4 to nil
BACTERIOQLOGY REPORTS 1.08 6 to nil
BIOCHEMISTRY REPORTS 2.2, 16 to nil
HARMATOLOGY REPORTS ¢ 1.98 12 to nil
FLUID BALANCE CHARTS 0.34 T to nil
T.P.R. CHARTS 1.98 10 to nil
‘Averaze length of stay = 8.7 days (extremes of 49 and 1:

see para, 6)
*  "Kardex" size (10" x 8")

# It should be noted that E.S.Rs. are estimated in
the wards.



9.4, Document Format

The Tunbridge Report has been published recently in
England and a similar White Paper is soon to be published in
Scotland. We are reserving comments on the subject until
this White Paper is available for scrutiny,

9.5, Care in Editing

This is bad. The average time taken to properly edit

a case sheet, in a random sample of 12 newly returned to file
from the Unit, was 3 minutes.

10, TIME TAKEN TO COMPLETE INVESTIGATIONS

Undue delays often occur in the reporting of E.C.Gs.,
and there is a delay of from 6 to 8 weeks in obtaining
barium meals, I.V.Ps. and cholecystograms for out-patients.



11, DISCHARGY LETTERS

From the same sample of 50 case sheets,we measured the
length of the discharge letter, and the time interval between
the patient's discharge from the ward and the date on the
These were as follows:- '

letter heading.

189y

AV. TIME
AV, NO. INTERVAL
NO. OF | OF LINSS|EXTREMES {PZR LETTER|EXTREMES
DOCTOR LETTSRS| IN EACH | IN LINES (DAYS) | IN DAYS
CcD 11 14.9 323 t0 5 6.0 15 to 2
SMITH 9 22,0 28 to 12 8.1 16 to 4
cJt 24.0 38 to 10| 4.5 5 4o 4
CH 7 19.5 41 to 8 12,0 16 to 7
CB 4 6.7 12 to 3 8.7 17 to 1
CE 4 49 .5 62 to 41 4.5 11 to ~1%
CF 9 25,8 51 to 10 4.6 11 to 1
CK? 2 27.0 35 to 19| 8.5 9 to 8
TOTAT, 50 23,0 62 to 3 7.1 17 to ~1%
1. YFormerly Registrar in the Haematology Team
2. PFormerly Registrar in the Calcium Team
¥*

Such a letter was sent 1 day before the patient
was discharged.



12.1.

12,2,

12.2,1.

12.2.2.

12. OUT-PATIENTS

Yearly Throughput (for the whole Unit)

to

to to to

4/66 | 4/65 | 4/64 | 4/63

TOTAL OUT-PATIENTS PER YEAR 13364 13113 | 12276 | 12962
NEW OUT-PATIZNTS | 1502 | 1371 | 1447 | 1321
RETURYN OQUT-PATIENTS 11862 11742- 10829 | 11641

Waiting Lists

The waiting list for new appointments for the General

Medical Clinics is 2 to 3 weeks.

As far as admission +to the wards is concerned

priorities are established purely on clinical grounds.
An admission to the Gardiner Institute for investigatory

Pprocedures may take several months to effect.
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13. THE UNIT SECRETARIES

13.1. Work Distribution

15.1.1. Wards D3 and 4

13.1.1.1, ngeral Duties

These include:-

a) Typing in- and out-patient letters except those
relating to the Gardiner Institute.(See para. 4.3.4.)

b) Completing diagnostic index cards.

¢) Filing laboratory, etc., reports.

d) Answering télephone calls.,

e) Making stationery indents.

f) Arranginzg appointments for out-patients, by
liaison with the Records Deparitment.

g) Dealing with waiting list correspondence.

h) Miscellaneous duties at certain Out-Patient
Clinics. '

i) Collection, preparation and distribution of
staff mail.

13.10102. Individual Duties

a) Mrs, Sutherland works especially for
Dr, Goldberg's Team.

b) Mrs. Lagerwaem works especially for
Dr, Alexander's Tean.

¢) Mrs. Gegg works especially for
Dr, Cameron's Team (i.e. the Cardiac Department)

The first 2 named are housed in an office in the
ward corridor, but Mrs. Gegg is housed in an office in
the B.C.G, premises, and she has no personal telephone.



13I.1'2.

13.1.2.1.

13.1.2.2,

13020

13.3
15.3.1.

163

Gardiner Institute

The secretaries here are as follows:~

a) Mrs. Marshall is personal secretary to
Professor Wayne. :

b) Mrs, Faulds is librarian. She also types papers
for publication and sends out reprints.

¢) Miss Stewart is personal secretary to Dr.
Goldberg. She also typres certain material
for the research laboratories in the Institute.

d) Miss Charteris is personal secretary to Dr.
Alexander,

e) Mrs. Henaghan is personal secretary to Dr. Smith,

’ but is employed on a part-time basis, Her work
includes typing lectures and cempiling a diagnostic
research index of patients for Dr. Smith.

These secretaries type most in- and out-patient
letters relating to the Gardiner Institute (see para.
4.3.4.). At times, when the volume of work is too great,
some letters are passed to the hospital typinz pool. This
consists of 2 full-time and 2 part-time secretaries, who
deal with clinical typing for certain out-patient clinics
which are not attached to medical or surgical in-patient
Units in the hospital,

Employing Agent

The % secretaries for Wards D3 and 4 are N.H.S. staff
employed by the Board of Management. Those of the
Gardiner Institute are all employed by the University of
Glasgow, They thereby qualify for longer holidays than
the N.H.S. secretaries.

Work Load in Wards D3 and 4.

This load fluctuates to some extent from week to week.
It is the usual practice at present to hold back out-patient
notes until all the reports relating to a patient's
consultation are available, and then to send 1 composite
letter. ‘e suspect that many more immediate letters would be
dictated as interim rsporis wers the secretaries not likely to
be overwhelmed by the increased volume of such typing work.
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13.3.2, Work load of typing was assessed by analysis of 1 sample
week (before Ward D3 patients were transferred to Knightswood
Hospital) as follows:-
IN-PATIENTS OUT-PATIENTS OTHER
LET- PER LEDT- | PER LET- PER
LINES | TERS LETTER| LINES | TERS | LETTER! LINES| TERS | LETTER
ALEXANDER | - - - 17 3 5.7 - - -
CAMERON - - - 70 2 | 35,0 | 49 "5 | 9.8
GOLDBERG | - - - 93 6 15.5 | = - ~
CD - - - 42 3 | 14.0-| 16 1 16.0
CG* - - - - - - 70 1 70.0
SMITH 78 3 26.0 312 11 28.4 8 2 4.0
HARDEN 72 3 24,0 92 6 15.6 9 1 9.0
CH - - - 187 13 14.4 | 42 5 8.4
CB - - - 246 15 16.4 - - -
CA 91 2 45.5 87 4 21.8 22 N 3 . T3
CE 11 1 11.0 54 4 13.5 | 25 2 12.5
CI 71 2 35.5 199 9 22,1 - - -
CF 18 1 18.0 19 2 9.5 | - - -
cC 45 1 45.0 82 7 11.7 - - -
TOTAL 386 13 29.7 {1500 85 17.6 | 241 20 12.1

Overall total

2127 lines in 118 letters

18.0 lines in each (average)

¥ Employed in Dr. C.D. Anderson's 0.P. Clinic during
period of sample.
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Work Load in the Gardiner Institute

We have not attempted to assess this in detail for
certain reasons, vizi-

There is a demarcation dispute in that the University
authorities maintain that their employees should not type
routine case sheel material for Western Infirmary patients.
This is, of cour:e, what is actually happening at present,
although the Gardiner Institute maintains a fictional
autonomy

The Board of Management, on the other hand, recognise
this avtonomy as a de facto as well as a de jure situation.

Hence such approaches as have been made by the Gardiner
Institute medical staff to the Board of Management and to the
University for extra secretarial staff to cope with the case
sheet correspondence, particularly of out-patients,have met
with denials of responsibility, for the reasons given above.

There seems to be a real danger that the University

-authorities may withdraw their secretaries from Gardiner

Institute Clinics which are not shown to be wholly research
ventures.,

Secretarial and medical staff of the Gardiner Institute
will be intermittently on holiday until the latter part of
April, 1966, and the resulting contraction of the O.,P. Clinic
turnover prevents us from obtaining a representative sample
of the normal work load.

Ward D3 is at present closed for several months for
structural alterations and the patients have been transferred
to Knightswood Hospital. However, the staff of the Unit are
still attending these patients,and the case sheets are still
being brought back to the Unit for the typing of letters.
Batching of work is, therefore, inevitable for the work of
Wards D3 and 4, and this will reflect, in turn, on the work
of the Gardiner Institute, for which the same phy8101ans are
responsible.

There is at present an enormous backlog of correspondence
relating to the Bone Clinic, and on 2 recent occasions we
counted over 40 case sheets of out-patients awaiting letters
being typed. On the first occasion the lack of a tape
recorder was responsible, on the second, the letters were
already on tape, but the secretary could not cope.
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Recording Equipment

Wards D3 and 4

1 tape recorder for general dictation use plus 1 for
Dr. Cameron's personal use; and 1 machine for transcription
by each secretary.

Gardiner Institute

1 tape recorder for general dictation use and 2 for
transcription by the secretaries.

Recommendations on the Secretarial Facilities in Wards D3 & 4

These have already mostly been mentioned in other parts
of this report, but the following are stressed:-

Mrs. Gegg should be housed in the ward area. Bach
secretary should have a personal telephone. There should bhe
more table, shelf and cupboard space. The number of tape
recorders for dictation is quite inadequate: we suggest at
least another 3 machines be provided.

Recommendations on the Secretarial Facilities in the Gardiner
Ingtitute

The present situation is chaotic and demands immediate
attention.

The administrative stalemate as to who is responsible for
providing secretaries for the Institute 0.P., Clinics must be
resolved before anything else can be decided.

The number of tape recorders is grossly inadequate. We
understand that more are presently being purchased, and
suggest a minimum number should be 1 per secretary for
transcription, plus 4 for dictation.

More shelf, table and cupboard space should be provided in
the secretaries' offices.
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Once all these matters have been attended to, a
detailed work study over a period of several months is

necessary to assess the need for augmenting the present
secretarial staff.

It should be possible to rationalise the work of the
Unit as a whole, and to eliminate, in many instances, the
present artificial division between the 2 wards on the
one hand and the Gardiner Institute on the other. Ve
feel that the division is, on balance, more of a hindrance
than an aid to the working efficiency of the Unit.

The present system of haphazardly off-loading out-
patient typing on to the hospital typing pool is thoroughly
unsatisfactory and should be completely discontinued.

Comments on Secretarial Duties in General

We feel that, before increasing the secretarial
establishment, an attempt should be made to improve
environmental factors such as those we have already mentioned,
especially as regards working space, tape recorders, telephones,
and messenger service.

We also strongly advocate the introduction of mechanical
documentation, which mist include a labelling service (e.g.
"Addressograph".)

We believe that the resulting saving of the secretaries'
time (and personal effort) and the incressingly rapid
throughput of their work, will certainly greatly reduce the
need to increase the secretarial establishment.

We are opposed, for various reasons, to the introduction
of a central typing pool, however mechanised, to replace Unit
secretaries in the Infirmary. We do not wish, at this stage,
to pursue this topic further.



1o

14. ACKNOWLEDGEMENTS

We thank all members of the Infirmary staff,
without whose coSperation this report could not have
been written.



15.1.

15.2.

1502.1.

.15.2.2.
15.2.3.
15.2.4.

15.5.
15.3.1.

109

15. APPENDIX

THE RADIO-ISOTOPES DEPARTMENT

Location

The Radio-Isotopes Department is an integral part
of the Western Infirmary, in charge of the Professor of
Medicine, and is situated within the Gardiner Institute.
In spite of this location, it is not administered by the
University of Glasgow.

Staff

Physicians

Dr. Alexander is Consultant-in-charge, and Dr.
Harden Registrar,.

Physicists

2 graduate physicists employed by the Regional
Physics Department of the Western Regional Hospital
Board.

Technicians

1 employed by the Regional Physics Department of
the Western Regional Hospital Board and 2 by the Board
of Management for Glasgow Western Hospitals.

Receptionists and Secretaries

Nil

Work Specification

A great deal of the Department's work consists of
routine procedures. Research is continually in progress
as well, however, and today's research may be tomorrow's
routine, so that the dividing line between them is
ill-defined and arbitrary. This is particularly so in
the case of Tc-99 (see para. 15.3.4.)
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Routine Work

a) Radio-isotope procedures, involving mainly iodine,
but also, to a much lesser extent, chromium, iron, calcium
and strontium.

b) Estimation of P.B.I. (protein-bound stable iodine),
calculated from blood.

¢) BEstimation of P.I.I. (plasma inorganic stable iodine),
calculated from urine.

d) T3 resin uptake, T3 is tri-iodo-thyronine. The test
measures the degree of binding of thyroid hormones in plasma,
and is calculated in conjunction with P.B.I. The latter may
be high, not only in cases of thyrotoxicosis, where there is
excess circulating thyroid hormone, but also in pregnancy;
and it may be low after ingestion of certain drugs, such as
aspirin. The T3 resin uptake defines these false high and
low values, where the patients are, in fact, euthyroid.

Research

This coversa wide field, but 1 development is worth
noting in some detail. Experimental studies in radiation
scanning are in progress in collaberation with the Radiotherapy
Department of the Infirmary, and some of the techniques are now
so fully developed that they might be better described as
routine work. Particular success has been achieved with
technetium~99m.

Techne tium~-99m

Technetium (Tc) is a totally artificial element, of
atomic number 43, and is a transitional element in the

"Periodic System. There are a number of isotopes, all in

the solid state, and all very unstable, except for 3, viz:-
Tec-97, Te-98 and Tc-99. The last-named also exists in
unstable isomeric form, Tc-99m, which has a half-life of

6 hours, and which is manufactured by mutation from
molybdenum-399. It is a pure gamma-ray emitter, and scanning
techniques are being developed with it, particularly with
regard to thyroid, stomach, liver and brain.
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Routine Work Load

Source of Referrals

Tests are done on patients who reside in the West of
Scotland, but only if they are referred by the staff of the
Western Infirmary or other hospitals. There are no "direct-
access" facilities for general practitioners. Most patients
personally visit the Department for the test procedures, but,
in some involving I~131, the specimens of blood and urine are
dealt with by post. This is a matter of convenience in
these cases, but the information from the resulis is less
comprehensive and satisfactory than it would have been had
the patientsattended the Department personally for thyroid
gland monitoring (i.e. "neck counts") to be done also.

Throughput Fisures

In April, 1966, the following numbersof patients
attended the Department for tests. The figures do not
include postal items.

NUMBER
TEST FOR APRIL | .
1966 2
2
ROUTINE I-131 TESTS 98 3
ROUTINE I-132 CLEARANCES 76 3
[92]
=)
INTRAVENOUS I-132 CLEARANCES 48 &
=
o
CHROMIUN STUDIES 1 @
&
IRON STUDIES 1 H
. NOWE &

STRONTIUM AND CALCIUM STUDIES STARTED

* But each test runs for 6 months



15.4.2.

1504.3.

15 04 040

15.4.5.

112

. Throughput Fisures (Contd.)

NUMBER FOR
TRST APRIL, 1966 |
P.B.I. 230 e g

- g é
P.I.I. 230 % 8

) =R

T3 RESIN UPTAKES 132 © -

Routine I~13%1 Test Details

The dose of I-131 is given to the fasting patient
orally at time zero. Thyroid gland uptake is measured
(by "neck count") at 5 and 48 hours, and a venous blood
specimen is taken at 48 hours. In suspected hypothyroidism
all urine is collected from time zero to 48 hours.

Routine I-.1l3%2 Clearance Details

The half-life of I-132 is 2.4 hours (as opposed to
8.04 days for I-13%1), hence tais substance's increasing
popularity for thyroid function tests. The dose is given
to the fasting patient orally at time zero. Thyroid gland
uptake is measured at 60 and 150 minutes, and venous blood
taken at 105 minutes. The patient empties his bladder at
time zero, and urine is taken at 150 minutes., During the
whole time of the test the patient must not eat or drink.

Intravenous I-132 Clearance Details

This test is used to measure thyroid function in
patients on anti-thyroid medication. With I-13%2, one
can get vexry early thyroid uptake measurements, which are
essential, because anti-thyroid drugs only affect the latter
part of the uptake curve.

———— Normal Subject
g - T _
3 ’/’J,¢<f:17: """ T Patient on anti-thyroid
g.,/,, | drug.
T time

In this time zone, both curves are identical
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Intravenous I-13%2 Clearance Details (Contd.):

Intravenous administration of I-132 obviates
interference with the test readings by absorption
factors in the alimentaxy tract. At time zero the
fasting patient is given the dose of I-132 intravenously
by a physician. At 2 and 20 minutes, thyroid uptake is
measured by "neck count", and venous blood is taken at
11 minutes, These times are critical in terms of

_seconds, for accuracy of results. (see para. 15.5.8,)

Comments on Work ILoad

It will be apparent from the foregoing remarks that
these tests involve a very high degree of accuracy,
especially as regards timing, on the part of the
Departmental staff, and also considerable discomfort to
the attending patient. It must be borne in mind that
the latter, apart from being possibly hungry and thirsty,
and being excited and nervous at the prospect of being
tested with a radio-isotope, is frequently excited and
nervous to a pathological degree because of thyrotoxicosis.
It is exceedingly important, therefore, that the premises
should be adequate, both for the exactitude of the tests
and for the patient's comfort and peace of mind. The
following paragraphs will indicate that such is by ne
means the case,

Second Tests

It cammot be over~emphasised that, if an error of
timing is made in the I-131 routins test, the procedure
cannot be soon repeated. This is because the first test

dose of the isotope modifies the response to a subsequent
dose.

Adequacy of Premises

* The Department comprises several rooms on 3 floors
of the Gardiner Institute, and the rooms themselves were
not originally designed for laboratory purposes. Those
on the ground floor, where the patients are tested, were
adapted from an out-patient clinic, and, although one
might have expected that this would be an advantage, in
fact, it is not so.
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Adequacy of Premises (Contd.)’

The waiting accommodation for patients is a short
through corridor, which is small, draughty and cheerless,
except for a miniature fish tank. It will be remembered
that in a routine I-132 clearance the patient is in the
Department for 2% hours (see para. 15.4.4.).

The patients' toilet is outside the entrance door
of the building.

There are no facilities for examining a recumbent
patient, nor is there any routine clinical diagnostic
equipment.

There are no sources of food or drink for patients
nearer than the public cafeteria in the main out-patient
department of the Infirmary. Patients, therefore,leave,
as well as arrive, in the fasting state.

As there are no nurses in the Department, nor full-
time receptionists, reception and chaperoning of patients
must be undertaken by the technicians, who are, fortunately,
female. This, apart from anything else, seriously
interferes with the laboratory routine.

Transport of specimens between the 3 floors of the
Department means much running up and down stairs by the
technicians.

There is an almost total lack of mechanical alarm-
timers. This seriously endangers the timing and,
therefore, the accuracy of test procedures (see para.

15.4.5.).

Telephone facilities in the Department are
relatively good.

Laboratory Reports

There being no secretary, all the reports issued
by the Department must be hand-written. Much of this
writing is done by the physicians themseslves and this,
apart from being a waste of professional time, causes
delay in the issuing of reports.
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Summaxry of Recommendations

The premises are inadequate and should be upgraded,
especially as regards patients' waiting and toilet
facilities.

Reception'of patients should be undertaken by
special staff,

There should be facilities and equipment for full
clinical examination of all patients.

At least 1 full-time secretary should be employed
in the Department.

There should be at least 2 tape recorders in the
Department, 1 of them being for transcription.

There should be numerous mechanical alarm-timers,
both wall and lapel.

Final Comment

Considering the inadequate facilities in the
Department for dealing with patients, we are more than
surprised that it functions so well, The fact that it
does so is a tribute to the skill, ingenuity and patience
of the personnel staffing it.
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1. DUNIT CONCERIE

Professor A.W., Kay'!'s Unit of General Surgery, comprising

Wards D6

and 7 plus part of Ward A3, together with the

Department of Surgery.

2. LOCATIOH

Wards D6 and 7 are on the second floor of the main
Infirmary block at the western end of the through corridor.
The Department of Surgery occuples several storeys in the
same building es the Gardiner Institute of lledicine.

3, UNIT STAFF

Surgical
Statusl Numbex Our designation hereafter
CONSULTANT 4 DRS.Z DA, DB, DC, DD’
SENTIOR i -4
REGTSTRAR 2 DRS. DbE, DI
REGISTRAR 3 DRS. DG, DH, DI
SEITIOR HOUSE
OTFICER 1 DR. BJ ]
HOUSE SURGEON’ 2 DRS. DK, DL
1. For simplicity, we have not distinguished between

2.

Se

4.
5,

N.H.S. and University Staff. All Consultants,
except Dr. DD, are whole-time in the Unit.

For simplicity, we have designated all surgeons,
as well as physicians "Dr,"

Visiting Plastic Surgeon, with major comnmitments
in other hospitals.

Research physician (attached).

See paragraph 4.8,
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In addition, there are usually several "intengive-term"
medical students attached to the Unit for each University
10-week term, throughout the year, who do routine clinical clerking.

There are also several medicsl graduates, engaged mainly on
research work, who have not been listed, because they have no
major commitmants in the routine clinical work of the Unit. They
include, however, all the staff of the Oxygen Pressure Unit.

Nurging and Domestic

The following staff are usually present, but the situation
is always fluid.

Day Staffs in Wards D6 & T.

Tach comprise:-—

Sister
Staff Nurses
State Inrolled Nurse (part-time)
Student Nurses
(usually 1 Senior and 1 Junior)
Nursing Auxiliary
Orderly
Maid

N N

Nizht Staffs in Wards D6 & 7.

Each comprise 1 Staff Murse and 1 Student HMurse. In
addition, there is 1 Nursing Auxiliary seconded to the Unit
on Receiving Iights.

Day Staff.in the Recovery Room.

1 Sister and 1 Staff liurse,

They ere relieved from the wards, and they themselves
work in the wards if they have no other commitms=nts.

Day Staff in Theatre

Sisters

Staff Murse

Senior Student Nurse (sometimes)
Male Orderly.

N
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Night Staff in Theatre

Only the Theatre of the Receiving Unit is staffed at
night, as follows:-

1 Sister or Staff Nurse
1 Student Nurse
1 Oxdexly

Hours of Work

Day staff work between 8,00 a.m. and 8.30 p.m. (or, in
fact, 8.45 p.m., to allow for an overlap with oncoming
night staff),

Secretarial

Wards D6 and 7

1 part-time and 2 full-time Unit secretaries, employed
by the N.H.S. They deal with most clinical record work.

Department of Surgery

4 full-time secretaries, employed by the University;
one of them being personal secretary to the Professor. They
deal mainly with research and teaching work, but also with a
few clinical records. There are, in addition, 2 punch-tape
operators, engaged on computerising research data.
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Bed Complement

The "official complement™ is 56 beds.
made up as follows:-

is 64,

(a) Ward D6 (Male) : 26 in mein ward plus 1

(b) Ward D7 (Female) :

YWORK

SPECIFICATION

2-bedded side room.

24 in mein ward plus 1

2-bedded side room.

(¢) One 4-bedded side room off D6, which
accommodates (all) male or female
patients as circumstances demand.

(d) 6 beds in Ward A3 (male).

Of these 64 beds, Dr. DD uses about 2 male and 2
female at any one time for his plastic surgery patients.

The actual total

At the time of this Survey, work on ward decoration was

in progress.
TOOMm .

Ward D7 was closed, except for 2 beds in the side
2 additional female beds were in use (on loan) in VYard C3.

The total bed state, therefore, was 4 female, 34 male, snd 4

optional = 42.

Out-Patient Clinics

APFRCX.T0.
c ih 3 SURCGEONS
CLINIC DAY & TINS LOCATIONS | SURGEONS OF PATTINTS
EACH DAY
GENERAL DRS. DA 30 new +
g I DEPT, ’
STRGTCAL MONDAY A.M. 0.P.DEPT DB, IC. 50 Teturn
GENIRAL .
1 -!‘l. - .I—‘ L] L o -
VARD RITURN FRIDAY ALl 0.P.LEPT DR. DB 50
PEPTIC ULCER | FRIDAY AL, 0.F.DEFT, DrS. DG, 10 nsw +
' Di. 25 return
PLASTIC WLDNESDAY A.M. O0.P.DEPT. DR. ID. 20
SURGERY .
FIBXRO3COTY HOITZAY AL & WARDS D6 DR, DC. 4
FRIDAY ALM, & T -
SIGIiIOIDCSCOPY | THURSDAY P.if. WARTS D6 Dr. DB 9
& 1

At these clinics, assistsnce is provided by various
members of the Jjunior surgical staff.
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In addition, Drs. DB & DC slternate in giving the
surgical advice in the Vascular Clinics -(see "Survey of
Dr. Richards! Unit'" : M.R.R.G. Report No.2, parasraph 4.2.1.)
held on Thursday aiternoons.

Routine Theatre Sessions

1., Monday morning : DRS. DE (or DI) and DJ.

2. -Monday aftermoon :

In theatre in 0.P. Depertment: minor procedures,
under local anaesthesia, by a2 Registrar or S.H.O.

3, Twesday morning ¢ DR3. DB and DH.

4., Wednesday morning : DR. DA. and an assistent

5. Thursday morning : DRS. DC and DI,

6. Friday morning (Plastic Surgery) : DRS. DD. end DJ.

Routine Ward Rounds

A full ward round is conducted daily by a Consultant,
including Sundays. DBecause of othsr commitments, the ward
round is usually held in the esrly afternoon on Mondays and
Fridays. Dr. DD, however, looks after his own patients in
the wards, and visits them at other times.

Routine Admissions

These are arranged irrespective of Receiving Days, and
are planned in relation to investigstions and/or operations
which may be required. Dr., DI keeps the waiting list. Because
one particular surgeon has placed a patient on the waiting list
does not necessarily result in his personally opersting on that
patient. (See parazraph 5.1.)

Receiving Day

wvery fifth day, running +through weekends. The name is
misleading in that on this particular day the Unit receives
emergency patients. The 24 hours run from 8.00 a.n., to 8.00 a.n.,
and there is always a Consultent on csll (excluding Drs. DA and D).
There is also always someone of Registrar or Senior Registrer
status present in the Infirmary as senior-on-call; in aiditiomn,
an S.H,0. is present. It follows, therziore, thzt the House
Surgeons are rarely required to ausist in Theatre on these days.
During the wvhole nizht either a Registrar or 35.H.O. stays in the
Infirmary.
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Teaching Comritments

Undergraduate and postgraduste.,

Frbra Commitments

Each House Surgeon is seconded for 6 weeks of his 6 month
term to staff the Casuelty ITepariment of the Infirmary. DIuring
this time 2 such House Surgeons (from the Infirmary rota) work
alternate 24-hour shifts. On his alternzte days away from the
Casualty Departmsnt, the House Surgeon has no commitments at all
in his parent Unit, so that, in effect, for some 3 months of each
6 the Unit has only 1 House Surgeon. In Professor Kay's Unit an
intensive-ycar medical student is always employed as locum House
Surgeon during these 3 months.

Research-

The following projects are presently being pursued in
connection with the Department of Surgery:-

Peptic Ulcer Investication

With computer facilities, the following aspects are

being collated:-

(a) Clinical festures,
(b) Gastric acid secretion in relation to:-
(i) The augmented histamine test.
(i1) 1Insulin stimulation.
(iii) Hedical vagotomy.
(iv) Gastrin.

(e) Psychosomatic features.

Investigation of Y“nzymes of the Small Intestine

Particularly in relation to patients with ileostomies.

Hyperbaric Cxyzen Theravy

Professor Kay is in charge of a specilal Oxygen Pressure
Unit in the Infirmaxy.

Animal Research in Gastroenterolosy

In the Wellcome Lahoratories at Garscube.
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5. BOTAFYF TORALS

Sel. It is apparent that the stgff of the Unit work closely
as one team, with collective responsibility for the patients.,

5.2, It also appears, perhaps as a consequence of thig, that
the junior wmembers have more spare time than they would have
in other Units, end this is, of course, a thoroughly desirable
state of affairs.

6. ADEOUACY OF PRAEMISE

6.1 Telephone System

6.1.1. The telephones‘in the ward areas are as follows:-

D.7 corridor ~ one external and one intermal 'phone,
D,6. (Sister's room) - one externmal 'phone.

Residents' room - one externmal 'phone.
Secretaries! office - one external 'phone.
Theatre - one external 'phone in the

anteroom with an extension

to the Surgeons' room.
Recovery room - one external 'phone (this room

also has an emergency bell).

6.1,2. There are various telephones in the Department of Surzery
which we need not consider further, as no patients are accommodated
there.

6.2. Space

The Unit secretaries work in one room, with only one
telephone. Table, shelf and cupbosrd svace are not lavish.
There is insufficient teaching space, and no patients' day roomn.

6.3, Lichting

This is insufficient throughout most of the Infirmary, and
is a definite handicap during minor surpical procedures in the wards.
All fittings srould be of fluorescent strip type, and we note that
a start to this conversion has already been made in various werds.
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Ward Design

The beds in the two mein wards are sccomnmodated
in bays.

Ward Vash-Hand Basins

For surgical staff there is at present one bhasin in
each main ward, and one basin in the 4-bedded sideroom. These
numbers are quite inadequate.

X-Ray Viewing Boxes

The cese-sheet trolleys are equipped with these.

Patient Labelling

Bedside labelling of patients is restricted to labels of
adhesive plaster affixed to the foot of the bed-frames. Patients
in Theatre sre labelled with plastic wrist straps; these straps
are removed immediately after the operation.

The lMedical Defence Union and similar bodies have
repeatedly stressed the advisability of adequate patient-labelling
in a surgical Unit, Ve feel that sll hospital in-pstients should
wear personal identification wrist straps all the time.
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7. IN-PATIFITS' STATISTICS

Yo 47661 1o 4/€5 1 to 4744 | to 4/53
BED ESTABLISHIENT % 56 56 56 56
ADiTTSSTONS 1,556 1,537 1,530 1,551
INTER-WARD TRALSFERS IN 128 166 131, 114
DISCHARGES 1,552 1,539 1,533 1,521
INTER-WARD TRANSFERS OUT 63 85 T4 72
DREATHS 69 69 69 68
AVERAGE LEMGTH OF STAY (DAYS) 11.1 10,5 10.9 10.9

¥ These official figures ignore the fact that the true bed complement
in the Unit is 64.

(see paragraph 4.1.).
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8. PRIVIOUS RECORDS

In a sample of 50 case sheets, relating to patients
sequentially dischsr;ed recently from this Unit, 18 had
previous Vestern Infirmery in-pstient notes, and, of these,

12 had notes relating to the same illness, and 6 to another
illness, The maximum nunber of in-petient episodes for any

one patient was 2. There were, in all, 13 previous in-psatient
episodes for the same illness, and 22 for other illnesses.

In the same sample of 50 case sheets, the diagnostic
breakdown (based on the present illness) was as follows:-

ALL MALIGWANT NEOPLAS!S *

PEPTIC ULCER

GALI~BLADDYR DISEAST

APPENDICITIS

HERNTIAS
(intestinal and incisionsl,
but not hiatus)
INTESTINAL OBSTRUCTIONS
(except from hernias)

ANO-RECTAL DISEAZE
NON-SEECIFIC ABDO:INAL UFSET
HEAD INJURY

RENAL DISEASE

EXTERNAL GENITAL DISEASE
VARICOSE VEINS

BENIGN DISEASE OI' BREAST
CARDIOVASCULAR DISEASE
MISCELLANEOUS

N N @

el

O 2 B N e N A e R A e

\Jl
[\]

T of these 50 patisnts died.

¥ All the followinyg figures are exclusive of malignant
neoplasms.
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B.3. In the same sample of 50 case sheets, the operation
breakdown was as follows:-—

VARIOUS HERNIA REPATRS 2
(not hiatus hernia)

VARICOSE VEIN LIGATION/STRIPPING 2
APPENDICTTOMY 4
CHOLECYSTECTOMY 2
VAGOTOMY AND FYLOROFPLASTY 2
VAGOTOMY AND GASTRO-JEJUNOSTOIY 2
GASTRECTOMY NI,
SIMPLE REPATIR OF PEIRFVORATED PEFTIC ULCER 2
HAFMORRHOIDEZCTOMY. 2
OTHER INTESTINAL SURGERY 1
MASTECTOKY 1
LOCALISED EXCISION .OF BRUAST TISSUR 2
SUPHRFICIAL LESIONS ¥ 6
7

MISCELLANEOUS @
35

¥  Wound suture, tissue biopsy, tissue excision,
incision for phimosis,

@ Including laparotomies,
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" Volume of Notes

A breakdown of the same samples of 50 case sheets,

in terms of lines/pages showed:-

ADMISSION EKOTES PROGRESS NOTES NURSES' NOTTS
AV, PiR FXTRET TS AV, PR SXTRENE AV, PER" EXTREMES
CASE SHuEY CAST SHELT CASE SHHEET
26 61-6 5 31-0 29 127-0
1 31 1 2-0 2 % 6-0
* "Kardex" size (10" x 8")

Quality of Notes

These notes seenmed to be of good quality.

We note, once

again, that surgical notes are more succinét than medical ones.



9.3. Volume of Insertions

In the same sample of 50 case sheets, the following

insertions were found to be present:-

Average per

Document Case Sheet Extremes
B.P. CHARTS 1,00 7 to Nil
ANAESTHETIC RECORDS 0.56 1 to Nil
E.C.G. REPORTS 0.04 1 to Iil
X~-RAY REPORTS 0.64 3 to INil
PATHOLOGY REPORTS 0.28 2 to Nil
BACTERIOLOGY REFORTS 0.52 3 to Nil
BIOCHEISTRY REPORTS 0.70 5 to NMil
HASMATOLOGY REFORTS * 1.14 4 to Wil
FLUID BALANCE CHARTS 1,00 7 to Nil
T.P.R. CHARTS 1.08 3 Yo Nil

 Average length of stay 11.0 days (extremes of 41 and 1).
(see paragraph 7)

¥ Tt should be noted that E.3.Rs. are estimated in the wards.
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11.2,

10, TIIL TAKEN T0 CONPLATE IWVESTIGATIONS

The delays in reporting E.C.Cs. and tissue biopsies;
and in obtaining barium meals, 1.V,.Ps. and cholecystograms,
have been mentioned elsewhere.

1l. OPERATION NOTES

Surgeons' notes of operation procedures in this Unit
are dictated and typed very soon after the operation itself,
and a copy of the typed notes is sent to the general
practitioner forthwith.

In the same sample of 50 case sheets, 29 had operation
notes as follows:-

DOCTOR NUIBXR OF AVERAGE NO. | EXTREMES
OPERATION NOTES | OF LINES IN | IN LINZS
EACH

'DR. DB. 3 9.0 12 to T
DR. DC. 5 17.6 31 to 8
DR. DE. 4 17.2. 29 to 7
DR. DM * 2 10.5 14 to 7
DR. DH. 3 6.3 12 to 3
DR. DI. 5 9.6 25 to 5

DR. DN & 1 4.0 : -
DR. DJ. 6 11.2 22 %o 7
TOTAL 29 11.8 31 to 3

- :

¥ Pormerly Senior Registrar.

@ Tormerly Registrar.

4
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From the same sample of 50 case shzets, we measured
the length of the discharge letter and the time interval
between the patient's discharge from the ward and the date

DISCHARGR

LETTERS

on the letter heading.

These were as follows:i-

133

NO. OF AV, XO. EXTREMES | AVERAGE TIME EXTRELTES
DOCTOR LETTERS | OF LINES | IN LINES INTERVAL IN DAYS
IN BACH PIR LEETEIE;(DAYS)
DR. DB. 4 9¢5 16 to 5 6.5 9 to 5
DR. IC. 8 11.3 26 %o 6 6.9 13 to 3
DR. DE. 5 5.0 9 to 3 10.4 17 to T
DR. DM. * 3 10.0 11 to 9 6.3 10 to 3
DR. DH. 10 8.1 14 to 5 Ted 1% to 2
DR. DI. 10 5.7 10 to 3 11.4 17 to 6
DR. DN. ¢ 1 3.0 - 6.0 -
DR. DJ. 9 6.1 15 to 3 6.9 14 to 1
TOTAL 50 7.6 26 to 3 6.2 17 to 1

* Formerly Senior Registrar,

# PFormerly Registrar.
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L 3

13, QUT-PATIENTS

Yearly Throughput

to to to to

4/66 | 4/65 4/64 4/63
TOTAL OUT-PATIENTS PER YEAR 7,398 | 7,108 _8.,101 10,024
NEW OUT-PATIENTS 1,353 | 1,399 | 1,349 | 1,162
RETURN OUT-PATIENTS 6,045 { 5,709 | 6,752 | 8,862

Waiting Lists

The waiting list for new out-pstient appointments is
virtually nil.

As far as admission to the wards is concerned, a patient
suspected of having a carcinoma is admitted without delay; one
for routine surgery is admitted after an interval of less than
4 weeks (male or female), In the latter case, the admission
is planmmned in conjunction with the composition of Theatre lists
snd is the responsibility of Dr. DI. (see paragraph 4.5.).

OQut-Patient Clinic Facilities

We have already commented on these at length in ourx
report concerning Dr. Richards' Unit. Now, however, our
attention has again been drgwn to the lack of privacy as
regards sound, and the lack of nurses to act as chaperones,
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14.2.1.
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14, THE UNIT SECRETARTIES

Duties in Wards D.6 and T:-

These include:-

1. Typing in- and out-patient letters.
2. Completing diagnostic index cards.

. Filing laboratory, etc., reports.

3

4.V Ansvering telephone calls.,

5. Making stationery indents.

6. Arranging appointments for out-patients, by
liaison with the Records Department.

Te Dealing with waiting list correspondence.
8. Miscellaneous dutieg at Out-Patient Clinics.

9. Collection, prep@ration and distribution of
' staff mail,.

It should be noted that all correspondence to do with
teaching and research is done by the secrstaries in the
Department of Surgery (see pazragraph 3.3.2.).. We do not propose
to consider these tasks further.

Work Load

The majority of the work relates to out-patient coxrespondencs,
and this varies from week to week. It is present practice to send
a letter to the general practitioner immediately after a patient's
consultation at the clinic, and to send a2 follow-up letter when
any reports pertaining to invesitigations made at this consultation
come to hand. This obviously kzeps the genexrsl practitioner fully
up-to~date with his patient's progress, and is, we feel, to be
thoroughly reconmended.

Woxrk load of typing was assessed by two sample week analyses,
as follows:-
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18T WEEK

IN-PATIENT LETTERS | OUT-PATIEKT LETTVRS OPERATION NOTES
AV. AV. AV,
DOCTOR LINES LINES LINES
E _ | Ler-| PR | LEr-| FER ] LET- | PER
INES | TSRS | LETTER | LINES | TERS | LEDTSER | LINES| TERS | LET'TER
DR, DA. 27 3 9.0 85 6 14,2 113 5 | 22.6
DR. DB. 31 3 10.3 102 18 5.7 - - -
DR. DC. 50 4 12.5 |. 16 3 5.3 | 68 3 22,7
DR. DE. 50 6 8.3 56 16 3.5 33 2 16.5
DR. DF. - - - - - - - - -
DR. DM, * |42 4 10.5 21% 39 5.5 - - -
DR. DH. 48 6 8.0 199 | 19 10.5 26 3 1 8.7
DR. DI. - - - - - - - - -
DR. DO. ¢ - - - - - - - - -
DR. DJ. - - - 41 8 5.1 - - -~
| TOTAL 1248 ) 26 | 9.5 L. .T712 1309 1 6.5 [ 2401 13 . 18.5

OVERALL TOTAL

1,200 lines in 148 letters

]

8.1 lines in each (average).

* TFormerly Senior Registrar

# Research Associate, Dept. of Surgery.
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&N—PATIENT LEDMTERS

OVERALL TOTAL

i

* TPormerly Senilor Registrar.

\

783 lines in 97 letters

# Research Associate, Dept. of Surgery.

8.1 lines in each (average)

DUT-PATIENT LELMTERS OPERATION INOTLE
AV, AV, AV,
DOCTOR o e o - | pm
LINGS TERS | IETTER | LINES | TERS | LETTER LINES | TZRS | LETTER
Dr. DA. - - - 19 2 19.5 44 2 22,0
DR. DB. - - - 39 6 6.5 18 2 . 9.0
DR. IC. - ~ - 75 14 D44 43 3 14.3
DR. DE, - - - 835 . 18 4.6 - - -
DR. DF. - - ~ 75 7 10.7 - - -
DR. IM. - - - 202 22 9.2 55 6 9.2
DR. DH. 15 2 7.5 31 4 7.8 12 2 6.0
DR. DI. - ~ - 16 3 5.3 S - -
DR. DO, - - - 13 1 13.0 I -
DR. DJ. - - - - - - 43 | 3 14.3
T EEE BN N R S Y M- T E U




14.3 Recording Equipment

There are 5 tape recorders in the Unit, as follows:-
One in the ward area and orein Theatre for dictation, and

three for transcription by the secretaries. These are
said to be sufficient.

15.  ACKNOWLEDGELENTS

We wish to thank all members of the Infirmary staff,
without whose co-opsration this report could not have
been written.
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CHAPTER FOUR

PATTERNS EMERGING

"The virtue of 'making-do' is entrenched in British
hospitaldom: it sanctifies the sticking plaster patching
a broken autoclave drum, and the exorbitant up-grading
of wards due for demolition".

(Cohen, 1964)

The adverse features described in the foregoing reports
are quite typical of most British hospitals, but the significance
of some of my findings may not be immediately clear to the reader,

and some of my comments require elaboration.

Premises
There is a growing tendency to keep crowding more and more
facilities into a constant volume of space, which results in noisy,
cramped conditions and less and less privacy. A situation is utterly
deplorable in which a doctor is obliged to inform the relatives of a
patie#t's death by interviewing them in an open ;orridor; such news
is serious enough in its possible consequences (Hospital Medicine,

1967) without its being aggravated by the immediate environment.
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Nor can a bhusy doctor; nurse or secretary afford to wait
for two or three minutes for a telephone opesrator to acknowledge a
request for an outgoing call, A PABX 3 system is the minimum
requirement for all but the smallest hospital. It will eliminate
the need for any internal or outgoing call to be routed through an
operator; yet still we have the expensive situation where extra
operators are employed, even at such a switchboard, to handle all
outgoing calis in case members of the staff try to make personal
calls free. A PABX (Private Automatic Branch Exchange) 3 must be
bought, as opposed to a PABX 1 or 2 which is rented; it is suitable
for all situations requiring over 49 automatic extensions, and can
be expapded-to accommodate hundreds of outside linegs and thousands

of extensions (G.P.0., 1965).

The Working Week.

Patients become ill and require uvrgent admission to
hospital at any hour of the day or night. In the wards, therefore,
staffing must be planned on the basis of a 168-hour week,lalthough,
as I have shown, the nursing staff on duty in wards at night is
reduced to a minimum. In many hospitals, ancillary departments,
ranging from laboratories and pharmacy to general stores and
administration, now work a 40-hour 5-day week, and sometimes close for
at least an hour at lunch time. We have a situation of ancillary
services supporting wards on a 40/168 full-time basis, 'so that it is

little wonder that delays occur and tempers are‘frayed.
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Patient Identification

‘'The necessity for labelling of all hospital in-patients
cannot be OVef—emphasised. The cost of plastic wrist straps is
low when. weighed against the tragedy of irrevocable therapy to the
. wrong patient, and the resulting heavy legal damages probably
sought against medical staff and hospital authorities, all bescause
of inaccurate personal identification in the first place (Medical

Defence Union et al, 1966).

" Ward Eguipment

Wash-hand basins are seldom numerous in wards except those
dealing with infectious diseases. Cross infection, however, is a
potential danger in any hospital situation, and its transmission
can be via case records as well as other routes.

X-Ray filmg cannot properly be examined except by using a
viewing box, prefe;ably one with a variable brilliance control, nor
can two films be adequately compared except by means of two such

boxes side-by-side.

Further Tnquiries.

| The foregoing reports indicated serious delays in the X-Ray
and E.C.G. services in the Western Infirmary. The reasons for thess

are apparent on reading the following two reports.
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FOREWORD

This survey was carried out at the request of
Dr. A.J.V. Cameron, Consultant Physician in charge of the Cardiac
Department of the Western Infirmary, in anticipation of certain
alterations in premises, equipment and departmental services being
made in the near future by the Board of Management for Glasgow
Western Hospitals. He asked that specific aspects of the E,C.G.

services be considered by us, viz:-

(a) Accommodation

(b) Staffing and equipment

(¢) The possibility of typing E.C.G. reports
(d) The possibility of using copying machines

(e) The filing system

Neither the document format nor the work routine we have
recommended impress us as being anything like ideal, but the survey
was limited by terms of reference governed by the firm wishes of the

Consultant in charge - which is as it should be,

The survey does illustrate, however, how a methodical approach

can clarify and improve a complex situation,
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1. WORK LOAD

At present

The Cardiac Department of the Western Infirmary provides
E.C.G. sexrvices for the following hospitals:-

Western Infirmary: ®.C.G's are recorded and mounted for
in-and out-pastients. Some are reported centrally in the
Cardiac Department. Details of the work procedure are
described later (paragraph 4).

Bath Street Clinic: Patients for E.C.G.'s are referresd to
the Cardiac Department at the Western Infirmary.

Royal Bestson Memorial Hospital:; Far, Nose and Throat
Hospitaly; Gartnavel Hospital: Requests for E.C.G.'S are made
to the Western Infirmsry, and a technician goes out from the
Infirmary by public transport with a portable machine, If the
request is described as urgent the i.C.G. is usuwally recorded
on the same day. In non-urgent cases there may be a delay of
1 or 2 days.

The tracing is mounted in the Western Infirmary; a copy
is kept in the Cardiac Department files, having been prepared
exactly as for a Western Infirmary patient. The master is returned
to the hospital concerned.

fueen Mother's Maternity Hospital: This hospital has its own

E.C.G. machine which is normally operated by its own medical
staff. However, in addition, a technician from the Western
Infirmary visits and recoxds E.C.G.'s every vriday afternoon.
Bach tracing, irrespective of who recorded it, is mounted in the
Western Infirmary snd reported there. One copy is made by the
electrostatic machine in the Records Depariment and kept in the
Cardiac Department files. The master is then returned to the
Queen Mother's Hospital. '

Knishtswood Hospital: A technician end E.C.G. machine are
permanently seconded here. from the Western Infirmary. Iounting
and reporting of tracings (single copies) are done in Knizhtswood
Hospital, and they are then sent to the Western Infirmery, where
the Records Department make 2 electrostatic copies for each master.
Bach master plus one copy is sent back to Knightswood Hospital;

the other copy is filed in the Western Infirmary.
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1.1.7.

1.1.8/

Killearn Hospital: The Vestern Infirmary provides no E.C.G.

technicians or machines for this hospital. However,  tracings
sent from Killearn to the Western Infirmary are mounted, but
not .re)orted. No copies are made and each master is returned
to Killearn.

The above-mentioned sexrvices are all only available during
the normal working hours of the Western Infirmary E.C.G. staff
which are from 8.30 a.m, till 5 p.m. on weekdays, and from
8430 a.,m. till 12 noon on Saturdays. No emergency service is
provided outwith these hours, although, in the Western Infirmary,
at least, an E.C.G. machine is left outwith office hours for the
personal use of the hospital medical staff,



1.1.8. The position may therefore be summarised as follows:-

E.C.G. SERVICES PROVIDAD BY THE CAIDIALC

DEPARTIIENT OF THE WEST=R INFIRMARY FOR

OTHER HOSPITALS

KILLEARN HOSPITAL
(own macnine)

BATH STRELT

CLINIC

QUEREN MOTHIZR'S HOSPITAL

(owvn machine)

EYd

KNIGHT-WO0D HOSPITA
(ovn machine and
technician)

v

NO_SERVICES "ROVIDED | '

WESTERN
INFIRIARY sreoTescEetTetY OUTWITH NORLAL OFFICHE

HOURS

GARTNAVEL HOSPITAL
AR, NOSE AND THROAT
HOSPITAL

ROYAL BIATSON MBELIORTAL

(no machines)
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1.2.

1.2,1.

1.2.2.

1.2.3.

1.2.4.

1.2.5.

Including all these services the Cardiac Department
of the Western Infirmary processes some 15,000 tracings per
year,

The Boazrd of Ianagement plan soon to provide an "open
door" E.C.G. service for general practitionecrs.

Additional medical beds are shortly to be opened in

Knightswood Hospital which will increase the E.C.G. load
there.

Recommendations

An attempt should be made to provide a more rational
and uniform service to the other hospitals.

As no service is at present provided outwith rormal
office hours we recommend that each hospital have its own
BE.C.G. machine(s).

The Western Infirmary could then, if requested, provide
a mounting and/or reporting service. Copying should be reduced
to a minimum linked entirely to the needs of a reporting service.

Should a technician from the Infirmery nevertheless
occasionglly have to visit another hospital, she should be
provided with special transport, both to save time and to enable
her to take an E.C.G. machine of adequate size.

E.C.G.'s accepted by the Western Infirmary from other
hospitals for mounting and/or reporting should enter the same
work flow route as tracings recorded in Vestern Infirmary.
(see paragraph 4.2.)
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2. PREMISES

2.1, At present

2.1.1. The E.C.G. premises in the VWestern Infirmary comprise
the ground floor of a 2-storey block beside the main entrance
hall, The upper floor is occupied by the Medical Social
Workers' (Almoners') Department. A scale drawing of the
premises is in Dr. Cameron's possession; for this report a
rough sketch will suffice to show the intermal layout.

2.1.2, The Board of lanagement plan soon to incorporate,
within the bounds of the present E.C.G. premises:-

(a) A laboratory with facilities for oximetry
and gas analysis.
(b) Provision for phono- and vector-~cardiography
and
(¢) Facilities for an "open-door" service for

general practitioners.

2.1.3., Sketch plan of the present premises

Unoccupied
room
Medical
secretary
Entrance T Examination
from main £ room
entrance 3
hall of 'E Reception
Infirmary o area
&
Fxamination
Toom
A 0ld
Editing daric
area - o
e - nOOom

!

Intraence from
main hospital corridor
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2.2.
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- The medical secretary occupying one room of the premises
has no connection with the work there, but is so housed bzcause
no accomnodation exisits for her elsewhere. Her work is
concerned with other aspects of the Cardiac Department e.g.
out-patient clinics.

The editing area is part of the main through-corridor
of the premises and there are 2 working surfaces: - one a shelf-
top over filing drawers which is unduly high for sitting at
and which has no recess for one's knees; the other a shelf at
a useful height, but over a hot-water radiator and therefore
again uncomfortable for one's knees. The area beiny part of a
corridor makes for draughts which tend to scatter the paper
material being edited.

The old dark-room was used as such in the days of
indirect-writing E.C.G. machines but is now used for storing
surplus equipment.

The lighting throughout the premises is poor.

Recommenda tions

Satisfactory incorporation within the pre:ient premises of
the desired extra facilities is quite impossible., We su.-gest
that the premises be extended to include the floor above, where
the laboratory should gertainly be housed. The Medical Social
Workers' Department should be moved elsewhere and the staircase
to it included within the ground floor of the new E.C.G.
premises by the extension of the latter into the main entrance hall.

The medical secretary at present accommodated in the E.C.G.
premises should be housed elsevhere, in/near Professor Wayne's
Wards. .

The editing area should be in a draught-proof room, with
good work surfaces and guilloitine equipment.

Lighting should be by fluorescent tubes of adequate
luminosity.
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2.2.6.
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A single large examination room should be adequate,
conprising curtained compartments each with its own couch.
The actual number of these conpartments is dependent upon
the work load, staff and available floor space. Ve suggest
a minimwm of 5. (see paragraph 4.2.5.)

A separste reporting room should be provided with
recording equipment next another room housing a typist
with typewriter and copying equipment.

To accommodate a service for general practitioners a
large waiting area for patients may be necessary.
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3.1.

3.1.1.

3.1-2.

3.1.3-

3ele4.

3624

3.2.1.

3.2.2.

3.2.3./

3 STAFFING AND RECORDING ECUIPHENT

At present

There are three technicians and a supervisor in the
E.C.G. premises of the Westerm Infirmary. In addition,
one technician is permanently located in EKnightswood Hospital
(see parasraph 1.1.5) and one is permanently employed in the
Western Infirmary in laboratory procedures elsewhere in the
Cardiac Department and takes no part in E.C.G, recording.

Technicians work a Té-hour fortnight.

' We have been specifically asked to make provision for
the supervisor to be freed from routine duties so that she may
devote most of her time to supervision and treining of her
junior staff.

There are 3 portable direct-writing machines for day-to-day
use by technicians in the Western Infirmary. In addition,there
is one mechanically unreliable portable machine left available to
the medical staff outside normal office hours; and there is one
light-weight portable machine used by a technicisn visiting
other hospitals. This latter machine["Cardioview" (1.B.P.)
uses narrow recording paper and has to be set for a sub-standard
deflection if the tracing wave amplitudes are high. Consequently
the final tracing may be less than ideal.

Recommendations

More technicians will be needed as the demands on the
E.C.G. services grow with the provision of "open-door" .
facilities for general practitionzrs and ths opening of new
medical beds at Knightswood Hospital, The exact requirements
are Jjust now incalculable.

At present at least two extra technicians are required,
if only to adequately cover periods of sickness and holidays,
including such in Knightswood Hospital.
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At least one technician other than the supervisor, can
then always be present in the E,C.G. premises in the Western
Infirmary to answer the telephone, receive patients and deal
with the many routine enquiries from other depsrtments.

Por a total staff of 6 in the E.C.G. premises, at legst
6 non-miniature direct-writing E.C.G. machines should be
provided, in good working order., This number should be
sufficient to cope with emergency peak demand, and for routine
repairs and maintenance., Vo additional machines should be
necessary for visits to other hospitals or for use in the
Western Infimmary outwith office hours.

A typist should be employed purely to type reports, copy
documents and file documents. She should not normally be
involved in patient reception.
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4.1.3.
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4e WORK PROCEDURE TN THE WESTERN TNFIRITARY

At present

Pregent work flow chart

In B.C.G. premises

v

EDITING AND MOUNTING
(double form)

In E.C.G. premises

REPORTING In waxds
(hend written on
déeuble form)

Master copy File copy
to case sheet to E.C.G, files

All in-patient E.C.G's are recorded in the wards.

An B,C,G. technician attends certain clinics in the
out-patient department and records B.C.G.'s there,.

Other out-petients attend the E.C.G. premises in person.

In the absence of E.C.G. technicians medical stsff have
personal access to a machine. (see paragraph 3.1.4.)
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In ward
RECORDING GEEEEEEEEEEEEIH out-patient department
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4--1.8.

4.1.9.

4.1.10. .

4.1.11.

4.1.12,

4.1.13.

4.1.14.

4.1.15.

442,
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E.C.Ge's are requesied on a wmultiple form which consists
of a master copy on a carbon strip om a file copy. (see paragraph

9.1.)

Normally 9 leads are recorded unless specifically otherwise
requested, but in Professor Wayne's Unit 13 leads are routinely
recorded.

In the E.C.G. premises 2 portions of each lead are cut
from the original ftracing. A series of 9 or 13 leads is then
mounted on the master copy and a similar series on the file copy.

Each strip is cut along top and bottom edge as well as
at each end. This is to enable the full series to be mounted on
the form, Sometimes, if the wave amplitudes are very great,
some of the strips must be mounted overleaf on the reverse face
of the form.

The strips are mounted undéer "Laminated Sellotape™ which
had adhesive along only 2 edges. This is to ninimise marking
the heat-sensitive tracing paper with glue.

Mounting is a time-consuning process; further details
are considered in the section on cost (paragraph 5).

The double form, still complete with carbon insert and
with an E.C.G. series mounted on each of the 2 sheets, iz then
forwarded to the appropriate physiciasn for reporting.

Reporting is done by the Registrars and Senior House
Officers in various medical Units. Professor Viayne's and
Dr. Kerr's staff report their own trscings. Dr. Fraser's and
Dr. Richards! staff report their own tracings and those of all
other Units in the hospital. o central reporting service is
provided by the Cardisc Department.

Reports are handwritten by the physicians concerned,
The space available on the form is small and the carbon copy
in psrticular correspondingly unsatisfactory in legibility.

The file copy is returned to and stored in the E.C.G.
premises. The master copy is inserted in the case sheet.

Recommends tions/




4.2. Recommendations

4.2.1. New work flow chart

RECORDING ~\\\\\\\\\\\\‘In vard
In E.C.G. premises

EDITING & MOUNTING ———————1In E.C.G. premises
(single form) (special editing
Toom)
REPORTING In E.C.G. premises
(typed on single (special reporting
form) and typing rooms)
COPYING In E.C.G. premises
(by machine) (special typing room)
Master copy File copy
to case sheet to E.C.G. files
4.2.2, All in-patient E.C.G.'s should continue to be recorded

in the wards.

4.2.3. B.C.G. technicians attending out-patient clinics are
often considerably under-employed. We suggest that this practice
be discontinued and that all out-patients visit the E.C.G.
premises for their tracings to be recorded.

442,47
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4.2.4.

4.2.5.

4.2.6.

4.2.7.

4.2.8.

4e2.9.

4.2.10.

4.2.11,

4.,2.12,

4.2,13.

X e

E.C.G. tracings for these out-patients should be
immediately mounted and returned to the clinic for inspection
by the physician concerned.

The number of examination compartments in the E.C.G.
premises would have to be 5 or 6 in view of the above remarks,
to allow for a rapid petient throughput.

It is dmperative that E.C.G, mschines and adequate stocks
of recording paper should continue to bé available at immediate
notice for personal use by the medical staff of all Units.

The =,C.G. request-and-mounting form should consist of a
single sheet only., - The format of the document is limited by
the overall page size and the space needed for mounting the
E.C.G. gtrips. However, it would be more satisfactory if the
report area were left entirely blank of printing and the salient
features in each report could then be selected and arrenged at
the reporter's discretion. Any additional comment for which
there is insufficient room in the report area should be detailed
overleaf, with a comment such as "P.T.0." to specify this.

In view of the new single sheet form,only one set of E.C.G.
strips would be cut and mounted.

The "lLaminated Sellotspe" used for mounting the strips
should be housed on a tape dispenser for greater ease of handling.

The mounted itracing should be passed to the new Z.C.G.
typist for the reporting stoage. She would attach to it file copies
of previous tracings for comparison.

A central reporting service should be offered to all Units
in the hospital by the Cardiac Department., Reporting would be
done in the E.C.G. premises. Who actuaily would participate in
reporting would be a matter for agreement among the medical staff
of the whole hospital.

A rota should be drawn up so that one physician is
specifically responsible for reporting at each se:sion each
morning and afternoon. The reports would be dictated on ftape in
a special reporting room.

The tape would then by played back by the typist in the
adjoining typing room, who should heve hsr own tape-recorder.
She/



(cont)
4e2413.

4.2¢14.

4.2.15.

4,2,16,

4.2.17.

She would type the reports on to the single forms and then
feed each form through an electrostatic copying machinz
at her side.

Speedy despatdh of the completed master copies should
then be ensured by the provision of a messenger service, which
the hospital badly needs for many purcoses. On no account
should completed E.C.G. sheets lie for more than an hour
before despatch to the appropriate wards. '

The electrostatic ' copy of the E,C.G. shaet would then
serve as a file copy. Additional copies could be provided
easily as required for any occasion.

In instances where an immediate report must be processed
this should be dictated directly to the typist. Obviously,
as the reporter must scrutinise the tracing as he speaks, and
compare it with copies of previous tracings, direct typing
on to the form is impossible, but, as the report will always
be quite short, it can be taken down in shorthand and rapidly
typed on to the form,

Should certain Units prefer to retort their owm tracings
in their wards, then a file copy with no typed report could be
made by the machine and the unreported master copy he forwarded
to the Unit at that stage.
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5. COST OF OPuRATING A COPYING MACHINE

Hela: On the basis of the foregoing remarks, the balance sheet
of the new procedures will be as follows:-

5.1.1. SAVED

(a) Cost of TuCuG. DPAPET  eeseevosescee (1)
(b) Cost of 5e110taPe eeeesscescscasase (II)
(¢) Cost of paper of rresent copy

page and carbon strip. (These

are not easily calculated and will

be ignored hersafter).
(d) Technician's time eeecececocsessess (III)

5.1.2, NEW CCST

(a; Machine purchase/rental)

(b Machine J"'Ulnning costs ) esssevevee (IV)
De2e SAVINGS
5e2.1. The Cardiac Department at present rrocesses about 15,000

tracings per year. About half of these are 9-lead, the
others l3-lead, so we shall henceforth consider all tracings in
terms of a notional ll-lead series.

5e2e2, Each lead at present entails the use of one foot of
recording paper on the original uncut E.C.G. strip. So by
abolishing the present filge copy the raper saving will be:-
+ (15,000 x 11ft) p.a. = 82,500 ft, p.a.

E.C.G. paper costs 12/- per 100 f%.
So annual cost of paper saved = 12/- x 825

= £495 serevrnnnsaneso(I)

5e2e3e For a notional 1ll-lead mounting the Sellotape used=10.8ins
This particular Sellotape costs 22/- per 108 ft

i.e. 22
—— /- per 10.8 ins.
120
S0 annual saving = £22 x 15,000 = £137,10,~, eeeo(II)

120 20
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5.2.4. One copy of a notional 1ll-lead tracing takes a technician.
not less than 3 minutes to mount.

So time saved in mounting only
ONE COPY coeveesosasasscssscos 15,000 x 3 mins. p.a.

= 750 hours

A Rank-Xerox "914" copies approximately 100 sheets
every 30 minutes. '

So 15,000 sheets are processed

in ® & 8 ¢ ¥ P OB O S PO S S BB eSS ENEeR

150 x 30/60 hours
= 15 hours

750 - 75 hours

i

So annual time saved by a technician

675 hours * 5 8 0000 (III)
5¢3. NEW _COST

5e3.1, We have considered briefly the types of copying machines
available for the work required, and found that photocopying
is time-consuming and the reproduction relatively poor, although
the initial purchasing outlay is relatively small., We recommend
an electrostatic method, and know at present of no better machine
than the Rank-Xerox "914". '

De3e2e Ammual rental of this machine = £360
5e3e3. Overall rununing costs (including
paper) 4d per sheet

nu

So for 15,000 tracings runnings cost

£250

5344, So total machine costs p.a. = £610 .seiiienes (1Iv)

5.4. CONCLUSTIONS

5.4.1. By adopting the new procedure and installing a Rank-Xerox
"91lA" machine in the Department the annual saving will be at
present -

£495 + £137.10/- - £610
T e0sesecs £22-lon_.

Plus 675 hours of a technician's time.



S5e4.2.

Delte3.

5.4.4-

5ede5.

5¢4.6.

5.4.70

£ VL

The latter should be used to speed the throughput of
tracings rather than to decrease staff establishment.

In view of the increasing future demands on the %.C.G.
services, especially as regards the "open-door" facilities for
general practitioners (an unknowvn quantity at present), let us
cost a throughput of 30,000 tracings per year in the same way.
I Annual saving in E.C.G. paper ..seeeeese = £990
1T Annmual saving in“Sellotape"............. = £2

I1T Anvwal saving in technicians' time ..... = 1350 hours

£860

e

Iv Total costs of copier = £360 (rental) ..
+ £500 (running)

So annual saviﬁg = £405 + 1350 technicisn
hours ( = 35% working weeks).

There is a Rank-Xerox "91l4" at present in the Records.
Department, but it is not available continuously on demand by
the E.C.G. staff, noxr is it geographically sited for the maxirmum
convenience of the Cardiac Department. This machine at present
copies E.C.G.'s from Knightswood and the Queen Mother's Hospitals,
and we susgest that in future these tracings be copied in the
Cardiac Department. (see paragraph 4.2.13.)

It could be argued that the machine in the Records
Depsrtment could cope with the extra load at all times were an
extra member of Records Staff available to op:rate it. The salary
of such an extra member would, we su.gest, equal or exceed the
supposed econony in such an arrangement.

Training of all E.C.G. technicians in operating the new
machine would be desirable, especially to provide cover for the
typist's absence, and to help meet the training requirements in
medical photography for the ¥.C.G. technical diploma.

The new copying machine in the Cardiac Depariment would
also be useful for processing teaching pamphlets, examination
papers, etc,
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6.l.l.

6.1.2.

6.1.3.
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6.:1.50

6.2.
6.2.1‘

6.2.1.1.

6.2'102.

6.2.1.3.

6.2.2./

6. FILING SYSTEM

At present

Before 1963 E.C.G. records were filed annuslly in
alphabetical order on 6" x 4" cards. Tracings were mounted
on separate sheets. Each record was filed in an envelope for
each patient (for that year).

In January 1963 the mounted tracings and reports were
combined on a sheet 11" x 8" i,e. stzndard form size of the
Western Infirmaxry case record. These recoxrds are filed in
alphabetical order irrespective of year,

Records of patients who have not attended for five years
are destroyed.

Fach request for an #.C.G. 1s entered seqﬁentially in an
index book, This book serves as:-

(a) a numbering index

(b) a report control index (i.e. date request in,
date report out).

(¢) a diagnostic index (based on the final report)
using departmental code clagsification.

(a4) a statistical return record.

The E.C.G. supervisor is at present responsible for all
clerical duties including record filing.

Recommendations

Record Iiling System

E.C.G. records should be filed annually in alphabetical
order.

Return patients' previous %.C.G. records should be brought
forward to the file of the present year, thus enabling all recoxrds
remaining in file after five years' non—attendance to be destroyed,
without furthcr reference.

Hore shelf space should be provided to file five yeasrs of
records. This merits furtier detailed study, if our general
recomitendetions are accepted.
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6.2.3.
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Diagnostic Index

We suggest that a separate diagnostic index be introduced,
using existing departmental codes, thus enabling a statistical
breakdown of disgnoses to be produced; sand immediate referral
to all cases of a given condition to be mede for research or
teaching purnoses. 5" x 3" cands might be used for this index,

one card per disgnostic code number, recording the following
information:-~

Patient's name; unit file number; E.C.G. number;
hospital Unit.

Staffing

We suggest that, 2s already specified, a typist be
employed to type E.C.G. reports, file records, and maintain the
diagnostic index. This would free the supervisor from routine
clerical duties.
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7. GITTERAL  COMCLUSIONS

T.1. In our view the present E.C.G. services are inadequate
as regards premises, staff numbers and mechanical equipment.

Te2. We have detailed suggestions for improving these and
also for altering the work procedure.

T3, ' We feel that the alterations at present proposed by
the Board of lanagement are unacceptable.

8. ACKNOWLEDGED ENTS

For their help in supplying information for this report
we wish to thank the staff of the Cardiac, Records and Stores
Departments of the Western Infirmary; end for their helpful
advice and criticism we thank members of the medical staff of
the Western Infirmary, Royal Infirmary and Stobhill General
Hospital, Glasgow.



L

9.,  APPENDIX

9.1. PRESZNT E.C.G. REQUEST AND MOUNTING FORIL



REQUEST

“‘CARDIAC “DEPARTMENT

REPORT

NAME

HOSPITAL
No.

AGE

SEX

PHYS/ DEPT.

SURG. WARD
Previous

Date E.C.G. No.

Relevant Clinical Findings

B.P.

Signature
of Requesting Dr.

Yes
DIGITALIS— No

E.C.G. No.
Rate

P

P-R interval
QRS

ST

T

Comment

Date ’
RHythm

Signature

)\
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24 COPY OF A MOUNTED E,C.G. BY A RANK-XEROX "914"



E.C.G. No.
Rate 7y Rhythm

Py

. P-R laterval <+ {g-
' QRS ~
PHYS/ . ~ DEPT. . ,
i}‘ ”tt«t)kth’.} Ozfz) Ci ST Lo (oo 57
T .

. . Previous U
Date \71} :}/{ é_}‘ . E.C.G. No. {8 » Corament M V/

Relevant Clinical Findings

\ X .
C.Uui%‘?—mw/m .

SURG. ¥ WARD

‘;,._c Ye‘s,,,..
BP, VUVl DIGITALIS — ¢ No
(70 . & Signature

Signature
of Requesting Dr.

prmrem gy T

[
o e T
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9e3., GRAPH OF ANNUAL SAVINGS/TRACING THROUGHPUT

BY OPERATING A COPYING SERVICE,
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1. LOCATION

The main premises of the Department are in the basement of
the Infirmary. X=Ray apparatus of the Department is also situated
in the Casualty and Urological Departments, and all angiography is
carried out in the Department of Surgery.



2.1.

2.2

2.5.

2.40

2.5.

) 2.6.

2.6.1.
2.6.2.
2.6.3,
2.6.4,

2.6-50

2. STAFE

Medical (Radiological)

14

4 Part-time Consultants (28 sessions in all)

2 Senior Registrars
5 Registrars

T .
Nursing

Nil.

Radiosraphic

1 Tutor
3 Superintendents
5 Senior Radiographers
13 Junior Radiographers
Orderlies
2 (both part-time).

Secretarial

3 Secretaries
6 Clerks

Comments on Staffing

Registrars and Senior Registrars are frequently away
from the Western Infirmary on locum or rotational work.,

Radiological examinations are becoming more complex and

more time consuming each year.

There has been no increase in secretarial staff for at

least the past 15 years.

There is no adequate provision for sicimess and holiday
absences of members of the sscretarial staif,.

The secretaries and clerks are nominally seconded from

the Records Depariment.

Requests for temporary replacements

of these staff are, theresfore, directed to the Chief Records

Officer, but are never adequately met.

This agzravates the

friction existing between th2 two Departments for other

reasons. (See parazraph 6.4.)

L
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3.1.1.

3.1.2,

301.3.

32

3.2.1.

342424

54243,

- »

3.  WORK SPaCIFICATION

Commitments

Western Infirmary

The main Department handles the bulk of in-and out-
patient work. The apparatus in the Casualty Department
serves both that Department and the Fracture Clinic, and
angiography is done in the Department of Surgexry.

Staffing of other hospitals

The following are staffed part-time with Radiologists
from the VWestern Infirmary, but they have their own
Radiographers:—

1. Royal Beatson Memorial Hospital

2. Homeopathic IHospital

3. Princes Square Medical Centre (X-Rays for
the Regional Medical Officer).

4. Killearn Hospital

Locum Cover

Radiclogists are ssconded from the Western Infirmary,
as necessary, to various other hospitals in the West of
Scotland.

Hours of Work in the Western Infirmary

A Radiographar is always on the premises, available for
emergency X-Ray examinations.

Routine examinations are accepted in the main Department
on Mondays to Fridays from 9,00a.m. to 12,30p.m. and from
2.00p.m. to 4.30p.m., and on Saturdays from 9.00a.m. to
11.30a.m.

This necessitates fully staffing the Department on Mondays
to Frideys continually from 9.00z.m. to 6.00p.m., to clear
backlogs of work which invariably build up.

-
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4, YORKL LOAD

The following figures refer to all the X-Ray services in
the Western Infirmary itself.

4.1. Patient attendsnces from 1950 to 1965

1950 oo oo 43,988
1958 «es oo 44,742
1960 ... ... 48,618
1961 eee ... 50,70%
1962 ... ... 51,912
1963 L sse 53,127
1965 ees  eee 55,089

4.2, Patient attendances in April 1966
X-RAY CATAGORY ATTENDANCES
ChestS  eee  eee  aee 1,189
Bones vee eee  aee 3,078
Call-Bladderst... ... 56
Urologicalee eoe  oee 504
Special Examinations., 34

(Aortograms, Splenograms,
Lymphangiograms etc.)

Routine Barii ee eeo 417
fxaminations

Double Contrast Enemas? 24

omall Intestine . s 3
Exaninations

Miscellaneous ,..,
(Chest Screenings,
Dental X-Rays, etc.)

cee 107

TOTAL, 5,212

1. A two-day examination
2. This examination takes one hour
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403.1-

4.3.2.

4.3.3.
4-305-1-

4.3.3.2.

4.3.5.3.

4e3.34.

4e3.3.5,

Vaiting Iists (For Routine Cases)

Overall
Barium examinations 3% weeks
Urological examinations 2 weeks
Gall-bladder examinations 5 weeks
Tor Out-Patients
Barium examinations 4 weeks
IlV.PS o* ’ 6 1"@81:3
Cholecystograms 8 weeks
Comment

The Department, because of shortage of Radiographers
and of working space, cannot prompily meet all demands
made upon it. Consequently, in order to cope promptly
with orthopaedic exeminations, and simple in-patient
examinations requested by other specialties, a waiting
list is created for the above-named special procedures.

Again, deliberately, the waiting list for out-patients
is made longer than that for in-patients, to minimise
unnecessary bed-occupancy.

It must be remembsred that these special procedures
involve, in every instance, prior preparation of the
patient as regards diet, laxatives, etc., and, sometimes,
screening by a Radiolozist. Therefore, an appointments
system is inevitable.

HMoreover, for these very reasons, if a last-minute
cancellation of such an appointment is made, the time
cannot be then used to examine someone else in the same
way. That is to say that time is virtually wasted.

Whilst deploring the existence of such a waiting list,

we realise that having such is the only practical way of
running the service alt present.

¥ Intravenous Pyelozrams.
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5.1.2,

Dels3e

Selad.

5elebe

De2e

De3e

5.4.

10O

5 ADEQUACY OF PREMISES.

Space and Equipment

More space and equipment for X-Raying patients is
urgently needed in the main Depariment.

An outside door of the Department faces straight
dovm the patients! waiting corridor.

Two dustbins stand in another main corridor because
there is nowhere else to locate then.

The several rooms used for film storage are
improvised adaptations of basement.alcoves, and are cramped
and dirty. One of them has several overhead electric light
bulbs located in fixed sockets less than six feet from the
gromd, and these are consequently highly dangerous to
personnel ,

The storage space for card documents is makeshift and
inconvenient, and the practice of storing cards in loose
boxes on high shelves is highly inefficient, because of the
difficulty of rapid referral to a particular card, and the
frequency with which a whole boxful is dropped and then
must be gathered and re-sorted.

Telephones

There are sufficient telephones in the Department but,
as we have remarked elsewhere, the Infirmaxry switchboard
should be changed to a PABX.3.

Intercom, Apparatus

The X-Ray Department and the adjoining Iye Department
share a highly efficient intercom. network.

Tape Recorders

There are six of these, all mechenically unrelisble,



6.1,
6.1.1.

6.1.2,

601030

6.1e4.

601050

6.2.

643

6.4.

144

6. DOCUMENT ORGANISATION.

X~-Ray Films

Casualty Depsrtment films which have not been passed
over to other Departments and are, therefore, almost
invariably negative, are destroyed one month after each
patient's last attendance.

The Orthopsedic Department (including Fracture Clinic)
retain and file their own films.

All other films in the Infirmary are filed in the Main
X~Ray Department. There are four rooms for this purpose,
and films pass to each room in turn as they become
progressively more non-current.,

Storage envelopes in the main files are all the same
gize, and all the films of a particular patient, existing
in file to date, are kept in the same envelope, which is to
say that at each X-Ray attendance the envelope is up-dated.

Films in the main files are destroyed after three
years of non-attendance.at the Department by the patient.

X-Ray Cards

The request cards for films are filed separately, in
numerical sequence, each with a copy of the Radiologist's
report. This is especially useful if the films themselves
are missing from file. The cards are destroyed after six
years,

Master Index

A card alphsbetical master index is employed to locate
X-Ray Cards and films in store. Time does not permit the
"weeding" of this index to keep it up to date.

Respongibility for Document Organisation

The Chief Records Officer has, from time to time,
altered or tried to alter the storsge furniture and the
filing systems in the Department. This has given rise to
congiderable friction between the X~Rey and Records Departments.
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7. SUMMARY AND RECOMENDATIONS.

The Department at present is seriously over-
comnitted, It cannot provide an adequate service as
regards barium meals and enemas, I.V.P.s, and
cholecystograms for which, particularly for out-patients,
there is an unduly long waiting list. )

This occurs because of shortage of radiographers and
of working space.

The annual number of patient attendances has been
steadily increasing for many years, and theéxaminations
themselves are becoming more complex and more time-
consuming.

It follows, therefore, that, unless the situation is
drastically altered, the time will soon come when a
serious breakdown will occur in the service offered by
the Department.

We have seen correspondence from the Radiologist-in-
Charge to the Board of Management repeatedly drawing
attention to this situation during the past few years.

Apart from this major problem, it is apparent that
the Depertmental documents are not housed or handled in the
most efficient way, but only as best they can be in the
present circumstances.

We feel that more space should be provided for a
gingle film store extending back for much more than the
present three years.

We feel that the X-Ray cards themselves should be
filed in proper cabinets, and that the master-index should
be fully brought up-to-date. The Records Department should

have no say in the matter,

Where possible, the lay-out in the Department should
be altered to give the waiting patients more privacy, and
to house more suitable distbins in suitable cupboards or
alcoves,

&\



T+10. Some IMursing Staff should be always present in the
X-Ray Department to asssist with patient handling,
particularly with regard to enemas and I.V.P.s, and to
assist in the management of those patients who are

already seriously ill or who become suddenly ill whilst
in the Department.

Teo1l, | The Department is operating in difficult
circumstances and its staff are inevitably being blamed

- for deficiencies in the services over which they have
virtually no contxrol.
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CHAPTER FIVE.

SECRETARTAL SERVICES

"The availability to the consultant of a personal secretary
2 is of the greatest benefit in permitiing maximum clinical
activity. Typing pools and tape machines cannot replace an
efficient personal secretary who is able to organise a
consultant's time and protect him from unnecessary calls
and commitments."
(Scottish Home and Health Department, 1967)

" 'Dear Madam, We Ommitted to Obtain your Signature on Your
N.H.S. form when Your Galsses were fitted, Will You Please Sign
the form in the places Indecated, and return to use at your
earliest Coneniece' —— letter from a London firm of consulting
opticians to a customer."

(Peterborough, 1967)

The Typing Pool.

As medical knowledge and expertise increase each year, so
does the work load on a medical secretary, in terms of both volume
and complexity. Unfortunately also, first-class secretaries are
becoming more and more difficult to recruit, so the question arises
of how best to resolve this dilemma of increasing work and decreasing
availability of skilled labour.

The problem is common throughout industry and commerce, and
is not confined to the United Kingdom, It is usually being tackled by
the use of mechanical devices now widely available — electric and |
automatic typewriters, portable and remote recording machines,copying
machines and line selectors -—— and by the general reorganisation

of secretarial work routine. This has frequently resulted in
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the replacement of personal secretaries by mechanise@ typing pools,
or, as they are sometimes now euphemistically termed, "recording centres".

Suppose an organisation occupies a large building, and each
executive, senior and Jjunlor, has a personal secretary wvhose duties
includé shorthand typing. It is logical to consider the centralising
of this typing in a "pool" equipped with recording machines,
preferably of the remote (telephonic) variety; this will result in a
saving of 60% of typing costs (Assmann, 1966), a moré even, and
generally rapid throughput of work, and the automatic transfer of
work when one or more members of staff is absent on holiday or during
sickness,

It is possible to plan, organise and continually survey
such a’typing pool’in a completely objective way, to reach and
maintain a high rate of efficiency (Foster, 1966). Much detailed
basic research has been done by a sales firm (Assmann, 1966), and
special attention is now being paid to personnel aspects (Institute
of Personnel Management, 1966; Warne, 1966)., Certain facts have
emerged which are highly pertinent to secretarial services in
hospital.

If an audiotypist (50 words per minute) prepares 10 lines
of text in 10 minutes, she will do 20 lines in 12 minutes and 30
lines in 14 minutes. ©She can type one long letter much faster than
several short ones, though the total text length is the same,

This is because of the time necessary to mount and dismount the paper,



and to type items other than text -~ addresses, salutations, dates,
reference marks and so on,

As the number of carbon copies per item increases, the
typist's output drops, partly through caution, and partly because
she takes 15 seconds more per carbon to mount and dismount the paper,
and 30 seconds more per carbon for each correction. If the number
of copies exceeds 143 it is cheaper for her to type a single copy
and reproduce this on a dyeline machine,

A noisy environment lowers typing output by 10%, and an
gudiotyping pool can be expectéd to be noisy. This can be offset
by wall=to-wall carpeting, heavy side curtains (plus thin net
covering the glass itself to decrease direct reflection of sound),
wooden rather than metal desks, and upholstered chairs, Even if
this césts £60 per typist, the capital cost will be regained, in
terms of output, within one year.

If the number of audiotypists in a pool exceeds twelve,
supervision becomes difficult, and several small teams are better
housed separately. Psychological factors play a large part in staff
morale and efficiency, and many firms have found it profitable to
devote special care to the decor in an audiotyping room, and to
provide a rest alcove for staff who are idle for a few minutes,
Similarly, attention to the convenient placing of machinery in and
on desks, to the heights of working surfaces, to the comfort of

typist!s chairs, and to the efficiency of both the recording machines
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(such factors as automatic input volume control, and clarity of
reproduction) and the dictators themselves (audio-dictation is an
art in itself) have all been found to be valuable in counteracting
the high turnover of staff which is otherwise always a feature of
audiotyping pools.

Although an audibtypist does not need to use shorthand,
and is therefore intermediate in status between a copy and a
shorthand typist, it may be wise to offer her a salary bonus for
possessing shorthand skill; otherwise she may leave to work
elsevhere, or, if she stays, she may be resentful that her-personal
talents gre being undervalued,

An audiotypist in a pool is geographically remote from
dictators, so she may have to type a wide variety of texts and at
the same time be unable to seek guidance verbally about particular
_ termg she finds difficult to translate, This can be resolved by
supplying her with a special glossary of such terms, and with s
standard English dictionary, and by making sure that each time she
does make a mistake she writes out the correct term in an address
book, This in itself tends té imprint the correct version in her

mind.,

Other Secretarial Duties.

In recent years the word "secretary" has become debased to
a status symbol, and often means nothing more than "typist" or

"clerk", This has thoroughly confused the issue, and explains the



10

ease with which typing pools have so often perfectly well replaced
"personal secretaries',

It has been neatly, tbo neatly, argued that most personal
secretaries can be replaced by a typing pool, One particularly
reasoned case (Assmann, 1965) has pointed out that a secretary's
duties "may include" shorthand {yping, filing, clerical work,
reminding her boss of agppointments, taking messages in his ébsence,
acting as messenger, acting as hostess and servant, and providing
companionship (sic!). TPyping, it is argued, can be centralised in
a pool, filing can be done by a peripatetic clerk (paid less than
a typist), messages can be carried by a special messenger staff,
and appointments can be made, and messages received by typing pool
personnel, On the same theme (Institute of Personnel Management, 1966)
"all travel arrangements and theatre bookings are dealt with by
‘reception."

The argument runs that, having taken away, and centralised
the individual secretary's typing duties, the rest of her activities
can be easily and more efficiently removed and reorganised, so that
she herself becomes redundant. When this is true I suggest that

there was never a need in the first place for a personal secretary,

who should properly be a personal assistant with sufficient skill,
tact and aptitude to allow her boss to delegate tasks (often
confidential) to her in the same way as a battalion commander in the

Army does to his adjutant.
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I note with some cynicism that already the functions of
 typing pools are becoming blurred by mushroom growth, and that
pentralisation ig the one remaining theme, The "Secretarial Centre"
is being suggested (Assmann, 1965) as a development of the "Recording
Centre" (alias typing pool) with Typing, Messenger, Information,
Filing, and Clerical Sections, which will handle everything from
knoving the right time to watering house plants in offices and
supplying electric light bulbs, The term "Progress Clerk" is now used
for an audiotypist who will, part-time, specially attend to non-
typing secretarial duties for different executives.

It seems that there is a real danger of the centralisation
of secretarial services becoming a dogma, and it is thoroughly
alarming Qhen such centralisation is being enthusiastically advocated

and ruthlessly pursued by many hospital authorities.

Unit Typing in Hospital.

My own findings show thal the typing load of a Unit
secretary varies greatly from day to day, and that this is largely
due to many 1etters being dictated to her soon after each out-patient
clinic, Her typing input may be represented graphically by an

oscillating line, so :-

N\~ AN

Now a typing pool's input will consist of many such wave



forms, each out of phase with the other, and summating to a near-
straight line: this is one of the arguments in‘favour of such aApool.
A Unit secretary can flatten the oscillations by breaking up the
batches of work, but this is undesirable because all the letters
should be despatched as soon as possible, and not be delayed just
to make the typists life easier.

Recording equipment of whatever type has the great advantage

of making the dictator and the typist independent of each other in

terms of both time and place, except that the item of recording
(tape, disk, etc.) and the unit file have to be physically
transported to the neighbourhood of the typewriter, and the
conmpleted letter and unit file back to the dictator, and this
raises transport problems (see later)., Some would argue that the
presence of the unit file is not necessary when letters are typed,
but I would disagree. In the first place the typist can read the
identification particulars of the patient and the general practitioner
directly from the file, as well as the admission and discharge dates,
and these need not be dictated, with all the consequent dangers of
spelling errorss and in the second place the letter copy can be mounted
in the file by the typist there and then, and the file and master
copies can both be corrected as necessary by the dictator at the
game time as he signs the master,

Centralising recording equipment in a bank operated'through

a hospital telephone system has the great virtue of pro#iding
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multiple access points for diciators, which is very useful in
a widely scattered hospital, but the problem of transport of

documents becomes correspondingly more complex,

Quality of Typing.

The afguments in favour, and against centralising ty