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INTRODUCTION

How are you going to use your job skills after you finish
school?

Have you ever thought about starting your own nursing service!

This module tells about people who have started and managed
nursing services. It gives you an idea of what they do and
some of the special skills they need. -

You will read about

planning a nursing service

choosing a location

getting money to start

being in charge

organizing the work

sctting prices

advertising and selling

keeping financial records

keeping your nursing service successful

You will also have a chance to practice some of the things that
nursing service owners do.

Then you will have a belter iuea of whether a cdreer 4s 4

nursing service ownex. is for you.

Before you study this module, you may want tO read Module 1,
Getting Down To Business: What's It All About?

When you finish this module, you might want to read
Module 15, Getting Down to Business: Wheelchair
Transport Service;
Module 16, Getting Down to Business: Health Spa.

These modules are related to other businesses in the health
area.
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UNIT 1

Planning a Nursing Service
-, T

[ 4
s

To help you plan your nursing service.
Objective l: Describe the services, customers, and
competition of a nursing service.

Objective 2: List five personal qualities a nursing
service owner should have.

Objective 3: L1SU Lhree Ways Lo hielp your nursiag
service compete successfully.

Objective 4: List one or more special legal
requirements for running a nursing service.
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RAMONA DIAZ PLANS A NURSINQ}SERVICE

Ramona Diaz, a 27-year—old registered nurse (RN), had
become restless with her work. She was beginning to con-

sider a change.

-

. - \

After receiving her RN from Stockdale Community Col-
lege, she worked for three years in the local hospital,
mostly on the cardiac jntensive care unit. By the end of
that time, Ramona was on night shift. She had become quite

dissatisfied. She reported:

"I'm really getting to feel burned out. The demands of
the ICU are too great, and the aight hours don't agree at
all with my marriage. I know I can find another spot, but
right now I need a break from 9ursing. Yet, I don't want

to leave it entirely.”

So Ramona went to work for Temporary Nursing Services.
There she interviewed other nurses and placed them in tem—
porary jobs in hospitals and nursing homes. She really
liked the work——she was dealing with other people all day
and felt she was helping sick people, at least indirectly.
And she was removed from the direct stresses of nursing

itself.

Business was booming at Temporary Nursing Services.
The demand for temporary nursing staff kept growing. Ramona
continued to enjoy her work, but was becoming ready for a
change. After two years, she had learned the "business.”
She figured out that she didn't want to return to divect
*Jnursing cave, and that ghe now wanted to be her own DOSS.
She began to think about opening her very nwn nursing

service.
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Planning a Nursing Service
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Ramona Diaz wanted -to start her own nuréing service. As you work

, -
through this module, you will see how Ramona's nursing service develops.

Wi
nd
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saection, you will learn about four things fnvolved in planning a
nursing service:
° deciding what services, customers, competition, and problems your
nursing service might have; -
e deciding what personal qualities and skills you will need;
® knowing how to compete well; and

® learning about the legal requirements for running the business.

Services, Customers, and Competition

A nursing service, sometimes also called a nursing registry, main-
tains a list ot qualified nursing people. 1t also helps to fill reduests
for these people from hospitals, nursing hcmes, and private i{ndividuals.

Services anu customers. Nursing services can provide many types of

services to different types of customers. They can fill both temporary
and long—-term requests, though ghey tend to focus dn temporary needs.
They can éhoose to serve hospitals, nursing homes, private individuals,
or even doctor's offices, clinics, and private industry. They usually
sign up registered nurses (RNs) and licensed vocational nurses (LVNs or
LPNs). They also sigu up nurse's aides (NAs) and orderlies, including

home health aides and companions.

Need for services. U.S. Department of Labor Statistics show an
increasing need for nursing staff at least through the next 10 years.
Hospitals and nursing homes in many parts of the country often do not

have enough nursing staff. There i5 always a need for hume health care.

1t
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‘ This need ®will probably increase because of the grown}ing degire to reduce

medical costs through shorter hospital stays.

Competition. Competition in the nursing service business can be -

great in some locations. You may ue competing against smald, one- or

two-person businesses. Other competitors ma} be larger businessds with

“ several local offices. Still others may be parts of giant corporations.
These opgrate 4as local franchises, and their numbers have been increasing
greatﬁy. In addition, many hospitals have to rely on their own group of

)
temporary nursing scaff.

. - .
In addition to the competition, there are two other problems a new
nursing service might face:

. .‘ . 3 . I3
'Y in same“areas, there is a growing desire by hospitals and nursing

o homes to stop or reduce their use of nursing services or to sign
contracts with them. in order to set lower prices; and
/ . the entire medical industry is in a state of change today. ’
’ ' Increased government regulation is likely, and consumers are
révoltihg against skyrocketing costs.
. ( .

So you must know about the competition and’ possibhe{(oblems in starting
a nursing service and in deciding exactly what services to offer and

where. We wili talk about this more later.

. L]

Personal Qualities and Skills -

Accbrding to several-owners of samall nursing services, your personal
qualities are even more important than your educetion, experience, or
management skills. Ramona learned that “iL's a total people business.”
She learned that you must: .
v truly 1ige people and working with them and their problems;

° be fair ﬁnd avoid judging other people;
e have patience‘to deal with your customers and staff, and with the
‘ problems of waiting for a small business to grow;

e be willing&co work ver hard; and

ERIC
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e, be able to leave work problems at the office when you go home at

night.

Although there is no set list of requirements for running a hursing
service, some background skills 4dre desigahle. Training as an RN is help-
ful, especially if you deal with *rome care. Previous nursing experience
would be helpful in understanding your own staff's needs and problems.
Working for-a nursing service, as Ramona did; would also be useful.
Related experienc? in working with people, interviewing, or general rela-

tions with the public would also be a plus.

How'to Compete Well

There are several things you can do to become successful. We will
Qention them now, and you will learn more about them as you work through
the module.

o Get a lot of information before stérting the business to help you
decide where you want to locate and which services you want to
offer.

@ Try to be one of a kind. Offer special services that other busi-
nesses do not offer. '

¢ Establish an image that is professional, yet friendly. When you
are small, you can offer more personalized service than the

larger services can.

Legal Requirements

Legal requirements vary according to the types of service you offer
and where you are located. For example, in California, a nursing service
that deals only with temporary placements in hospitals and nursing homes
must only obtain a local business license. On the other hand, a nursing -~
registry that sends nursing staff into private homes must also be bonded.
In addition, it must be licensed and regulated by Consumer Affairs. You
will have to find,out exdactly what your business is required to do under

»
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‘ the law. To find out what licenses you will need, contact the Department
of Consumer Affairs, the Small Business Administration, or a trade asso~

ciation of nursing services or registries.

If you pay salaries directly, you must satisfy all Internal Revenue
Service requirements for payroll deductions. You must also have neces~™

sary insurance such as worker's compensation and liability coverage.

In addition, your nursing staff will probably have to meet certain

health requirementse®such 2s an annual physical and TB check. .They will

also need to meet current requirements for their individual licenses (RN
or LUN). Nonlicensed people (nurse's aides) might need to meet some
. ¢ requirements——for example, certification as a home health aide. The
Department of Health, Office of Consumer Affairs, and your customers can

all help you learn what is needed.

' Summnary ’ .

.Nursing services provide qualified nursing staff to various hos~
pitals, nursing homes, and pEivate homes, usually on a temporary basis.
— - . Services vary greatly'in size and can fill a variety of needs. Previous
nursing and business experience and a genuine liking of people are help—
ful qualities for a nursing service owner to have. There is a growing
need for nursing people throughout the country, but the future nursinyg

service ownmer will' face certain problems. The successful owner will

offer a unique service in a nersonalized way.

-




Learning Activities

Individual Activities

1. List at least three types of nursing staff that a nursing service
might employ and three types of customers a nursing service might

have. .

2. Do you have the right personality to run a nursing service? Check
each stat:@ment below that applies to you.

I really like people.

I'm friendly and outgoing.

I like to listen to other people's problems and can put
myself in another person's snoes.

Patience is one of my strong points. I am patient with
other people and myself; 1 can overcome discouragement.
I can forget my troubles when J leave school or work.

I know how to relax.

3. What additional education and experience would you need to start your

own nursing service?

4, You decide to open a nursing service. Think up a good name for your
business that would both describe your business and catch the

-

attention of your market.

5. Call the nearest office of Consumer Affairs. Find out what legal

requirements you would have co meet to start your own nursing service.

Discussion Questions

1. What are some ideas for making your nursing service unique? What

special services might you offer? -

....
e

10




2. Do you think Ramona Diaz will be successful in running her own

nursing service? Why?

3. How do you think changes in the medical industry might affect the

future of the nursing service industry?

Group Activity

Locate an owner or manager of a nursing service (or registry) near
you—-preferably a small business rather than part of a larée chain.
Invite that person to visit your class to share her or his experiew s
running the nursing service. Use a personal contact in a hospital or

nursing home, if possible. Otherwise, use the Yellow Pages.

Develop a list of questions you would like to ask the viéitor, such
as the following:

1. What is your background?

2. Why did you choose to open a nursing service?

3. How much time did you spend planning your business before you

opened? What did you do?

4. What kinds of experience or personal qualities have been most
-valuable to you?
5. How did you decide on your location?
6. What services do you provide?
7. How much money did it take to get started? Where did you get it?

8. Would you do it again?




UNIT 2

Choosing a Location

Goal: To help you choose a location for your nursing
service.

Objective 1: List two things to think about in
deciding where to locate your nursing gervice.

Objective 2: Pick the best location for a nursing
service from three choices.




RAMONA CHOOSES A LOCATION

e — .
The next step for Ramona: “Before I go any further, 1

need to find out just what my chances are for success. 1s

Temporary Nursing Service's success just a f luke?”

Ramona found out that there were only two other small
nursing services in the Stockdale area. She visited the
two businesses as a prospective nurse. She was assured she
would be employed as much as she wanted. She decided right
then and there: "The time seems right, I'm going to try it
on my own.

mona made a list of the hospitals and nursing homes
i he area and located them on a map. She telephoned each
of them. She asked about their temporary staffing needs
and their interest in possibly using a new nursing service.

Ramona was encouraged by ithe results. OShe decided to
offer services to both hospitals and nursing homes. She
also decided to locate her office centrally on the map, so
that it would be convenient to her nursing staff. She
chose a one-room partitioned office on the second floor of
a small office building, on the frontage road of the main
Stockdale freeway exit, for $200/month rent.




Choosing a Location

Once you have decided that the nursing service business is for you,
certain decisions must be made. Most importantly, you must decide exactly

where you will locate and what services your business will offer.

Things to Think About in Deciding Where to Locate

You should carefully think about two main things in deciding where to
locate:
® the need for nursing staff in possible locations; and

® the nursing services already in e. 'stence (your competition) in

those locations.

‘Here are some ways to do this.

@ Contact local hospitals and nursing homes to determine their need
for temporary staffing. Ask where they currently get staff and
whether their needs are being met. If not, what would they like
from a nursing service? Try to identify potential customers dt

this time.

e Analyze the listings of "Nurses and Nurse Reglstries™ in the ~ -

Yellow Pages. See how many exist, where they are located, and
what services they offer. Contact several, as a prospective
nurse, to find out how often you can expect to-work. Learn about
their fees, fringe benefits, and ways of operating, too.

e Contact other people for information about the number and "track
record” of similar businesses in your location. Try the Small

Business Administration, the state or county Nurse's Association,

or an association of nursing services or registries.




Choosing a Location

Seek out an area where not enough nursing services exist. For exam~
ple, you might look at an area with (1) man& nursing facilities and (2) a
shortage of nursing staff. Look for a large number of staff vacancies.
This usually occurs in urban or suburban areas. Or, if home health care
is your interest, seek an area with few or no home health care services.
Then define an area large enough tLO support your new business. ‘Since
there are great geographical differences in today's nursing market, you

may well need to move to a different location.

In choosing a location, be alert for the trouble signs discussed

earlier.

Avoid:
e areas with a large number of existing competitors;
e areas where pursing facilities already have contracts with exist-
ing nurSIng.services (it is hard to break into these markets); and
areas where hospitals or nursing homes want‘to reduce or elimi-

nate their use of nursing services.

Central and Convenient Location

Once you have determined a general area, locate your office centrally
_and _conveniently. Nursing staff should have easy access to your office.
They will have to come in occa;;;;ally. §0u need not choose a fancy or
highly visible first floor office in a high-rent district. Convenience

to staff is most important.

Simple office. A small, neat office with private conference space
(for a personal interview or discussion) is enough to start. ’YOu will
want to present a professional, business—like image. Cheerful colors,
comfortable seating, and a bulletin board posting company policies and

professional announcements can help create this image. Finally, try to

19




rent on a month—-to-month basis. Or get the shortest term lease possible

until you know how fast you are growing.

If you intend to be entirely self-employed, selling your own nursing
services, you can work from your home or from a very simple, inexpensive

office.

«
e

Summary

Once you have decided to open a nursing service, you must do several
things. You must analyze the need for services and the existing competi-
tion and choose a suitable general location for your business. Your
of fice should have a central and convenient location so staff can visit

easily.

18




Learning Activities

Individual Activities

Assume that you want to open a nursing service in the area where you
now live. It is time to do some research.

. Make a list of the nursing)services that already exist in your area

and list the services each offers. Use the Yellow Pages. Your list

should have two columns:

i

Name of Nursing Service Services Offered

Make\a list of the hospitals and nursing homes in your area that

might need to use the nursing service.
Call one of these hospitals or nursing homes.
a. Find out whether and how much they use nursing services.

b. Find out anything else that might be useful for you to know in

starting your own business. Write down what you find.

Discussion Questions

Based on what you Jearned in the individual activities, do you think
it would be wise to start a nursing service in your area? Why? What

kinds of services wonld you offer?

Paul and Karin Donley de.ided to start a nursing service. Karin was

an RN. Paul had some business experience running a small office

21




supplies sales franchise. They thought their combined experience
would be ideal for their new business. Since Paul already had an
office in downtown Hull, they decided to locate there. The first six
months of business was extemely slow. Their main customer, Hillview
Hospital, was 20 miles away. MNurses near Hillview preferred to use a
nursing service closer to them. What should the Donleys have done

differenily in locating their business?

Georgina Carveo, a registered aurse in Chicago, opened a smail home
health care registry in Woodlawn, an urban ghetto area. Georgina saw
a great need for home health aides to assisf the sick and elderly in
the area. She did not realize, though, that neither insurance nor
Yedicare would cover the cost of her nurse's assistants. Her busi-
ness failed. Why? What type of community would be a better place to

start a home health care registry?

Group Activity

Assume that you will open a nursing service in your area and do the

following: .

1. Use the information you found in the individual activities to
decide what area your service will cover. You can do this in :zhe
following way. Take a local map. Locace the hospital and nurs-—
ing homes in your area on the map. Draw a boundary around the
area that includes these places.

2. Discuss possible locations for your business. Use your knowledge
of the area's roads, traffic patterns, other businesses, and
office buildings. Discuss the advantages and disadvantages of

) A;éch.

3. Decide on the best location.

4. Discuss what kind of an office to look for.

N
\&}
(v
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Goal®

UNIT 3

Getting Money to Start

To help you plan how to borrow money to start your
nursing service. 4
LY
Objective 1: Write a business description for your
nursing gervice.

Objective 2: Fi]l out a form showing liow much money
you need to borrow to start your nursing setvice.
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RAMONA GETS MONEY. TO START HER BUSINESS

Ramona had been able to save $4,000 for her business.
“Now it's time to figure out how much money I'm going to
need for my business and how I'm going to get it.”
Ramona made a list of her expenses:
Rent (first and last month) $ 400 N
Urilities and phone deposits - 200
- Business licenses, insurance, and
accounting advice 300
Advertising 300
Furniture and equipment 2,000
Promotion (stationery, cards, and
brochures) , 250
Supplies . -/ 150
£3,600
‘ In addition, she figured she would need about three months'
salary fcr herself ($2,400) and a line of credit of about
$25,000 . cover nurses' salaries before money started

coming in and if payments were delayed.

She knew how much money she needed. But how much of
this did she already have? She had the $4,000 she and her
husband had saved. Her father, a lawyer, was willing to
loan her $5,000. He also would give her free legal advice.
9 It was time to find more money. Ramona decided to apply
for a business loan from a local bank. Her first step was
to prepare a description of her business. Here is her
first draft.

"1 plan to open a nursing service, called Nurscare. 1
will help local hospitals and nursing homes fill temporary
staff needs for RNs, LVNs, and nurse's assistants. Only
three other services of this kind exist in the area to
serve the three nearby hospitals and five nursing homes.

"I will rent a small office, 15 x 15, at 515 Frontage
Road, W., at a cost of $200 per month on a one-year lease.
I wil' start the business by myself. But I will plan to
hire a half~time RN to help interview and promote the ser-
vice in about six months if the business permits.”
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Getting Money to Start

All new businesses require money to get started. In this sectiorf you
will learn something about how to get money to start a nursing service.

Wouldn't you be lucky if a friend or relative gave you money or a
loan'with no strings attached? Let's assume it will not be so easy.
Assume you will have to go to a bank or a government agency to borrow
money. You must provide a lot of information to that lender to prove you
are a good business risk. You must provide:

o personal background information (a résumé);

e a description of your businéss; and

™ a statement of financial need.

Personal infbrmation is often written in the form of a résumé. A
résumé shows your education and experience and gives n.mes of references.
;Ehis module won't give any more information about resunes. Instead, it
will deal with the description of your business and‘§he statement of

financial need.

Business Description

The lender will want to know exactly what kind of nursing service you
want to start and how you will run it. He or she wants to know how care-

fully you have planned for your business.

Your business description should be written cilearly and simply. It
should tell the lender these things:

e the kind (and name) of your nursing service; >

e the services to be provided;

® the location of the business and why you selected it;

2 29
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‘ e cthe market you intend to serve {your futuré customers);
i -

e your competition and why you think you can.compete with them;
~ .

e your management plan and strategy for success; and 7

e your ected growth and hiring plans.
Fpeere o en !

[
.

Statement of Financial Need . ) .

- TN ™

. \ ~ .
Detailed information about starting expenses and available money must
{ .

4
be givep to the lender.

.

\Starting‘gkpenses. The exact amount of money required to open a

nursing servijce depends on these things:
e the{type of services you offer; ‘ ;
@ the demand for these services; and " ' .
e « the expected rate of growth. -
Ramona's case shows «bout how much money would be needed to start a very
‘ small one-person business that expects to grow gradually. Her -actual ) )
start-up expenses are relatively small. The Jargest purchase is furnf—
Jseure- and equ{pment. The following items would be needed for even‘the
smallest business: . T
e a good electric typewriter;'
e a calculator with tape;
e two desks and chairs;

e one or two side chairs; N A}

¢ o a filing cabineg; and
o a storage cabinet. -
These can be leased to reduce ‘start-up costs, but leasing &an cost more
in the long run. The biggest start—-up cost is woney needed to pay the
nurses while you are waiting to recgive payment ffbm your :ustoﬁerS.u How

would you {}gure how much you need? Here is .a simple example. ; / f

Asque payment was deiased for a month.~ You have ten nurses working

one shift per day at $50 per shift: .

. ~. 10 nurses x 1 shift x $50 = $500/day y . ,
’ , $500 x 30 days (month) = $15,000
? ° 25 ~’ ~

~ 226;
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That's $15,000 of payroll expenses you must meet before the hospital i)ays . ‘

you!

Some nursing services, especially those dealing with home health care,
operate differently. They would require less money. Such services bill
each nurse a percentage of what the nurse receives. They do not directly

r

employ the nurse. They have no salaries to cover.

The figures given here are simple examples only. Obviously, you must
do more careful pl_g&ling and estimating in figuring your own money needs.

[}

Sample statement. A sample statement of financial need is shown /

be low. ~
* 4
& N
STATEMENT OF FINANCIAL NEED «
Starting Expenses Money on Hand )

Building & Property

Salaries ' $ . ‘
{

Repairs & Renovations . Cash on Hand $

Equipment & Furniture Gifts or Personal Loans .
Inven‘toq:y or':Supplies Investment by Others

Advertising = ' TOTAL  §-

.‘ Other C'w.

TOTAL STARTING EXPENSES §
TOTAL MONEY ON HAND . /
TOTAL LOAN MONEY NEEDED $ —_—

- 4

The forms you will actually use to apply for 'a loan may be s}ightly
different, and the items listed may not include all of your own needs.
For'example, Ramona had several expenses that would need to be 1nc‘kgj&dQV

as follows: utilities and phone deposits under “building expenses”; ‘
business.lice.pnses, insurance, and accounting under "other”; and printing
26 27
° -
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‘ under "supplies.” Ramona should list these separate items on her state-

ment of need.

Summa ry

-

In applying for a loan, you will need to provide a description of
your business and a statement of financial need. The amount of money
needed to start a nursing service depends on the size and kind of busi-
ness you plan to start. You are, however, likely to need to borrow some

money. This means you will need to provide a statement of financial need.

4

¥
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Learning Activities

Individual Activities

1. Ramona completely foréot to include an Zmportant section in her busi-

ness description. What was it?

2. Review Ramona's case study. List three other things Ramona could add

to her business description to improve her chances of getting a lvan.

3. a. How much did Ramona need to start her nursing service, not

including living expenses and delayed salary expenses?

b. What were Ramona's total starting expenses? ‘

c. How much money in all did Ramona have available to start her —

business?

d. How much would she need to borrow?

4. Which of Ramona's starting expenses would need to be listed under

"Other™?




' 5. Fill out the following Statement of Financial Need for Ramona. Include

any special categories or explanatioﬁs you think are important.

STATEMENT OF FINANCIAL NEED

Starting Exggnseé . Mouey on Hand
Salaries $
Building & Property
Repairs & Renovations Cash on Hand $
Equipment & Furniture Gifts or Personal Loans
Inventory or Supplies Investment by Others
Advertising TOTAL §
Other

TOTAL STARTING EXPENSES §$
TOTAL MONEY ON HAND
TOTAL LOAN MONEY NEEDED §

~ -

S

Discussion Questions

1. How do you think a lender would react to Ramona's business

description?

2. What other kinds 6f information would a lender want to know before
giving Ramona a loan in addition to her business description and
statement of financial need?

3. Assume that Ramona's business got off to a flying start. In April,
her first month, she had 15 nurse's aides working for two shifts.
The average cost to Ramora was $40 pe: shift. How much would the
April payroll be? What does this suggest about the size of the loan

Ramona applied for?

29




Group Activity

Sally Lipton has worked as a nurse's aide ir a nursing home for two
years. Although she enjoys working with sick and elderly people, she
finds the nursing home envirorment somewhat depressing and stressful.

She thinks she would like to do home health work as a self-employed
person. She has about $2,000 saved "for a rainy day."”

As a group, discuss the following.

1. What would Sally's starting expenses probably include? How would

her costs compare to Ramona's?\
_2. Would she have to apply for a loan? 1If so, how would she do this?

3. What are the advantages and disadvantages doing it Sally's way

working by herself without employees rather than Ramona's?

-
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Goal:’

it

UNIT 4

Being in Charge

To help you plan how to hire employees and divide
the work of your nursing service.

Objective 1: Decide how td divide the work of your
nursing service among several employees.

Objective 2: Pick the best person for a specific
job in your nursing service.

Objective 3: List three ways to keep your people

happy»

™
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RAMONA BECOMES "IN CHARGE"

~

Remona decided to see how her business grew before,
hiring anyone to help.

“I want to have control over every part of this busi-
ness. I want to find out exactly what has to be done and
learn how to do it myself. I know that means I'11 have to
be here all the time at first and work extra hards But I
can't afford to hire an assistant just yet anyway.

"My main hiring job right now is to interview and sign
up nursing people. I also have to develop a good relation—
ship with one or two hospitals or nursing homes."”

Ramona developed an application form and a list of
interview questions. She wrote a brochure for hospitals
and nursing homes and for her nursing staff describing her
business policies and procedures. Her experience at
Temporary Nursing Services and visiting the other local
nursing services helped her greatly.

Within six weeks Ramona had interviewed and accepted
three RNs, two LVNs, and.five nursing assistants. And she
had agreed to help provide temporary staff to two local
hospitals and a nursing home.

33
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Being in Charge

Owning and operating a nursing service involves several basic activi-
ties. The most important one is hiring and being in charge of nursing
staff. In this unit you will learn about:

) the general tasks involved and staff needed in running a nursing

service;

e selecting staff; and

) keeping people happy.

Tasks

There are four major tasks involved in running a nursing service:

° interviewing, hiring, managing, and sometimes firing nursing
staff;

e filling job requests (or work orders) from customers (this
involves a lot of telephone work matching job orders with suit-
able nursing staff);

e promoting business by advertising your services to both potential
customers (hospitals and nursing homes) and nursing staff; and

° keeping financial and other records (bookkeeping, billing, etc.).

In the beginning, one person can do all four tasks if that person is a
registered nurse. It is important that a registered nurse be available
at least part time. This person can work with hospitals, nursing homes,
or dbctors (in the case of home care), can help promote business, and can

help train and manage the nursing staff.

If you, the owner, are an RN like Ramona, you can start alone. If
not, you will need to hire an RN for at least one or two days a week.
Even if you are gn RN, you will probably be happier if you hire at least

’

a part—tim. person to help with the work. Single owners of successful

34
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‘ nursing services tend to teel overworked. They recommend getting quali-

fied people to provide a break at least once in a while.

The rest of this unit wiil cover more decails about the first task,

being in charge of staff. The other tasks will be discussed later in the

. module.

Selecting Nursing Staff

Probably the most important job you will have is to screen possible
staff carefuldy and to send only well-qualified and reliable nurses out
to customers. Your entire reputation rests on doing this job well.

Nurses applying for work should: (1) £111 out a detailed application;

(2) have a personal interview; and (3) provide personal references. The

application should include a cdpy of the nurse's current license.

Depending on the location, qualifications may include a certain amount of
‘ recent nursing experience and education such as CPR training. You will

have to find out exactly what is required for your staff.

The personal interview is especially important. It can reveal things
about a person that do not .show up in an application. Your judgment about
each nurse's personality is important in selecting qualified people. The
nurse's references should also be éhecked out carefully. If accepted, a
nurse should be hired on a trial basis. He or she should be evaluated
after a period of, say, 90 days for satisfactory service. Only after .

that time should continued work and fringe benefits be given.

Keeping People Happy

A nursing service, as any other business, must l.eep its people happy
to stay in business. In faet, it must keep two groups of people happy:

its own nursing staff and its customers. It can do this in three simple

ways:
. e with good personal relations;
° with special services or benefits; and

e with clearly stated policies.




Good personal relations. As mentioned before, this is a "people

business.” lPaople who register with a temporary nursing service gener-—
ally want more flexibility than_a standard -job-offers. They want to con-—
trol when and where they work. So you must place staff where they will
be happy working. You won't hassle or overwork your people. You won't
try to persuade them to work when or where they clearly prefer not to do
so. You will listen to their complaints and problems and help them work
toward solutions. You will give them advance notice of the amcunt of

work you expect them to have or of any problems in this area.

To keep your customers happy you will send only reliable and quali-
fied nurses. And you will be honest with them. If you are too bugy and
can't fill a request, you will tell them and perhaps even refer them
elsewhere. You will not make promises you can't keep or delay their

filling immediate needs.

Special benefits and services. To attract and keep nursing staff, it

will be necessary to offer something extra. Better pay and fringe bene-
fits than those a hospltal or nursing home would have are all typically
offered. One service offers "instant pay" whereby a nurse can get a pay-
check immediately after working. Another offers to pay for required
continuing education courses. Another offers a bonus for referring new

nurses.

To keep your customers happy, it is important to have personal and
regular contact. Let them know you are doing everything you'can to fill
their requests. Pay a personal visit to check out any problems reported.
If you are involved in home care, from time to .ime visit a patient and

let him or her know you care.

Clearly stated policies. Provide enough training and instructions to

allow your staff to carry out their assignments. In addition, provide
written information on your policizs to all staff and customers. This
allows everyone to know exacély how you operate. Include such things as
staff requirements (health, insurance, courses), how assignments are made

and paid, dress code, and fringe benefits (for your staff only). Then,

kD)
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‘ when everyone knows the "rules and regulations,” follow them in a busi- -

- _ness—like_manner. -

S

Summary \

.

There are four general tésks involved in running a nursing service:
hiring and managing staff; filling job requests from nursing facilities;
promotion; and recordkeeping. This unit covers the first task. Screen—
ing nursing applicants involves reviewing their applications, interview-
ing them, and checking their personal references. Keeping the people you
hire and the facilities you serve happy involves three things. You must

establish good personal relations, offer special benefits and services,

and state operating policies clearly. (




Learning Activities

Individual Activities

1.

What could Ramona Diaz do to give herself some time off (if only a

lunch break) without actually hiring someone?

Make a list of the tasks a registered nurse in a nursing service

might do.

List at least three types of personal qualities that could show up in
a personal interview but not on an employment application that might

keep you from hiring someone.

List at least five “extras” a nursing service might offer its staff
to keep them happy. Try to think of some ideas you have not yet read

about.

Discussion Questions

1.

Assume that Ramona's business got off to a fast start. She soon had
more requests from her customers than she could fill. She did not
like having to say "no" so often. She was also exhausted from working
so hard. 1In fact, she felt a little "burned out," as she had felt

as a nurse. What might Ramona do to improve the situation?

Assume that Ramona hired Linda Stuart to be her half-time assistant.
Linda had worked as a receptionist/clerk in a bookkeeping office
before joining Ramona. Which tasks should Ramona assign to Linda?
Which should she keep for herself? '

35




‘ 3, a. What problems might a nursing service have if it did not have a )

professional nurse on its staff?

b. Is a nursing service that sends nursing staff into private homes
more or less likely td need an RN on its staff? Why?

4. You are the director of Tempcare Nursing S¢-vice. You have ;ust J
interviewed Joni Adams, LVN, and think you will accept her. Her
application and interview show her to be well qualified. However,
one of her references tells you that Jonl has had a serious drug

/ problem. You also learn that she has omitted one of her previou;

/ jobs on her application. What should you do?

Group Activity

A
In groups of two, role play one or more of the following situatiors. .
‘ Trade places with your partner to see how it feels to b. on each side.

/ 1. Greg Metheny, LVN, has applied to Ramona's nursing service. His
application shows he has had good training. He has also had four
years of experience in intensive care nursing. However, he has
been unemployed for the past year because of what he mentions as

"varied health problems.” Role plaY Ramona interviewing Greg.

2. Ramona is having an unusually hectic week. Stonehaven Hospital
has called to request four nurses round the clock for the next
five days. Ramons can fill cnly one of the spots for sure. She
will know later ;n the day whe.her she can fill a second. Role

play Ramona's first phone call back to Stonehaven.
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{

Terry Raymond, owner of Tehporary Nursing Services, wants to hﬁre
a replacement for Ramona Diaz, who has just left to open her own
nursing service. He is looking now for a full-time RN to assist
in promotion, interviewing, and nurses' train[pg..

Role play Terry and a well-aualified applicant. You determine !

what "well-qualified” means. .

e
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UNIT 5

,

«

Orgaﬁizing the Work -

s <

Goal: To help you organize the work of your nursing \
»

i service.

i I's

,Objecfive 1: Fill out forms showing staff avail-
ability and work orders.

Objgctive 2: Write a wq&k schedule for yourself or
an enmployee.

41




RAMONA TRIES TO ORGANIZE THE WORK

» Ramona was pleased with the progress of her business: -
Her days were busy and intere€ting. But Ramona exclaimed:

"No two days are exactly the same. I'm becoming too
busy for my own good. In fact, I'm having trouble finding
time to do the billing and bookkeeping. 1 get annoyed -
sometimes with unannounced visitors. I wrote down every-~ N
thing that happened early yesterday to see how I might
improve my chances of getting everything done."

\

-

B

Monday, April 28

9:00 Appointment with accountant

' 9:20 Unexpected call from May Blythe, RN. She's
unhappy with her assignment and is thinking of

‘, leaving nursing. Told May to come in at 11.

9:45 Stonehaven Hospital called——wants two LVNs,
Tuesday - Friday (4/29-5/2), 3-11 p.m. and
11_7 deMe

9:45- Called four LVNs. Linda Fine can work 3-11 and
10:45 Rory Jones can work 11-7 at Stonehaven.

- 10:55 Maryview Nursing Home called to request two
nurse's assistants for 11-7 shifts for rest of
the week.

11:00 May Blythe came. Lnded up discussing her
problems until 1 pm——no lunch.

1:00- Had a scheduled interview with new NA
2:00

1:15 Call from Stockdale Hospital for a cardiac
intensive care RN for 11-7 on W, Th, and Fri.
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Organizing the Work

QQip%rthe work of any business, large or small, involves three main
steps. These steps are organizing the work, doing it, and, finally,
checkghg the work to make sure it is high/€:§11ty. This unit covers the
first step, organizing the work of a nursing service. Other parts of the
module deal with the second and third steps. First you will learn about
recording and keeping track of the work to be done, particularly filling
the nursing requests (or work orders). Then you will learn about sched-

uling jobs for yourself and your employees if you have them.

Keeping Track of the Work,

You will need to keeb track of current available nursing staff and
work orders from customers. In addition, employees will need a way to

write down their assigmmeats. N

Current nhrsing staff. Keeping a brief summary of each employee and

when he or she is available is important. An example of one form Ramona
developed is on the next page. It includes information on when each
employee is available, license number, work preferences, and status with
the nursing service. The Employee Summary Form might be put on 5x7 inch
cards. It could be kept in a simple file box on your desk. Thesekforms
could also be combined into one simple form like tﬁe Employee Information

Form for easy‘reference when filling requests.

N
.
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EMPLOYEE SUMMARY FORM

Name:
RN LVN NA Other License Number:
Referred by: Expiration Date:
AVAILABILITY Payroll Explained ] )
Shift [MO |jTU {WE |TH |FR | SA ;50U Incentives Explained [:1
3 Policies Explained [:]
3-11
. ?onditions of Employment Signed[ ]
' Health: TB YesD NQD Date

ASSIGNMENTS
Physical Yes E:] No [:J Date
Acute: Floors[:] Exception

. Back Problems Yes D No D Date
Units [:] Preference

Medications: _

Other Specialty

COMMENTS :
EMPLOYEE INFORMATION{SHIFT|MO{TU WE[TH FR|SA}SU QUALIFICATTONS/ COMMENTS
’ PREFERENCE

Smith, Lois RN 7-3 ' Prefers nursing | Cheerful

Phone number: 3 -11 home assignment

Lic. number: Exp. Date |11- 7

Stone, Becky RN 7-3 Experience in Confidant
3 -11 cardiac inten-
11-7 sive care

14

Work orders. Work orders can be written down, in.the order they are

received, on a simple form such as this:

WORK ORDER FORM

Date of Facility Date Shift
Request | (or Individual) | Needed 7-3 1 3-11 }11-7 Staff Assigned

45
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As requests are filled, they can be crossed off your list. It is

very important to let each customer know as soon as possible whether the

request can be filled.

Employee record. Employees must write down important information

about each assignment. Ramona had them fill in the top two lines of

their time card. Below is the time card Ramona used.

TIME CARD
j .
L2
JOB NUMBER HOSPITAL HOSPITAL “AV'E SHIFT ASSIGNMENT ASSIGNMENT
1D DAY DAE
EMPLOYEE
1)
EMPLOYEE NAME  (Please print) CLASSIFICATION 1D NUMBER
"oy ~un LI "I“-< 12} - - ~ A ney haall] nrg man nrs min Py min
" e MEAL v ] oore oo TOTAL TO1AL TOTAL TOTAL LATE TVE
1 TNz | A ,
SHIF e IN our MEALIN WEOUN  foromchr ive|  Jovernve]  foousie mve]  louday vl {can | frecevep
NURSCARE, INC. '
EMPLOYEE'S SIGNATURE
. N CUENTS SIGNATURE

/

The forms Ramona used may not exactly suit your needs. Adopt what-

ever methods are suitable to make your life easier. For example, if you

o

are self-employed with no other nursing staff to assign, your records
could be extremely simple lists. The important thing is to keep records

of every work order and assignment so that business will run smoothly.

Scheduling the Work

Earlier you learned what the basic tasks in running 2 nursing ser-
-~ vice are. These tasks are interviewing and managing staff, filling work '

orders, firomoting business, and keeping financial records. Of course,

Q 46 A=
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other tasks constantly come up in anyone's business day. You might have

to schedule time for a visit with your accountant of lawyer, a trouble-

shooting visit to a hospital, or a special staff training activity.

Although all of these tasks are not likely to occur on a single day,
several might. You should know exactly what must be done on a particular

day and figure out how best to complete it. You must decide which jobs

are most important and should be done first. Then you must set up a

schedule to accomplish what needs to be done.

wr

Summar

Organizing the work of a nursing service involves keeping track of
the work and scheduling the work. You must keep records on the avail- E
ability of each nurse and incoming work orders so that requests can be

filled promptly. You must decide which tasks are most important and set

up a schedule to get things done.

47 .
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Individual Activities

1. When Ramona signed up Linda Fine, LVN, for her nursing seivvice, she

noted the following facts about Linda:

Preference: Cardiac ICU
A35401, expires 9/81

LVN license No.:

Referred by: Mary Newell

Linda met ali the conditions for employment except a TB check. After

Ramona explained all the Nurscare policies, Linda signed the condi-

Learning Activities

Available: 7-3 or 3-11 Monday - Friday .

tions of employment. Fill out the Employee Summary Form below for ‘
Linda. ‘ \
\
EMPLOYEE SUMMARY FORM
Name:
RN LVN NA Other License Number:

Referred by:

Expiration Date:

AVAILABILITY Payroll Explained ]
Shifr | MO |TU | WE | TH |'FR | SA |SU Incentives Explained [:] ,
7-3 ; : -
Policies Explained [:]
3-11
Conditions of Employment Signed[ ]
11-7
Health: TB ‘Yes D NOD Date
ASSIGNMENTS Physical Yes [:] No [:] Date
Acute: Floors[:] Exception
. Back Problems Yes D No D Date °
1 _—
Units [:] Preference
Medications:
Other Specialty
COMMENTS : .
’ 48




2. Ramonra got Becky Stone to fill the Stockdale job request. Linda Fine
cancelled her 3~11 shift at Stonehaven. Ramona got Lorry Singer to
replace her. She got Max Ingel and Tammy Ruiz to fill the Maryview
order. Maryview called to request another NA for the 11-7 shift that
night. Ramona finally got Mike Sheldon to do it. Fill out the fol-

lowing Work Order Form for Ramona's work orders on April 28.

WORK ORDER FORM

Date of
Request

Facility Date Shift

(or Individual) | Needed | 7-3} 3-11 |11-7 Staff Assigned

]

3. Ramona told Becky Stone that her assignment at Stockdale was Job Num-
ber 1480. The' Stockdale I.D. was 04. Becky's employee I.D. number
is 0025. Fill in the first two lines of this Time Card for Becky's

assignment for Friday, May 2.

~ TIME CARD
T
. 1O3PHAL SPTAL ANE ASSIGNMENT ASSIGNMENT
JOB NUMBER 4 HOSPTAL SHIFT S o
{
£ A i EMPLOYEE
EMPLOYEE NAME  (Ploase prin) CLASSIFICATION 1D NUMBER
AY
Ny ~n LITY ~n ~ ~n "~y un nrg men hrs mn na min nrsy mn
i el b MEAL T OUL TOIAL T1OTAL T01AL TOIAL LAIE TiNE
7l € out MEALIN | [ TIMEOUTE oo naur ive|  Jovernne]  Joousie ive]  [HOUDAY v CAIL]  JaeCeviD
NURSCARE, INC.
EMPLOYEE'S SIGNATURE

| CUENT S SIGNATURE

49

48




4, Tt is the morning of April 28. Make up a schedule for Ramona's day
as she would have expected it to occur. Include time for her to do
things such as read the morning mail and write an ad for the weekend
paper. Your schedule should have two columns labeled “Time" and

“"Task.”

(4

Discussion Questions

Look at Ramona's activities on April 28 and answer the following

questions. .
1. Which tasks had Ramona scheduled ahead of tgge? What other tasks did
Ramona absolutely have to complete on Monday? Which task (or tasks)

might Ramona have put off until another day or spent less time on?

2. Ramona was forgetful about one of her duties. What did she forget to

do? How could she have avoided this?

3. How might Ramona have made time to do her end-of-the-month book-

keeping?

Group Activity

As a group, see how many tasks you can think of that the owner of a
nursing service like Ramona's might have to do during a busy day. Con—

]
sider both routine and unusual or unexpccted tasks.

List these tasks on the chalkbbard. Then number them in order of
importance. Indicate which tasks should be done first, second, and so
forth. Remember that Ramona's routine telephone requests can happen at

any time.

Then make up a schedule for Ramona's day. If there are too many tasks

for her to complete in one day, suggest how and when these should be done.

19
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UNIT 6

Setting Prices

Goal: To help you decide how to set prices for your
nursing services.

Objective 1: Pick the best price for one of your
services.

]
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RAMONA SETS PRICES .

Before Ramona began to actually sign upynurses and cus-—
tomers, she had to decide On prices. She had to decide how
much to charge the hospitals and nursing homes that used
her services. Ramona knew that her prices had to be in
line with the prices of other nursing services in the area. ‘1‘
She knew also .that her prices had to cover her operating
expenses and allow her to make some money for herself.

"First I have to look at my competition. I know that
Temporary Nursing Services (T.N.S.), where I worked, is now
billing customers $12.50, $10.50, and $8.50. What about
“the other services?”

When she visited her other two competitors, she learned
that they beth paid the same wages as T.N.S. Ramona called
the local hospitals and nursing homes and learned that one

nursing service billed customers the same as T.N.S. The

other charged slightly less——$12, $10, and $8.

Ramona knew that all three businesses were growing.

She felt there was room for her business to grow too. How—
ever, she knew there were only eight hospitals and nursing
homes in the area. Ramona decided that she warted to com~™
pete for their business by charging a lower price. So she
decided to bill the lower of the two rates ($12, $10, and
$8). She would aim to provide the highest quality service
as well.

Before Ramona set these prices, she made some estimates
to find out if she could make enough money in her first
year to stay in business. She estimated she could employ
about 10 nurses at least half-time and bring in about
$120,000. She also figured that her expenses would be
about $108,000. This would leave her $12,000. Ramona
decided thdt $12,000 would be a fair return for this first
year. She could live on this and have some extra money to
put back in the business. So she decided to start with

these prices..
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Setting Prices

To be successful, you must set prices for your nursing service that
are competitfive with similar businesses. Your prices must also be
acceptable to your, customers and allow enough profit. This is what

Ramona tried to do when she set her first prices.

In this unit, you will learn about the four main things to consider
in setting prices:

™ customer demand;

° competition;

K operating expenses; and

'Y profit.

Customer Demand

Customers are willing to pay more for services that are hard to get
and less for ‘'services that are easy to come by. For example, if there is
a shortage of nurses in local hospitals, the hospitals will be willing‘to

pay more for your nurses than if there were no shortage.

Comgetition

ﬁsmona has three competitors. She decided to set her prices at the
low end of her competition. Her goal was to aim for high quality ser-
vice. She felt her customers would not pay higher prices to a new busi-
ness like hers. In fact, her customers will look for the lowest price

but will also consider the quality of her nursing service. How good are

the nurses she sends? How fast does she meet requests?

-




Like Ramona, you will need to know what the competition charges. If
you can offer lower prices, yo;; customers will be happy. ILf you cannot,

you must convince customers that your service is better.

Operating Expenses

We learned from Ramona that prices have to cover operating expenses
and profit. Operating expé“ées include two!main areas in a nursing
service. These areas are th}cost of workers and all other costs of

operating the business.

Cos: of workers. The largest operating expense in a nursing service

is the salaries of the nursing staff. This cost will depend on the going
labor cost for nursing people in your area in hospitals and nursing homes,
and in other nursing services. In the nursing service business, it is
typical to pay nurses somewhat more than the hospitals and nursing homes

pay to make up for the lack of steady, guaranteed work. It is also

typical to charge customers from 30-35% more than the nurses are paid.

Of course, you must study these conditions in your own location to decide
what your costs will be.

-~

Other operating expenses. There are other operating expenses for

your nursing service. These include such things as building expenses,

advertising, furniture and equipment, general supplies, and insurance.

-

Profit

s

Your prices must also aliow you to make some profit. Profit is what's

left after everything else has been paid-for.

Your profit may be your own salary or some amount over and above
thiat. You must decide how much profit you can make and whether this is
acceptable for you. Ramona decided that $12,000 was ¢nough for her in

the beginning. Remember that many successful businesses start out with

‘ 3%
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little or no profit in the first few years, Personal savings and loans

are often needed to carry you through this period.

Summary

There are four main things to consider in settkng prices. These are
customer demand, competition, operating expenses, and profit. A good
rule of thumb in setting prices for your nursing service is that the
price has' to be high enough to give you a profit and low enough th;t

customers will buy. g

JT
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Learning Activities

Individual Activities

Call a hospital and a nursing service in your area. Find out how
much hospitals pay their own staff nurses, how much they pay the
nursing service, and how much the nursing service pays its nurses.

This will give you a better ides of prices in your own area.

Ramona finds she must raise her average nurses' wages by 107 nexi
year. She finds that her other operating expenses also increasé by
10%. Thissis inflation. The rate is, in fact, 10%. How much more

should Ramuna charge her customers?

Bellevue Nursing Service charges its customers exactly 35% more than
it pays its nurses. If it pays RNs $8.75, LVNs $6.90, and NAs $4.65,

how much does it charge its customers?

Suppose you are just starting a nursing service. Your competition
charges.$7.50 per hour for nurses on the average. You figure that
you can make a big profit if you also charge $7.50. But you will
stili make a profit if you charge $7.00. What price should you

charge and why?

a. $6.50/hour
b. $7.00/hour
c. .$7.50/hour

[ d




Discussion Questions ‘

1. 1If all three of Ramo.a's . ompetitors had charged the same rates
2

($12.50, $10.50, and $8.50), what should Ramona have done? Why?

2. Why Jo you think nursing services typically pay nursing staff more

than hospitals or nursing homes pay?

3. Assume that hospitals in your area require you to sign contracts that .
set the prices you can charge for a year at a time. The contracts
you have just signed set next year's prices at the rates you set
ea;ly this year. Yet your operating expenses and nurses’' wages are
likely to rise. What effect will this have on your nursing service?

What can you do to keep up your profits?

Group Activity

Some nursing services operate and price differently from w};at we have ‘
been discussing. 'They set pay rates for the nursing staff, but they do
not pay the staff.directly. Instead, the customer (usually a private
individual) pays the nurse directly. And the nur;e pays the nursiig ser~

vice a fee (usually anywhere from 4-10% of the pay). »
Read this case study and answer the questions that follow.

George Carver is starting a home nursing service. He will
use nurse's azides (NAs) only. His competition charges $4.75/
hour for NAs, and the NAs pay a 12% fee (or $.50/hour). There
is a strong demand for home NAs in the community. But there
are not enough NAs available to meet this demand. George would
like to attract NAs to work for him instead of his competitor.

He would also like to make a small profit his first year. /

‘\\
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Given the demand for NAs and George's desire td attract them, what

prices might George want to set? Set rates for both the hourly

charge for NAs and the fee they pay to George. Why did you set these

prices?

Assume that in his first year George was able to employ 25 NAs for an

average of 1000 hours each. His operating expenses are $6000.

a. Figure out whether the prices set in item 1 are acceptable. Will

George make any profit? How much?

b. If George wants to make a greater profit his second year, bu

does not want to change his prices, what must he do?

What are the advantages and disadvantages of having nurses pay you a

fee instead of paying them a salary directly?




UNIT 7

Advertising and Selling

To help you learn ways tc advertise and sell your
nursing service.

s

Objective 1: Choose the best way to advertise your
nursing service.

Objective 2: Develop a printed ad for your nursing
service.
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RAMONA ADVERTISES HER NURSING SERVICE

Ramona was able to get her business started quickly.
Remember how, within six weeks, she had signed up three RNs,
three LVNs, and five nursing assistants? And she had agreed
te provide nurses to two local hospitals and a nursing home.

How did she manage to do this?

About three months before even opening, Ramona placed
this ad in the Yellow Pages, which was published by the time

she opened.

For:

Professional Nursing Service
Temporary Staffing

In: Hospitals, & Nursing Homes

NURSCARE

Offering

RNs, LVNs, & Aides

AVAILABLE 24 HOURS A DAY

1101 San Gregory Rd., Suite 401
Stockdale, CA 94304
(On Frontage Rd.., off Hwy. 801)

469-3100

She sent a letter to all of the hospitals and nursing

homes in the area.

She followed this up with a phone call.

The Director of Nurses at Stockdale Hospital said they were
very short of staff and would certainly use her services.
She wds invited to visit Stonehaven Hospital and Maryview

Nursing Home.

with their nursing directors.

Nurscare.

She was able to develop a good relationship

They also agreed to use

To attract nurses, Ramona placed this small ad in the
Sunday want ads of the Stockdale Times.

WE OFFER TOP PAY, BENEFITS
Choose your hours and activities
to suit your professional lifestyle.

NURSCARE

Now Open
RNs - LVNs - NAs

CALL NOW
469-3100

The day after the ad appeared, she was pleased to get calls
from five interested nursing people.




Advertising and Selling

Advertising and selling your nursing service is very important toc the
success.of your business. As the owner of a nursing service, ycu must
sell your services to two groups of people:

e your customers--you must convince the hospitals, nursing homes,

and private individuals in your area to use your nursing service;
and )

. your nursing people-—-you must attract qualified nursing staff to

work for your service.

Selling to Customers N

There are several good ways to appeal to hospitals and nursing homes

to use your nursing service. v

Letters and visits. Sending letters and making visits to directors

of nursing is a personalized and effective way to introduce yourself and

your services.

The cost of sending these letters is not likely to be large a1 will
probably be more than worth it. A personal visit might be necessary as
it was for Ramona. The purpose of the visit is not only to sell your
services but also to create a good business image in your medical com—
munity. Thus, this is a job for the professional nurse on your staff, be
it you or a part-time RN. After you are established, these visits might

continue from time to time.

Yellow Pages. Advertising in the Yellow Pages is essential. Your ad
will reach the entire community and will last a long time. It will be

seen by both customers and nursing people who might want to work for you.




‘ An ideal ad has several qualities.

e It is simple.

e It is informagive.

e It is truthful.

e It stresses important or special features.

e It is imaginative and attractive.

Look at your competitors' ads. Find out the cost for different—-sized
ads. Ramona decided on a medium—~sized ad, which let her describe her
~ services. Other busines§es list only their names, addresses, and phone
‘ numbers. If you Ean afford it, your ad should include a headline, infor—
mation about the business, your name, address, and phone number, and

possibly a picture as well. ¢

)

In any case, decide what is best for you and do it well ahead of

time. This will ensure that the ad appears by the time you open.

' Referrals. As your reputation grows as a reliable, qUalit{y nursing
service, your business will pfobably grow, too. Your customers may use
your services more (they may be using other nursing services besides I

yours). And they may refer other customers to you.

Attracting Nursing Staff

There are several ways to attract nursing people to your nursirg

service.

Yellow Pages. Your ad may be used more by nurses seeking work than
by your customers. So make sure your ad appeals to nursing people, too.
If your funds allow, include specific information about what types of
nursing staff you use and the customers you serve. Also include informa-
tion about any special features that would appeal to them such as fringe

benefits and flexible hours.
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Newspaper ads. Plan to advertise in the newspaper, at least until

your business is well-established. WNewspaper ads have several advantages.
e They reach a larée number of  people.
e They are relatively cheap for the number of people reached.
e They can reach a specific-group of people, in your case nursing

people, by being placed in the pfoper section of the classifieds.

Follow the same rules for placing a newspaper ad as you did for the
Yellow Pages. Check your competitors' ads. Find out the costs. Select
the most widely read paper in your service area. Judge how much you want
to spend and what you'd like your ad to say. Always try to do a better
job than your competitors and to improve the job §0u have already been

doing.

Other ads. Consider the possibility of advertising in other places.
Is there a local nursing newsletter? Is there a nursing 8chool or com-
munity college nearby where you might post an announcement? Can you get
any free publicity? If you have wisely located in an area where nursing
services are still new, someone might be interested in telling about your

business as part of new trends in'the nursing industry.

Referrals. As you sign up nursing people, referrals become an impor—
tant way to promote businéss. If you keep your nurses happy, they will
tell their friends, and so on down the line. As referrals grow, you may
be able td cut down your advertising quite a bit. In fact, you may even
think of ways to encourage referrals. Ramona did this by offering ‘her

staff a $25 bonus if they successfully referred another nurse to Nurscare.

Summary

As the owner of a nursing service, you must sell your services to
both customers and nursing staff. There are many ways to sell and adver-
a
tise. These include letters and visits, the Yellow Pages, newspapers,

and referrals.




Learning Activities

Individual Activities

Pretend you are Ramona. Write a short letter (one or two paragraphs)
introducing Nurscare to the Director of Nurses at Stockdale Hospital.

Make sure to describe your services, fees, and any special selling

points. Mention that you will call soon.

List at least five ideas for special features that would appeal to
nurses in an ad.

Ramona decides to change her ad in the Yellow Pages. She wants the
same size ad, but she wants to appeal more to nursing people in the

community. Develop a new ad for her business.




4. Look at these newspaper ads and answer the questions that follow. ‘

NO FEE

RN'S, LVN'S

Learn Why Thousands
of Nurses Nationwide
Have Joined
us |
With us, sour needs

come first You wl work on
chatlenging assinments &
diwsys 0N your own scheduie
Have 8 varied nursing career
+ plenly of time for your,
persone! hfe 100 Alse

New HIGHER Rates
Pd. Vacation Plan
Free Blue Cross
Malpractice Ins.
Serving SF, Marin
San Mafeo counties .

Health Care

Services

44 Montgomery 391-0123

NURSES TGETING THE A NURSES
RNS. LVNS RUNAROUND?? | -

NAS || GRAND OPENING

With

{ar you Profit snanng i 2 . Restoration,
«long-estabhshaa p1an,

malgsactice. habity. and HOSPITAL TEMPS

astablished nation-

never a fee 3l nursing service 1s Now ace
We are hining ang plating z cepting  apphcations  from
ICU/CCL. ER, angd Meq- Quaified nursing personneV ,
Surg RNS. LVNS. and At Hospital Temps "what for work 1n area hospitais.

NAS for sta‘f retief, con-
. ou see 1S whal you get”.

sﬁléscem aad prvate zv:en you calrus weymmk you RESTORATION

deserve a3 straight answer

For parsonal _terview, about your exact pay rate & 965 MISSION, SF

come n or Call between benefits ggaeeaq_éne ohone
m6om. Moncay th 957 9064
3?‘cay,"' Gnday thry FAID VACATIONS

PAID HOLIDAYS N
362-6665 HOLIDAY DIFFERENTIAL

REFER
n n SENIORITY BONUSES

E I N HEALTH & MALPRACTICE INS

Call our all RN staff for an appt.

HOSPITAL TEMPS

4 Montgomery Su 660
956-7660

Circle the letter of the ad or ads that apply.

AB

AB

AB

AB

AB
AB

a. Which ad includes the most information df fringe
benefits?

b. Which service provides private duty nurses in the
home?

¢+ Which ad gives the most information on types of
nursing services provided to hospitals, nursing
homes, and private care?

d. Which ad gives the least information on types of

nursing staff needed?

e. Which ad is the most "personalized"? .
f. Which ad gives the least information? ‘
4
p“i
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. 3
’ Discussion Questions !

1. Why do you think it is important to write letters and make visits to

possible customers when you are starting a,nursing service? Why not

just advertise in the Yellow Pages? Why should an RN make the

visits? Do you see any problem Ramona might face doing this herself?

2.\*qohn Grady, kN, opened a $mall nursing service to provide private
duty care to patients in the home. To advertise his businesé, he
sent letters to all of thg doctors-listed in the Yellow Pages——some
200 of them. He got no response; He made several follow-up calls
and learned that their clerks open the mail aqd only give the "impor-

tant” mail to the doctor. -

4
N

Should John try to send letters again? If so, what chanpges should he
make to improve his chances? 1If not, why? How should John advertise
' his business? ‘

3. Jani Rose decided to become a self-employed nurse's aide. She has a
home health aide certificate and she has a car. She would like to
work days as a companion for an elderly person. How should she
advertise her services? Can you think of any other way that would

help her find work?

»>

Group Activity

Your teacher will show you several Yellow Pages ad$ for nursing

services. Study the ads and answer the following questions.

1. Which ad probably cost the most? The least? Why?
2. Which nursing services provide home care? How can you tell?
3. Which ads appeal more to customers? Which appeal more to nursing
staff? Why?
‘ 4. Which services are branches of large companies?
" 5. Which ad is the most appealing? Why?

69




AN

’ * Keeping Financial Records

Goal: To help you learn how to keep financial records for
your nureing service.

-

Objective 1l: Fill out a customer billing form for
nursing services you provide for a customer.

’ Objective 2: Fill out a daily cash sheet for
money you receive and pay cut in one day.
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RAMONA KEEPS FINANCIAL RECORDS <<: :

Ramona developed a weekly bookkéeping system. Every "
Friday, she added up the week's work orders and billed, ﬂ
‘customers. She added up the week's time sheets and paid
her nursing staff. And she paid any current bills owed to
suppliers.

Ramona felt quite pleased with the pregress of
Nurscare. When doing,the billing on Friday, June 6, she
noted these job orders for the week beginning May 31 for
§tonehaven Hospital alone:

5/31-6/4 Becky Stone, RN 11-7
6/2-6/4  Linda Fine, LVN 3-11 _
6/2-6/4 Doug Jones, LVN 11-7
6/3-6/4 - Tommy Ruiz, NA 11-7
6/3~6/4 Fran Teldon, RN 11-7 '
6/4-6/6 Max Ingel, NA 3-11 i
' Her orders from Stockdale and Maryview were almost as
large. On June 6, she alsd received these payments:
<.
Stonehaven $1240
Stockdale 1080 :
Maryview 960 /!
4

All three accounts were paid in full. ©She also wrote
checks for the following: .

LN

Nurses' wages, week of 5/26 $2296 Xﬁ
Stockdale Times (ads) 26
Brenner Printing Co. (letterhead) 165
Fromm Casualty Co. (quarterly
insurance premium) 94 .

Fridays seemed so full of bookkeeping chores. Actually,
N though, Ramona spent only about half a day per week keeping
track of her finances.
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(keepinﬁ Financial Records

4
5

As a business owner, you must have a clear way to keep track of your
income and expenses. You must keep good financial records. This will
help you know how your business is doing and help you make important
business decisions. As a tusiness owner, you also must file various
government reports, especially income tax information.

bifferent businesses have different recordkecping needs and methods.
Thq\peeds of_your nursing éervicé will be fairly simple. You will need a
way to bill customers for services provided. You will also need a way to
keep track of the money coming in (cash receipts) and going out (cash
payments) of your business. You will learn about custafter billing forms

and daily cash sheets in this unit.

¢

Customer Billing Form

How you handle customer billing will deéend on the number and types
of customers and nursing staff you have. Their needs and preferences
will help you deéide how often to bill. Ramona choce to pay her staff
weekly since they liked frequent paychecks. Since she still had only :
three customers, she chose to bill them weekly, too. However, many small
businesses bill monthly or bi-monthly. This is the billing form that

Ramona used:

NURSCARE CUSTOMER BILLING FORM .

Customer: Stockdale Hospital
Date Dates of Service Amorat Payment Balance
Charged Received
5/30 5/26 -~ 5/30 $1080 - $1080
6/ 6 5/31 - 6/ 6 980 $10560 980




A sampl% entry is made to show that on May 30 Stockdale Hospital was

charged $1080. On June 6 it was charged $980. On June 6 Ramona received

$1080.

~-Ramona always attaches to the billing form an item-by-item listing of
all services provided. A sample entry is made to show how the form is
used. Joan Henry, LVN, worked at Stockdale Hos- pital on 5/27 and 5/28
from 7am-3pm. She worked 16 hours at $10 per hour, and the hospital was
charged $166?

SERVICES PROVIDED

Number Amount
Name Date shift of Hours Charged

Joan Henry 5/27-28 7-3 16 $160

These forms have been simplified for you. The exact forms for use in
your own nursing service will depend on your own needs and will probably

be somewhat different from these.

Daily Cash Sheet

A daily cash sheet can be used to keep track of the money coming in

and going out of your business each day. An example is shown below.

DAILY CASH SHEET

Cash Receipts Cash Payments

Cash Sales Salaries

Maryview $575.00 Building Expenses
Equipment and Furniture
Inventory or Supplies
Advertising
Other (taxes) $1050
TOTAL CASH RECEIVED $575.00 TOTAL CASH PAYMENTS $1050
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A sample entry is made for April 15. A check for $575 from Maryview
Nursing Home arrived and a check for taxes due of $1050 is written.

At thé end of each month, these daily forms would be summarized. They
would be summarized again at year's end, to provide a complete statement
of profit and loss. This will be discussed further in the last section

of the module.

The form you actually use in your business may be different. In
fact, you may wish to rz2cord daily records in a simple record book and
prepare summary sheets like this one on a monthly basis. These monthly
records would then.be summarized at the end of the year to pruvide the

statement of profit and loss.

Summary

Keeping good financial records is a necessary part of running a
nursing service. It involves properly billing customers for services

provided and regularly keeping track of the business' income and expenses.

~r
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Learning Activities

Individual Activities

Use the information in the case study to do activities 1-3. Remember
that Ramona's hourly billing rates are $12 for RNs, $10 for LVNs, and $8
for NAs.

1. Fill out this "Services Provided” portion of the customer billing

form for Stonehaven Hospital for the week of May 31.

SERVICES PROVIDED

Job Number Amount
Nare Class. Date Shift of Hours | Rate Charged

Fill out the front page of the customer billing form for Stonehaven

for the same week.

NURSCARE CUSTOMER BILLING FORM

Customer:

Date Dates of Service Amount Payment Balance
Charged Received




3. Fill out Ramona's daily cash sheet for June 6.

DAILY CASH SHEET

Cash Receipts Cash Payments

Cash Sales

TOTAL CASH RECEIVED

Salaries

Building Expenses
Equipment and Furniture
Inventory or Supplies
Advertising

Other (taxes)

TOTAL CASH PAYMENTS

4. Ramona billed Maryview Nursing Home as follows:

5/23 $842
5/30 $960
6/6 $1,124
6/12 $976

Ramona received the following from Maryview:

5/30 $842
6/5 $960




Fill out the customer billing form below with the information listed

on the previous page.

. NURSCARE
CUSTOMER BILLING FORM

Customer:

Amount Payment Balance

Date Dates of Serv
ice Charged Received

Discussion Questions

1. What other types of financial records would the owner of a nursing
service have to keep? Think of other types of money dealings this

business would have.

2. How would the financial recordkeeping of a retail business——a shoe

store, for example-—be different from that of a nursing service?

7

3. Why is it important that Ramona keep careful financial records?




Group Activity ‘

Study the following Customer Billing Form and answer the questions

that follow.

NURSCARE
CUSTOMER BILLING FORM

Customer: Porter Memorial Hospital
Payment Due Date: March 8
. Amount Payment Balance
Date Dates of Service Charged Received
Feb. 8 Feb. 2 - Feb. 8 $1530 - $1530
Feb. 15 Feb. 9 - Feb. 15 $974 - $2504
Feb. 22 Feb. 16 - Feb. 22 $1116 - $3620
March 1 Feb. 23 - March 1 $1056 - $4676

1. Do you see anything on this form that may suggest a problem?

2. If so, what ‘s the problem?

3. How would you handle it?




Goal:

UNIT 9

Keeping Your Business Successful

To help you learn how to stay successful.

Objective 1: Figure out the net profit (before
taxes), profit ratio, and expense ratio for your
nursing service.

Objective 2: State one way your nursing service
could increase its profits.

Objective 3: State one way your business could
change its services to increase sales.
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RAMONA KEEPS HER BUSINESS SUCCESSFUL

Time has moved swiftly. Nurscare is two years old
now. By and large, it has been a successful two years for
Ramona. Business grew quite rapidly the first year. She
had 15 nursing staff working much of the time. So her
profits far exceeded her early predictions. Growth this
past year, however, has not been as good.

In fact, Ramona is facing a possibly serious problem.
Work orders from her nursing homes—-she now has three—-have
been falling off greatly. The nursing homes have not been
receiving their Medicare payments on time. And the Medi-
care payments don't begin to cover the nursing costs from
Nurscare. So the nursing homes need to cut their expenses
a lot. They have almost completely stopped using nursing
services.

Ramona reviewed her financial records for the last two
years to find out exartly what her profits had been. First
she looked at her income and expenses. Her total income
the first year had been $193,680. The second year, her
income had fallen to $170,612. Her total expenses the
first year were $144,101. Her expenses had also dropped
the second year, to $135,178.

These figures showed Ramona that there was, in tact, a
prcblem. Nursing home sales had declined greatly, and so
had profits. Though she was still making money, the trend
downward was disturbing. Ramona decided she must make some
changes in order to keep profits growing. ’




Keeping Your Business Successful

Ramona enjoys her nursing service business and wants very much for it

to succeed. Obviously, every small businessperson wants to be success-—

ful. How to be successful is not always as obvious. In this unit, you
will learn about three impportant ways to keep your business successful:
e making sure you have enough cash;
° keeping yecur profits up and costs down; and

° jlmproving or changing your business when necessary.

Keeping Track of Profits

Keeping careful records of your income and expenses frcm year to

year, as Ramona did, is a necessary step in determining profits.
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Profit/loss statement. Your income and expenses can be summarized

each year on a profit/loss statement such as this.

PROFIT/LOSS STATEMENT
Current Year
$ %
Revenues
Hospital Sales : 50,000
Nursing Home Sales 50,000
TOTAL 100,000 1007
Expenses
. L
Salaries 70,000
Building Expenses 4,000
Supplies 500
. Advertising 1,000
Other 2,500
Expense
. Ratio =
TOTAL 78,000 787%
Profit
Ratio =
Net Profit 22,000 227

Simple round numbers are included to show you how to compute net
profit. As you can see, net profit is the difference between total

revenues (income) and total expenses.

Two percentages are shown on the profit/loss statement: the profit

ratio and the expense ratio. This is how these ratios are computed.

_ Net Profit _ 22,000 . o .
Profit ratio = Revenucs 100, 000 x 100 22%

- Expenses _ 78,000 = 7go
Expense ratio Revenies 100,000 x 100 = | 78%
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: These ratios can be useful to you in comparing your profits and ‘

expenseé from year to year and in comparing your business with other

nursing services. °

v

Two-year profit/loss statement. When Ramona compared her income and

expenses for the first two years, she probably used a form like this.

TWO-YEAR PROFIT/LOSS STATEMENT

(\ ‘ Year 1 Year 2

N $ 2 1l s %

N

— Revenues
Hospital Sales

Nursing Home Sales

TOTAL 1007 100%

Expenses
Salaries - i

Building Expenses

Supplies
Advertising S
Other
TOTAL
Net Profit : .

- -

N This form makes it easy to compare figures. It is completed in the

same way as a single year profit/loss statement.

-~ ~

Improving profits. If you feel that your profits are too lcw or not

, growing enough, you can try one or more ways to increase them. Tlfree
basic ways to increase profits in any business are to (1) increase sales,

(2) raise prices, or (3) reduce expenses.

7 ';)

.
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Changing Your Business to Increase Sales

If you decide you want to increase sales in order to raise profits,

there are two main ways to go about it:

° improve the quality of your service; or

. change your service.
Before you even try to do either of these things, you must find out
whether and how your service should be changed. To find out, ask your
customers and nursing staff. In addition, look at your community, your
compefition, and new business trends. Profits and sales may be lagging
for any one of a number of reasons. In Ramona's case, it was because of
a new “trend” in the nursing home industry-—the nursing homes stopped
using~temporary services because they couldn't afford to. Other possible
reasons include dissatisfied nurses or customers, improved conditions for
hospital staff nurses, and increased competition. You must find out why
your saleg are down before you decide how to change.
:

. Dependf‘a\ng on the problem, there are many types of changes you might
consider foy your nursing service. You might need to improve your per-—
sonal relations with customers or staff. You might need to improve the

quality of your staff. You might need to add or drop certain types of

services or &ustomers altogether.

Summary

/ You can figure out profits and compare them year—to-year by recording

;/ income and expenses on a profit/loss statement. If you want to increase
5
!

/ increase sales, you may need to improve the quality of or make basic

1]

/ changes in your service.
/

profits, you must increase sales, raise prices, or reduce expenses. To




Learning Activities

/
Individual Activities L
<
1. Figure out the net profit, profit ratio, and expegfe ratio for
Ramona's business for each year.
TWO-YEAR PROFIT/LOSS STATEﬁENT
Year 1 Year 2
$” % $ %
Revenues
Hospital Sales * 115,440 132,756
Nursing Home Sales 78,240 37,856
TOTAL 100% I00%
Expenses
Salaries 135,576 127,958
Building Expenses " 3,654 4,176
Supplies . 476 458
Advertising _1.872 ¢ 1,564
Other _ 2,523 1,922
ToTAL Expense —
Ratib =
# Profit
Ratio = h
Net Profit
Nee SOt ——-

2. Which year was a better one for Ramona?

3. How much greater were Ramona's first-year profits than her first

predictions?

4, What is the sum of the profit and expense ratios?

31
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Discussion Questions

2
1. .Were Ramona's initial goals for her business realistic? Tid she meet
ry
them? Do you think her business was a success in her eyes and in the

eyes of the bank and the community?

2. Why is Ramona concerned about her declining profits? She still has

more than enough to live on..

3. List as many reasons as you can think of for sales of a nursing

N
service to decline.

Group Activity (

1

Here are some new facts about Ramona's business. Read them and
develop a plan to get her business back on the right track, with profits

growing again. -

1. Work orders from nursing homes continue to decrease.

2. One of Ramona's competitors becomes ill and decides to close his

business.

3. Ramona has been receiving calls asking if she sends nurses into

homes for private cases.

4. Ramona has been feéliné overworked and has been thinking about

hiring a part—time assistant.

5. Ramona would like to redecorate her office. She never éid much

to it when she opened.




SUMMARY

Nursing services provide qualified nursing staff to hospitals,
nursing homes, and private homes, usually on a temporary basis.
Services vary in size. They can fill a variety of needs. Previous
nursing and business experience and a true liking of people are help-
ful qualities for a nursing service owner to have. There is a grow-
ing need for nursing people throughout the country. But the future
nursing service owner will face certain problems in the market. The
successful owner will try to offer unique service in a. personalized

way. - -

Once you have decided to open a nursing service, you must do
several things. You must look at the need for services and the
existing competition and choose a suitable location for your busi-
ness. Your office should have a central and convenient location so

staff can visit easily.

In addition, you will need to apply for a loan. To do this, you
will need to provide a description of your business and a statement
of financial need. The amount of money needed to start a nursing
service depends cn the size and kind of business you plan to start.

You are, however, likely to need to borrow some money.

Once you get started, you need to run the busiress. This
involves hiring and managing people, orgarizing the work, setting

prices, advertising, and keeping financial records.

Hiring nurses to work for your service involves several activi-
ties. You must review their applications, interview them, and check
.their personal references. Keeping the people you hire and the

-facilities you serve happy requires attention to certain details.
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You should establish good personal relations, offer special benefits

and services, and state your policies.

Organizing the work of a nursing service involves keeping track
of and scheduling the work. You must keep records$ on the availability
of each nurse and work orders so that requests can be filled promptly.
You must decide which tasks are more important and set up a schedule

to get them done.

In setting prices, you must consider five main things. These are
supply and demand, competition, cost of workers, operating expenses,
and profit. You must set prices for your customers and wages for your
nurses. There are many ways to sell your services. These include

letters and visits, the Yellow Pages, newspapers, and referrals.

Keeping good financial records is a necessary part of running a
nursing service. 1lt involves properly billing customers for services
provided, regularly keeping track of the business' income and

expenses, and figuring out yearly profits.

In order to own and ope~ate 3 5uccessful‘nursing service, you
need training in nursing, work experience, and the special business
management skills we have covered in this module. If you have not
had a course in nursing, you should probably take one before deciding
to own a nursing service. You can learn business management skills
through business classz2s, experience, or by using the advice and

example of an expert.

You may not make a lot of money by owning a nursing service.
However, you would have the personal satisfaction of being respon-
sible for your business and making your own decisions. Think about
how {mportant these things are to you in considering whether you

should start your own nursing service.

-y .
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5.

A nursing service can provide temporary nursing staff to

a. s
b. , and
Co . .

List three personal qualities the owner of a nursing service
should have.
Ae

b.

Ce

List three things the owner of a nursing service can do to
be.ome successful.
a.

b.

Ce

If you open a nu.sing service in Arkansas, you should

a. obtain a license from the State Department of Health.

L. contact the Department of Consumer Affairs to find
out the legal requirements.
¢c. become bonded by a local bonding agency.

d. register with your local Chamber of Commerce-

List two things to think about when choosing a location for a
nursing service.
a.

b.




6. John Lund plans to open a nursing service that w. . serve a
25-mile area from Lindley to Monroe. Most of his customers
will be closer to Monroe. Which of the following locations
should he choose?

a. A first floor office on Main Street in Monroe. Rent

is $350/month.

b. His own garage. He is midway between Lindley and
Monroe and the rent is free.
c. A small office near the freeway, about halfway

- between Lindley and Monroe.

7. List at least three of the important parts of a business
description.
a.

b.

Ce

d.

e.

8. Marla Carter's starting egpenses for her new nursing service
are $34,075. She had $5000 of her own money to invest and
$3500 from her parents. How much money will Maria need to

borrow?

9. Elmhurst Nuréing Service has one part-time RN on its staff.
Which of these tasks should the RN be assigned to do?
a. Write an ad for the Elmhurst Tribune
b. Visit the Director of Nurses at Elmhurst
Hospital i
c. Prepare the -ursing staff's paychecks

d. Answer telephone requests from customers

Q
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Aruitoxt provided by Eic:

10.

11

12.

13.

The following LVNs apply to wovk for Maria Carter's new Nursing

Service. She felt all but one was qualified. Who was NOT?
a. Linda Riley, two years of experience, good record,
nice'personality
b. Bud Nelson, six years of experience, working on RN,
good references
¢. Sylvia Tappan, four years of experience, chain
sqoker, talked too much
d. Fran Cortez, one year of experience, excellert record,

young

List three main ways a nursing service owner can keep her or

his nurcing staff happy:

The most important piece of information on an employee summary
form is found under

a. comments.

b. referred by.

c. preference.

d. availability.

Which of the following tasks wouia Maria Tikely consider most

R Nl e

importan n her daily schedule?
a. Billing customers
b. Filling job'orders
c. Writing paychecks

d. Interviewing nurses




Local hospitals pay hourly wages of $8.25 for RNs, $6.15 for

LVNs, and $4.00 for NAs. Maria's two competitors pay the follow—
ing: $8.75, $6.60, $4.50; and $8.90, $6.85, and $4.65. Maria
would like to compéte on wages, but she knows she must keep her
costs down. What should she probably pay?
____a. $8.00, $6.00, $3.85 .

b. $8.25, $6.15, $4.00

c. $8.75, $6.60, $4.50

d. $9.00, $6.75, $4.75

15. To advertise a new nursing service to local hospitals, the very
first thing you should do is
a. visit all the hospitals in the area.
b. place an ad in tﬁe Yellow Pages.
c. place an ad in the iocal newspapers.

d. get local doctors to refer you.

16. A good newspaber ad should include all of the following: ‘
a. name and address of business, headline, and illustration.
b. name and address of business, illustration, and copy.

c. name and address of business, headline, and copy.

d. headline, copy, and iilustration.

17. List four types of information needed on a customer billing form.

| SN ‘A
o P
.

18. Which of the following information does a daily cash sheet
include?
a. Cash sales and payments .
b. Cash sales, payments, and profits
c. Cash sales, payments, and debts
_____d. Cash sales, payments, profits, and debts ’




19. Maria's first-year records show total sales of $150,000 and
total expenses of $120,000. Compute the following.
a. Net profit = §

-~ —b. Profit ratio = $

c. Expense ratio = $

20. Maria's profits decrease in her second year. List three things
she can do to increase profits.
a.

b.

C.

21. List two thingé Maria can do to increase sales.

a.

b.

~—
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PROJECT PRODUCTS

Entrepreneurship Training Components

Vocational Discipline ’ Module Number and Title

seneral Module 1 - Getting Down to Business: What's It All About?

Agriculture Module 2 -~ Farm Equipment Repair
Module
Module
Module
Module

- Tree Seivice
- Garden Center

Fertilizer and Pesticide Service

[ Y S
1

-~ Dairy Farming

Apparel Store

~
]

Marketing and Module
Pistribution Module 8 =~ Specialty Food Store .
Module 9 - Travel Agency

Module 10 - Bicycle Store

Module il - Flower and Plant Store

Module 12 - Business and Personal Service

Module 13 - Innkeeping

Health Module 14 - Nursing Service
Module 15 - Wheelchalr Transportation Service

Module 16 - Health Spa
Business and Module 17 - Answering Service
Ofiice Module 18 - Secretar:al Service
Module 19 - Bookkeeping Service
Module 20 - Software Design Company

Module 21 -~ Word Processing Service

dccupational Module 22 - Restaurant Business
Home Econoalcs Module 23 - Day Care Center

Module 24 - Housecleaning Service

Module 25 - Sewgng Service .

Module 26 - Hohe Attendant Service

Tecnnxrcal Module 27 -/Guard Service

Module 28 - Pest Control Service

Module 29 - Energy Specialist Service

Trades and Module 30 - Hdarr étylxng Shop
Iadustry Module 31 - Auto Repair Shop

Module 32 ~ Welding Business

Module 33 - Construction Electrician Business
Module 34 - Carpentry Business

Module 35 - Plumping Business

Mcdule 36 - Air Conditioning and Heating Service

Related Resources

wesource Guide of Existing Entrepreneurship Materials

Handbook on Utilization >f the Zntrepreneurship Training Components
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