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NOTICE.

This book is the property of the Institution, and it lost,
destroyed, or rendered unfit for future use, the person

responsible for it will be liable to a fine of five shillings.

It must on no account be taken away from the Hospital
except when a nurse is engaged in outside work, and it

must not be shewn to any patient.
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Rules for Nurses

AT

The Retreat, York.

APPROVED BY THE COMMITTEE OF THE RETREAT,

May 138TH. 1902

York :
William Sessions, Printer, 30, Coney Street.
1902.
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INTRODUCTION.

The Retreat was founded in 1792 by William Tuke,
Lindley Murray, and other members of the Society of Friends,
in order to provide a home for the care of persons afflicted in
mind, where they would be treated, not with the harsh methods
then customary, but with kindness and sympathy. It was,
moreover, the first Institution for the Insane in this country
to adopt and carry out such humane treatment, and the
principles then adopted are now generally recognised.

From the first, persons were admitted at nominal rates
and in many cases without any payment whatsoever. The
charitable aims of the founders are still kept in view, and
about one-third of the patients are received at rates much
below their cost.

The government of the Retreat is vested in 40 Directors
who appoint the Committee of Management ; the Directors
and Committee rendering purely honorary service.

The Committee are wishful that the high ideals of the
founders should ever influence the Staff, so that the traditions
of the Retreat may be worthily upheld. For its good manage-
ment, due order and discipline are necessary, and the
following Rules and Instructions have accordingly been
drawn up with the intention of assisting the Nurses in the
faithful and intelligent execution of their duties.

The Committee recognise that the work of nursing the
insane is frequently arduous, and calls for much self-denial
and patience. Mental disorder is one of the saddest forms of
human affliction, and those who honestly strive to alleviate
this suffering, and to minister to the needs of the afflicted in
mind, are undoubtedly performing true Christian service.
The Committee extend to the nurses warm sympathy and en-
couragement in their work.




=

General

B T T o SR T 5 v e e PR A TR L o

RULES FOR NURSES.

L

It must always be remembered that the comfort

observations - F 2 z
on the treat- and happiness of the patients, and in many cascs

ment of
patients.

Straight-
forwardness
ezzential.

the prospect of their recovery, largely depend
upon the manner in which the nurses perform
their duties.

Kindness, tact, firmness and good temper;
thoughtful attention to duty, patient obedience to

orders, kindly interest in each patient, and orderly

neatness in ward duties are the characteristics of

every good nurse.

I1.

It should be the aim of every nurse to win the
confidence and respect of patients under her
care ; this can only be attained by being straight-
forward and upright in all her dealings with them.
Nurses must never make promises which they
cannot perform, and must always avoid deception
and prevarication.

I1I.
The patients must always be treated with uniform
kindness.

Penalties for ~ Apy ijll-treatment, unkindness or harshness in

unkindness.

Vs AR R

word or deed will render a nurse liable to
immediate suspension and subsequent dismissal.
The penalties imposed by law for illtreating or
wilfully neglecting a patient are stated in the
appendix, (See page 15).

A nurse concealing the ill-treatment of a patient

by another nurse will be considered equally guilty.
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Control of
vialent

patients,

Care of
=uicidal
Cases,

Seclusion

3

When it is necessary to exercise authority over
patients the nurse must never be peremptory or
speak harshly : firmness must be asscciated with
gentleness of manner, having due regard to the
patient’s feelings and limitations.

IV.

Should it be absolutely necessary to control a
violent patient, additional assistance must be pro-
cured When the patient sees that resistance is
useless she will seldom attempt it.

No nurse must ever struggle single handed
with.a patient except under grave emergency.

Should a struggle be unavoidable the knees
or elbows must never be placed upon the body of
the patient.

V.
Special * Suicidal notices” are issued by the

medical officers for every patient disposed to

self-injury, and each nurse in the ward is required
to sign an acknowledgement.
When the notice says the patient is to be under

' she must not be left

‘‘ continuous observation,’
alone on any pretext, day or night. *Close
observation” means less rigid supervision; the
nurse must know where the patient is and what
she is doing, and must closely, but not necessarily

continuously, observe her actions.
VI.

Seclusion is defined by the Commissioners in

and restraint.

Lunacy as “the enforced isolation of a patient by
day, between the hours of 7 a.m. and 7 p.m., by
the closing, by any means whatsoever, of the door
of the rcom in which the patient is.” No patient
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may be secluded without the sanction of a medical st
officer. en
No patient may be restrained by any mechanical
means whatever unless the Medical Superintendent
should expressly direct the same.
4 E S
(3"‘;L'l*i1fi1j'1ﬁ Nurses must encourage patients to occupy
al el themselves usefully, and, as far as their duties
permit, assist in their amusements and other
pursuits. They must not restrict amusements to
the more intelligent, but endeavour to rouse the Keysa

interest of all. i
VIII.

No favourites.  Nurses must refrain from making favourites of
individual patients and avoid undue intimacy with
any of them.

: IX.

Attitude Nurses should avoid talking to patients on the

H:.T,_:L:il,l::_q_ subject of their delusions and on no account argue
with them, but on the contrary endeavour to
interest them in other matters, or in some other
way divert their attention. It must, however, be i

. remembered that nurses have constant opportu-
nities of observing the patient's mental condition,
and it is an important part of their duty to inform
the Medical Officer of any concealed delusions or
peculiarity.
X
f.‘fﬂfff. Every patient must be encouraged to take a
~ " liberal amount of exercise daily in the open air.
Pure air in the wards and dormitories is of first
importance ; the wvarious rooms and corridors Letyy
must be freely ventilated, and all windows should
be open whenever possible, consistently with the
comfort of the patients.
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Keys and
kmives.

Confidential
position.

Letters,
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X
Nurses are reminded that thorough cleanliness
is of the utmost importance for the maintenance
of the health of the household.
Rubbish must not be allowed to accumulate,
and soiled clothing must be immediately removed
from the bedrooms. It is a nurse's duty to fight

dirt as well as disease.

XL

Keys must be displayed as little as possible and
care must be taken to avoid noise in using them.
Pass-keys are not to be lent to patients. Any
nurse losing keys, knives, or scissors, must
instantly report the loss. The leave of all nurses
in the department may be stopped until the lost
articles are recovered.

Nurses going beyond the grounds must leave
their keys with the gatekeeper.

X1II.

Nurses in the Retreat must understand that
they hold a confidential and responsible position.
They are strictly forbidden to gossip about the
patients or their doings, and the names of the
patients must not be mentioned in the presence of
strangers. Correspondence with the friends of

the patients is not allowed.

XIV.

The letters written by patients are to be placed
in the box for the purpose, or given to one of
the medical officers. Nurses are not permitted
to post letters for patients nor to assist them tu




P | SwT——; - o P S B P " cayE A

communicate with persons outside the institution,

except when authorised by the Medical Superin- Loy
tendent. s
XV.
Visitors. No nurse may entertain any visitor, nor may a

visitor be admitted to see the Institution, or have
access to any of the galleries or dayrooms without
the permission of the Matron or one of the
Medical Officers.

XVL.

Gratuities. Nurses are not allowed to receive perquisites of
any kind, nor to buy or to sell anything from or to
the patients, nor to receive gifts or money from
the patients or their friends, nor from visitors to

- the Institution without the consent of the Medical st
Superintendent.

XVII.

f':ll;:itlfhf:l”d Without special authority attendants and men

departments.S€rvants are not to be admitted to the 5‘21]|[:l'§:.‘:—'~,
day-rooms, or private pleasure grounds on the
women’s side; nor must nurses enter the men's
departments.

Before breakfast and after sunset, nurses are
not allowed to use the general pleasure grounds,
but only the private gardens used by the female
patients, viz.—the terrace, West Villa and Ladies'
Inner Gardens.

XVILI.

Stimulants.  Nurses whilst on the Retreat premises, are
required to abstain from alcoholic beverages,
unless prescrited for medicinal purposes by one
of the Medical Officers,
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Ketreat.

General
duties of

Sisters.

Reports.

e i e T e

XX,

If any servant of the Retreat is aware of serious
misconduct on the part of any one employed in
the Institution, a report must be made to one
of the officers. It follows therefore that any
ill-treatment of a patient or anything likely to
injure the patients or the property of the Retreat,
or that may bring discredit upon the Institution
must be reported without delay to the Medical
Superintendent or his deputy.

XX,

(1) The Sisters are responsible for the welfare
of the patients in their wards and the good order
of the rooms, furniture and clothing.

(2) The Sisters must immediatelv report to a
Medical Officer any unusual illness, accident or
injury.

Every evening she must give a written report
to the Matron upon the events of the day, especially
noting :—

The occurrence of fits, accidents, violence,
complaints or any unusual circumstances.

What patients have been visited and by
whom.

What patients have been beyond the grounds
and with whom.

Names of patients in bed, refusing food, or
under treatment.

Duration of seclusion (if any).

Illness of any of the Staff.
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Weighing.

Inventories.

:'|||_<'|:i=.'|h::‘.m|rl:'
of order.

Instructions
to ril:.[:ﬂﬂy.

(3) Drugs and medicines must be kept under
lock and key in the cupboard for that purpose.
‘The Sisters are responsible for their care and
distribution.

(4) All patients must be weighed monthly, and
a record of the weights kept for reference.

(5) Careful inventories of all the belongings of
the patients, of the cutlery and household linen
are to be kept by the Sisters and revised at least
every six months.

Lists of the Linen sent to the wash each week
must be kept, and if any articles are not returned
within eight days written reports must be made to
the Housekeeper.

(6) The Sisters are expected to maintain dis-
cipline during hours of duty, and to supervise
efficiently the work of the nurses and maids in
their wards. They are to teach the probationers
their duties, and as far as possible assist in their
training.

(7) Before going off duty each Sister must
fully inform her deputy respecting the needs of
her patients, especially in the case of the sick or
infirm.

Information necessary for the guidance of the
night nurses must be written each evening in the
night report book, and before leaving the ward
the Sister must satisfy herself as to the safety

and comfort of all her patients.

XXL

New patients. (1) New patients should be treated with marked

kindness. There should be no deception or con-

B e R T UNIE T e
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cealment as to where they are, but everything
must be done to reassure and comfort them. They
must be dealt with very cautiously until their
habits and tendencies become known.

(2) Unless instructions to the contrary are
received, every patient, as soon after admission as
convenient, is to be given a bath by the Sister of
the ward (vide Bathroom rules). She must be
weighed and measured and her temperature
taken, and her pulse and respirations counted.
Report as to injuries or any abnormal conditions
must be promptly made, in writing, to the Medical
Officer on duty.

(3). The Sister in charge must also make a
careful inventory of the clothing and other
belongings of the patient ; valuables and money
must be taken to the office for registration, and
knives, matches and other dangerous articles

taken away and locked up safely.

XXIL

(1) The Sisters are also responsible for the
proper service of the meals required in the wards
and in particular they are to supervisc the feeding
of the sick and infirm.

(2) In the event of a patient not taking
sufficient food, report must be made to a Medical
Officer at his next visit. Nurses are not to
administer food forcibly under any circumstances.
The utmost tact and patience must be exercised
in such cases; small quantities only should be
presented, and the reasonable wishes of the patient

met as far as practicable.
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(3) Waste must be avoided and no patient
should be allowed to take too much food.

(4) No extra diet must be given without a
written order from a Medical Officer.

(5) Knives and forks must be counted after
every meal.

XXIII.

Bathing. (1) The Sisters are personally responsible for
the bathing of the patients.

(2) Every patient as scon after admission
as possible, once each week afterwards, and
immediately before discharge, shall have a warm
bath unless a Medical Officer gives directions to
the contrary. Any injuries, eruptions, or signs of
disease that may be noticed must immediately be
reported to the Matron. s

(3) No patient refusing to take a bath shall be
compelled to do so without medical authority.
In all cases where compulsion is sanctioned the
Matron must be informed when the bath is to be
given. No patient’s head is under any pretext
to be forced under water.

(4) Without the sanction of a Medical Officer
no patient shall be allowed to take a bath except
in the presence of a nurse; nor shall a patient
be left alone during any bathing operations.

(5) In preparing a bath the cold water is always
to be turned on first and the hot water added
afterwards until the bath reaches a temperature
of not less than go and not more than g7 degrees
of the thermometer, Fahrenheit scale. The ther-

- L e e e B I ot e i - e e AL & ¢ e m e g 7wkt e R e 21w . A e
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mometer is to be used in every bath and the
temperature must never be guessed at, nor judged
13 by the hand. In case the thermometer is injured
or broken all bathing shall be suspended until
Bl afier another has been procured.
(6) Lkvery patient after the weekly bath is to
be provided with clean underclothing.
(7) The cases covering the taps are to be kept
locked when the baths are not in use and no

patient is ever to be permitted to turn on the

Imiesicr water.
s, and (8) Cold, shower, Turkish and all kinds of
special baths are only to be given or allowed in
$ 10 : accordance with orders from a Medical Officer.
tlely be XXIV.
Nursing at (1) The Night Sister is responsible for the
chall be et welfare and safety of the female patients during
ot the night. She must visit or cause to be visited
each of the female wards at least once an hour,
| and shall pay particular attention to the sick and
\ infirm, the suicidal, and those of unclean habits.
''''' : In the event of any sudden illness, unusual
change, or unexpected death of a patient a Medical
| Ofcer Officer must be at once informed.
:U:_.f!. (2) The night nurses must constantly be on
patied guard against an outbreak of fire and be familiar
; with the position of and manner of using the fire
jalway? appliances and escape staircases.
faﬁ'ld (3) The Night Sister shall see that the day
eratur nurses and maids are in their bedrooms, and lights
degTt® extinguished, at the appointed time.
et
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(4) Before going off duty the night sister must
enter in the night report book in each ward par-
ticulars as to sleep and any change in the patients
during the night, and she is to supply to the medical
officers a detailed report of the events of the night
in the book provided for the purpose.

XXV.
?l\'lll_'ﬂrﬁ' daily (1) When on duty Nurses and Probationer
duties. i : T . .
are responsible to the Sisters, whose instructions
they must faithfully carry out.

(2) They are not to leave the ward without the
sister's permission.

(3) Punctuality in all the daily routine must be
strictly observed.

(4) All works borrowed from the Nurses' library
are to be duly entered in the book provided; they
must not be left about nor lent to patients.

XXVL
}-j‘f'“ﬂ_'*'ﬁ and  Nurses must diligently attend the lectures,
LXamina=-
tions. demonstrations and periodical examinations. I hey
are expected to enter for the examination for the
certificate of the Medico-psychological Association
=] L]
and for the Certificate of Training given by the
Retreat Committee.

XXVII.

Leave of

] All leave of absence is conditional upon the
d s ce

needs of the Institution. In case of emergency
any nurse may be required to remain on duty.
Nurses must not absent themselves bevond the

allotted time without the express sanction of the

e e B B SRR <y i o e e A 8w L e s s g
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Precautions
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Matron. If from illness or other cause a nurse

cannot return at the appointed hour the Matron

must be informed at once by wire or messenger.

XXVIIIL.

(1) Care, order, and cleanliness are the best
preventives against fire, especially care with mineral
and other inflammable oils and spirits, and with all

movable lamps and candles.

(2) Protect all fireplaces with a guard. Coals
should never be piled upon the top bar of a grate.
Live coals must never be carried from one room to
another. Ashes must not be thrown out until
thoroughly extinguished. Do not leave wood to
dry before a fire, or in an oven, during the night,
nor leave clothes drying so that a coal could pos-
sibly reach them.

(3) Use only safety matches, and do not leave
them lying about. See that every match used is
quite extinguished before it is left. Matches may
not be given to patients.

(4) All candles in use must be protected with a
glass shade. No candle or gas flame must be so
situated that a curtain or loose papers can be blown
into it.

(5) Any smell of gas must be at once reported.
Do not seek for the escape with a light. When
an escape of gas is discovered, open all the doors
and windows, extinguish all fires and lights, and
turn off the gas at the meter.

(6) Gas in Patients’ Bedrooms must be turned

out by the tap outside.
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(7) A smell of burning or an excess of smoke
must be reported at once, and its source ascer-
tained without delay.

(8) Fire buckets must always be kept full of

water, and in the places appointed for them.

XXIX.

.JJ'-‘-*tJ'H-:‘tili?!lf* 1. Do not act hurriedly, but think first what

ia':-ﬁ.'m " is best to be done, and then prompt action may
prevent a serious fire. The safety of the Patients
must be the first consideration, and measures for
extinguishing the fire the second.

2. The best way of extinguishing a small fire

is to prevent the access of air to it, by smothering
it with a rug, coat, counterpane, blanket, or heavy i
curtains, and then stamping upon it vigorously.
In doing this women must be very careful of their
own clothing. In throwing water over a fire,
remember that unless a large supply is close at
hand the water must not be wasted ; and that as
large a surface as possible of the burning material
must be covered with water lightly thrown over
it. For this purpose a hand-pump is better than
a bucket.

3. If the fire cannot be put out at once by
these measures,

(1) Break the glass of the nearest Fire Alarm
Box—this will summon the Fire Brigade
and the Officers of the Retreat.

(1) Call up the Nurses and Maids near at hand.

4. Close windows and doors near a fire, at
once.

) B e L T R e e R T LT R Tt ]
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Minlk:
' 5. If smoke is thick, and it is necessary to pass
o along a passage or across a room, cover mouth and
nose with a wet flannel, handkerchief, or stocking,
and crawl along on hands and knees.

6. If the clothes catch fire, the person should
immediately lie down upon a rug, blanket, or
thick shawl, and roll it tightly round the limbs
and body.
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Rules for Nurses engaged in private nursing and

having charge of patients outside the Institution.

The Rules for Nurses at the Retreat, except such as are,
on the face of them, clearly inapplicable, regulate the conduct
of Retreat nurses in charge of patients privately. Such
nurses should remember that, though away from the Retreat,
they still belong to it, and that their position is ore which
specially calls for loyalty to its traditions, and regard for its

reputation,

']ll'hﬁ' -"-]i*:flii?'] I. The nurse must look to the Medical Attendant
'Il!['jll:]:::-*-:].:hl! for her instructions, and faithfully carry them out.
She must inform him promptly and without
reservation of everything of importance respecting
the health and conduct of her patient.
Diary and 2, The nurse must day by day enter in her
EL diary all facts of importance relative to the case
under her care. In particular, any points of diffi-
culty which may arise must be promptly recorded.
In acute cases the nurse must also keep a record
of all the events of the day, noting details as to
the mental and bodily condition of the patient.
This record should be produced for the inspection
of the Medical Attendant at each visit.

]’:ltifjflﬂ not 3. Unlike the patients at the Retreat, who, as
usually o ; i
cerlified a rule, are certified as of unsound mind, patients

under private care are usually not so certified, and
in consequence there is seldom any legal authority
for limiting their freedom.

R R R - T R B L T L
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Eand A nurse must not, therefore, on her own
. responsibility, interfere with the freedom or with

Jtion, the correspondence of a patient, If circumstances
render such course necessary it must only be

taken under definite instructions from the Medical

1 arp Attendant and of a responsible relative of the

:-j|;:_~; patient.

Such Letters. Letters addressed to the Medical Attendant, the
letreat legal adviser of the patient, or to the Commission-
which ers in Lunacy, must not under any circumstances
for its be delayed or interfered with.

:.ﬂ]::ﬁ]tl 4. The observance of No. II. of the Retreat
. tli:qul'lcﬂl Hilltc:r'-s, respecting straightforward dealing with
. patients, presents many difficulties in private
n' nursing. The nurse is, however, strictly enjoined
""li_“"l not to be party to any deception of a patient, and
peciing to avoid making promises she cannot perform.
e ﬁ.::;lrii{cl.l;.:::.ifl': 5. The confidential nature of the work must
in het nurse. ever be borne in mind. The nurse must strictly
e case abstain from gossip and avoid undue intimacy with
i diff any member of the household.
sorded. She should be careful not to give needless
record trouble in the house, and should make her own
jas o peirsonal requirements as moderate as possible.
atient. N i o . .
etion :1|LLI|‘:MLL~E 6. The responsibility of declaring a patient to
| be suicidal rests with the Medical Attendant. In
a doubtful case the nurse must ask him for clear
iho, 88 and definite instructions in writing. No nurse
atients must attempt the care of a patient requiring con-
ol and tinuous observation unless sufficient relief is

dhority provided,
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E‘if‘]11l*!”!‘:- 7. The nurse must never on her own respon-
T sibility place a patient in seclusion or use any
kind of mechanical restraint, unless there is
imminent danger of serious accident and assistance

cannot be obtained. In such cases the seclusion

or restraint must only be maintained while the

danger continues, and the fact that either has

been resorted to must be reported with the least

possible delay to the Medical Attendant. In every

case in which seclusion or mechanical restraint

is used a written report must also be made to the

Medical Superintendent of the Retreat.

:‘i":jhl‘::TLL' 8. If a nurse is asked, by whomsoever it may othe
el be, to do anything inconsistent with these rules Ter
she must communicate at once with the Matron or ‘ lect
Medical Superintendent of the Retreat. She o
should also do so freely when in doubt as to her e
right course of action in any case. She must
inform the Matron without delay, if from ill-health ':H:II:
or any other reason she is unable properly to 3
discharge her duties.
lun
o
sha
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Wt STATUTORY PENALTIES.

ain -

the - .

LuNacy ACT, 1800. (Sec. 322 and Sec. 323).
“1f any manager, officer, nurse, attendant, servant or

- other person employed in an Institution for lunatics, or any
s person having charge of a lunatic, illtreats or willully neg-
o lects a patient, he shall be guilty of misdemeanour, and, on
ahe conviction or indictment, shall be liable to fine or imprison-
) her ment at the discretion of the court, or be liable on summary
st conviction for every offence to a penalty not exceeding twenty
galth pounds nor less than two pounds.”
v fo “If any manager, officer or servant in an institution for

lunatics wilfully permits, or assists, or connives at the escape
or attempted escape of a patient, or secretes a patient, he
shall for every offence be liable to a penalty not exceeding

twenty pounds nor less than two pounds.”

.........




6-30 a.m.

7=0 a.m.

J-30 a.imn.
7=50 a.m.

3-0 a.m.

[0-30 a.m.
[1-30 a.m.

12-0 noon.

-0 p.mm.

J-]_':,' p-m.
2-30 p.m.
4-30 p.m.

5-0 p.m.
8-0 p.m.
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TIME TABLE.
Nurses' Breakfast.
Nurses on duty.
Sisters’ Breakfast.
Night Nurses off duty.
Sisters on duty. Night Nurses' Dinner.
Sister and Nurse on the Terrace.
Night Nurses in bed. (Wednesdays and Satur-

days at 9 a.m.).

First Dinner for Nurses.
Second Dinner for Nurses.
Sisters’ Dinner.

}: hour later on Sundavys,

Sister and Nurse on Terrace.
I'irst Tea for Nurses.
Second Tea for Nurses.
Night Nurses' Breakfast.

g ' o - . e 4
8-30 p.m. Nurses' Supper. Night Nurses on duty (Wed-

nesdays and Saturdays g-0 p.m).

—

8-45 p.m. Sisters' Supper. :

9-30 pm. Night Sister on duty. j

[0-0 p.m Nurses in bedrooms.

[0-30 p.m. Nurses in bed and lights out

' |

LEAVE OF ABSENCE, |

One half-day and one whole day on alternate weeks. A 1|
half-day on two consecutive Sundays : on the third Sunday
one hour. Once in three weeks, four hours on Saturday or

Monday. One hour each full working day exclusive of meal -

times, .

Night Nurses—1 Night every three weeks, r

; |

HOLIDAYS. |

= |

Sisters—3 weeks. '

Nurses—2 weeks, in jrd and 4th years 3 weeks. s

Special Probationers— 3 weeks,
|
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FIRE RULES.

Approved by the Retreat Committee, August, 1921.

Precautions Against Fire.

e ———

ARE, order and cleanliness are the best preventatives.
Special care should be taken with all moveable lights
and candles.

Beeswax and turpentine, floor polish, cleaning cloths
and all other inflammable materials must be kept in safe
places.

Waste paper and rubbish must never be allowed to
accumulate.

Protect all fireplaces with a guard. Coals must never
be piled upon a fire so that any can fall out as the fire burns
away. Live coals must never be carried from one room to
another.

Wood must not be left to dry before or near a fire.

Clothes which are drying must always be placed so that
no spark or ember can possibly reach them.

Safety matches only may be used.

When candles are used they must be protected with
¢lass shades.

Any smell of gas must be at once reported. Do not seek
for an escape of gas with a light, but at once open all doors
and windows, extinguish naked lights near at hand, and if
the escape cannot be readily stopped turn off the gas at
the meter. An escape from a defective pipe can be tem-
porarily stopped by soap or putty. Gas in patient’s
bedrooms must be turned off by the tap outside whenever
possible.

A smell of burning or unusual smoke must be imme-
diately reported, and its source ascertained without a
moment’s delay.
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Indoor Appliances for Use in
case of Fire.

Every member of the Staff must be familiar with the
position and manner of using the wvarious appliances
provided against fire.

The Charge Attendants and Ward Sisters are responsible
for the appliances in their respective departments being in
good working order, and in their appointed places. They
are also required to see that the exit staircases are free from
obstruction.

Should any piece of apparatus be defective, written
information should be given at once to the Engineer.

In every department the following appliances are
available :—

Fire Extinctors.

Fire Buckets.—These must always be kept full of
water.

Foot Pumps—To be used with a fire bucket to give
a jet of water.

Corridor Fire Pumps are on each landing, and can
be wheeled as close as possible to the fire.

Hatchets to break windows if needed.

Exit Staircases—The keys to open the fire staircases
will be found in glass boxes.

Automatic Fire Alarm Boxes are in every depart-
ment, and in connection with some of them are
automatic thermometers, which give an alarm

directly the temperature reaches a certain point
(¢.g., in the Joiner’s Shop, Laundry and Steward'’s
Office).
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On breaking the glass in one of the alarm boxes, fire
ells will ring among other places, in the following :—

Captain of Fire Brigade's House.
Deputy Captain’s Room.
Superintendent’s House.
Assistant Superintendent’s House.
Secretary’s House.
Nurses' Hostel.
Engineer's House.
Engineer’'s Basement.
First Gallery.
Nurses' Home.
Top Centre.
Lower Centre.
Gentleman's Lodge.
The fire bells ring continuously until the danger has
passed or until the responsible official stops them.

Outside Appliances in case of Fire.

Every male servant must be thoroughly familiar with
the position and manner of using the following appliances
in case of fire :(—

The Fire Hydrants.
The Hose and Branch Pipes.
The Fire Escapes and Ladders.

Fire drills will be frequently held, so that every
attendant, artisan and male servant may know the exact
position of the above appliances and be proficient in their
use.




The Fire Brigade

consists of the Men’s Captain, the Women’s Captain, and
their Deputies, together with two men and two women on
special fire duty. ‘They will have the assistance of the
Indicator Officer in control of the telephones.

The Men's Captain will have three deputies, so that
at any time, day or night, he, or a deputy, will be free to go
to the site of a fire immediately an alarm is raised.

He is in charge of all operations in case of fire, and his
orders are then binding on all the staff, except those with
definitely assigned duties.

He is responsible for :—

(1) Organisation of the Fire Brigade.

(2) The training of the staff in the use of fire
appliances and exit stairse

(3) Reporting all cases of neglect of fire duty, defects
of apparatus, or anything that interferes with
efficiency.

(4) Once in three months, giving to the Committee a
written report of his work,

When a fire occurs, the Captain and his deputies are to
go immediately to it and endeavour to extinguish it. If it
is too large to be put out readily, one of the deputies or
other member of the brigade must at once organise the
removal of all patients who are in prospective or actual
danger, to a place of safety.

Meanwhile the Captain must supervise all efforts being
made to extinguish the fire.

If he finds the fire is beyond control, he has authority,
at his discretion, to call the York City Fire Brigade.
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The respective duties of the men’s captain, and the
women'’s captain cannot be defined in advance, but they
will have practised together so as to understand one another.

The women's captain will :—

(1) Organise the women’s section of the fire brigade.
(2) Train the women’s staff in the use of apparatus
and exits.

The Women’s Captain or her deputies are, in like
manner, to proceed to the site of the fire immediately an
alarm is given. The two members of the female staff
on special fire duty are alse to go immediately to the fire.

(3) If the fire is on the Women’s Side, the Women's
Captain or, in her absence the senior deputy,
must at once organise the removal of all
women patients to a place of safety. If the
fire is on the men’s side, she will organise a
constant supply of water and bring buckets,
foot pumps, and extinctors.

The Indicator Officer, or her deputy, will be in full
authority in the front hall and be responsible for the
indicator, the telephones, and the handing on of messages
and orders.

If additional help is needed at the site of the fire, or
anywhere else, the indicator officer will be able to summon
assistance from portions of the institution not in danger.

All able-bodied members of the staff are to be
familiar with the position and use of all the indoor apparatus
and escape stairs. The respective captains will be res-
ponsible for preparing a rota, and they will submit at least
once a week to the Superintendent, the names of members
required for special fire duty. This will only be needed
when the numbers of the staff on the premises are so reduced
that none are free to give assistance in case of fire.
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When the Fire Bells ring—
In the case of an alarm of fire, the following procedure
is to be adopted :(—

(1) The Captains, Deputies, and those on special fire
duty will proceed to the site of the fire.

(2) Nurses, male and female, and ward maids will
at. once proceed to their respective wards,
unless they are on special fire duty.

(3) The Indicator Officer and Deputies take charge
of the indicator and telephones, and hand
on instructions issued by captains or deputies.

(4) The artisans, gardeners, and those without special
duties must wait in the front hall for instruc-
tions.

On Discovering a Fire

Attempt immediate extinction if the fire is within reach
and it is small in compass

() By Smothering it—
The best way of extinguishing a small fire is to
prevent access of air to it, by smothering it with
a rug, coat, counterpane, blanket or heavy curtain,
and then stamping upon it vigorously.

Women must be very careful of their own clothing
in doing this, and remember that flannelette, cotton,
and muslin are very inflammable.

() Throwing Water—

In throwing water over a fire, remember that
unless a large supply is close at hand, the water
must not be wasted, and that as large a surface as
possible of the burning material should be wetted.
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Bring one or more Extinctors to the fire, and
direct the jet of water over the fire.

Supplement this with Buckets and Foot Pump,
and the Corridor Fire-pump.

In case of A SERIOUS OUTBREAK OF FIRE
which cannot be immediately extinguished

(1) Break the glass of the nearest alarm box.
This should bring the fire brigade in less than
two minutes.

(2) Quietly call up the members of the staff near at
hand, and send one to call the Medical Officers.

(3) Take the following measures without waiting for
assistance :-

(z) If patients are in danger.

(1) Open all bedroom doors, beginning with those
nearest the fire.

(2) Open doors to exit stairs and leave them all
open.

(b) If no immediate danger to life.
(1) Turn on water in nearest bath.
(2) Close all windows and doors near fire.

(3) Bring up Extinctors and Corridor Fire Pump.

SPECIAL POINTS.

The Safety of the Patients must be the first consideration.

Calm and Orderly Conduct on the part of the staff will
inspire confidence in the patients and prevent panic.
The patients and staff should be roused as quietly as
possible, Suicidal patients must not be left,
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When Smoke is thick —If necessary to cross a roomi, OT
pass along a corridor, cover your mouth with wet flan
or stocking or handkerchief, and crawl on hands and
knees.

Clothing on Fire.—The person must lie down, and
rolled tightly in a rug, blanket, or thick shawl.

Chimney on Fire.—Rake out fire and block chimney with
wet sack, dust sheet, or anything that will cut off ‘he

supply of air yet will not burn readily.
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NURSES WASHING.

WEEKLY ALLOWANCE.

R

Aprons.

b2

Collars.

Pairs of Cuffs.

Qo

1 Cap.

1 Pair of Stockings.

6 Handkerchiefs.

6 Articles of Underclothing.

1 Dress.

EVERYTHING TO BE MARKED PLAINLY.
A LIST MUST BE SENT.

NO WHITE PETTICOATS, BLOUSES, DRESSES,
DR FANCY WASHING.
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NOTICE.

This book is the property of the Institution, and if lost,
destroyed, or rendered unfit for future use, the person
responsible for it will be liable to a fine of five shillings.

[t must on no account be taken away from the Hospital

except when a nurse is engaged in outside work, and it

must not be shewn to any patient,
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Rules for Nurses

AT

The Retreat, York.

APPROVED BY THE GCOMMITTEE OF THE RETREAT

May 13TH, 1902

YORK :
William Sessions. Printer, 30, Coney Street,
1902,
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INTRODUCTION.

The Retreat was founded in 1792 by William Tuke,
Lindley Murray, and other members of the Society of Friends,
in order to provide a home for the care of persons afflicted in
mind, where they would be treated, not with the harsh methods
then customary, but with kindness and sympathy. It was,
moreover, the first Institution for the Insane in this country
to adopt and carry out such humane treatment, and the
principles then adopted are now generally recognised.

From the first, persons were admitted at nominal rates
and in many cases without any payment whatsoever. The
charitable aims of the founders are still kept in view, and
about one-third of the patients are received at rates much
below their cost.

The government of the Retreat is vested in 40 Directors
who appoint the Committee of Management; the Directors
and Committee rendering purely honorary service.

The Committee are wishful that the high ideals of the
founders should ever influence the Staff, so that the traditions
of the Retreat may be worthily upheld. For its good manage-
ment, due order and disﬁ:ipliné are necessary, and the
following Rules and Instructions have accordingly been
drawn up with the intention of assisting the Nurses in the
faithful and intelligent execution of their duties.

The Committee recognise that the work of nursing the
insane is frequently arduous, and calls for much self-denial
and patience. Mental disorder is one of the saddest forms of
human affliction, and those who honestly strive to alleviate
this suffering, and to minister to the needs of the afflicted in
mind, are undoubtedly performing true Christian service.
The Committee extend to the nurses warm sympathy and en-

couragement in their work.
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RULES FOR NURSES.
I.
General It must always be remembered that the comfort

obzervations 3 . . . A
an the treat- and happiness of the patients, and in many cases

ment of

i the prospect of their recovery, largely depend
Jlil. Ents.

upon the manner in which the nurses perform
their duties.

Kindness, tact, firmness and good temper ;
thoughtful attention to duty, patient obedience to
orders, kindly interest in each patient, and orderly
neatness in ward duties are the characteristics of

EVETY j_‘;E}G{l nurse.

I1.
f"ih':ii!:hli- It should be the aim of every nurse to win the
lorwardness L r
essential. confidence and respect of patients under her

care ; this can only be attained by being straight-
forward and upright in all her dealings with them.
Nurses must never make promises which they
cannot perform, and must always avoid deception
and prevarication.

I

The patients must always be treated withuniform

kindness.
51’10:1:!:[:]:3i>r Any ill-treatment, unkindness or harshness in
i " word or deed will render a nurse liable to
immediate suspension and subsequent dismissal.
The penalties imposed by law for illtreating or
wilfully neglecting a patient are stated in the
appendix. (See page 15).
A nurse concealing the ill-treatment of a patient

by another nurse will be considered equally guilty.

T R e e i e L o R R e e e e T e L e e ]
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When it is necessary to exercise authority over
patients the nurse must never be peremptory or
speak harshly : firmness must be associated with
gentleness of manner, having due regard to the
patient’s feelings and limitations.

IV.
E.f‘ii‘l'll’:;'t"i of Should it be absolutely necessary to control a
patients. violent patient, additional assistance must be pro-
cured. When the patient sees that resistance is
useless she will seldom attempt it.

No nurse must ever struggle single handed
with a patient except under grave emergency.

Should a struggle be unavoidable the knees
or elbows must never be placed upon the body of
the patient.

£ V.
E,,L::{i't‘ Special ““ Suicidal notices” are issued by the
Cases. medical officers for every patient disposed to
self-<injury, and each nurse in the ward is required
to sign an acknowledgement.
When the notice says the patient is to be under

]

‘““continuous observation,” she must not be left
alone on any pretext, day or night. *Close
observation” means less rigid supervision; the
nurse must know where the patient is and what
she is doing, and must closely, but not necessarily

continuously, observe her actions.
VI
Seclusion Seclusion is defined by the Commissioners in
L l-L'ﬂm:m'Lun.:u:}' as ‘‘the enforced isolation of a patient by
day, between the hours of 7 a.m. and 7 p.m., by
the closing, by any means whatsoever, of the door
of the room in which the patient is.” No patient

P S e LTy e Tty RS AT B e
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Occupations
i ]'lq'LTEt‘I'!f:-i.

No favourites. Nurses must refrain from making favourites of

Attitude
towards

delusions.

Exercise.
IFresh air.

P T T E e L T B

may be secluded without the sanction of a medical
officer.

No patient may be restrained by any mechanical
means whatever unless the Medical Superintendent
should expressly direct the same.

VII.

Nurses must encourage patients to occupy
themselves usefully, and, as far as their duties
permit, assist in their amusements and other
pursuits, They must not restrict amusements to
the more intelligent, but endeavour to rouse the

interest of all.
VIII.

individual patients and avoid undue intimacy with
any of them.
1X.

Nurses should avoid talking to patients on the
subject of their delusions and on no account argue
with them, but on the contrary endeavour to
interest them in other matters, or in some other
way divert their attention. It must, however, be
remembered that nurses have constant opportu-
nities of observing the patient’s mental condition,
and it is an important part of their duty to inform
the Medical Officer of any concealed delusions or
peculiarity.

X.

Every patient must be encouraged to take a
liberal amount of exercise daily in the open air.

FPure air in the wards and dormitories is of first
importance ; the various rooms and corridors
must be freely ventilated, and all windows should
be open whenever possible, consistently with the
comfort of the patients,
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Cleanliness.

Keys and
knives,

Confidential
PosItion.

Letters.

8 T e e g d e s, o A S o TSR
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X
Nurses are reminded that thorough cleanliness
is of the utmost importance for the maintenance
of the health of the household.
[lubbish must not be allowed to accumulate,
and soiled clothing must be immediately removed
from the bedrooms. It is a nurse's duty to fight

dirt as well as disease,

X1

Keys must be displayed as little as possible and
care must be taken to avoid noise in using them.
Pass-keys are not to be lent to patients. Any
nurse losing keys, knives, or scissors, must
instantly report the loss. The leave of all nurses
in the department may be stopped until the lost
articles are recovered.

Nurses going beyond the grounds must leave

their keys with the gatekeeper.

XILL

Nurses in the Retreat must understand that
they hold a confidential and responsible position.
They are strictly forbidden to gossip about the
patients or their doings, and the names of the
patients must not be mentioned in the presence of
strangers. Correspondence with the friends of
the patients is not allowed.

X1V,

The letters written by patients are to be placed
in the box for the purpose, or given to one of
the medical officers. Nurses are not permitted

to post letters for patients nor to assist them tu
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Visitors.

Caratnities.

Male and
fernale
departments.

Stimulants.

communicate with persons outside the institution,
except when authorised by the Medical Superin-
tendent.
Vi
No nurse may entertain any visitor, nor may a
visitor be admitted to see the Institution, or have
access to any of the galleries or dayrooms without
the permission of the Matron or one of the
Medical Officers.
XVL
Nurses are not allowed to receive perquisites of
any kind, nor to buy or to sell anything from or to
the patients, nor to receive gifts or money from
the patients or their friends, nor rom visitors to
the Institution without the consent of the Medical

Superintendent.

XVII.

Without special authority attendants and men
servants are not to be admitted to the galleries,
day-rooms, or private pleasure grounds on the
women'’s side; nor must nurses enter the men's
departments.

Before breakfast and after sunset, nurses are
not allowed to use the general pleasure grounds,
but only the private gardens used by the female
patients, viz.—the terrace, West Villa and Ladies’
Inner Gardens.

XVILI.

Nurses whilst on the Retreat premises, are
required to abstain from alcoholic beverages,
unless prescrited for medicinal purposes by one
of the Medical Officers.
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XIX.

[f any servant of the Retreat is aware of serious
misconduct on the part of any one employed in
the Institution, a report must be made to one
of the officers. It follows therefore that any
l-treatment of a patient or anything likely to
injure the patients or the property of the Retreat,
or that may bring discredit upon the Institution
must be reported without delay to the Medical
Superintendent or his deputy.

XX.

(1) The Sisters are responsible for the welfare
of the patients in their wards and the good order
of the rooms, furniture and clothing.

(2) The Sisters must immediatelv report to a
Medical Officer any unusual illness, accident or
injury.

Every evening she must give a written report
to the Matron upon the events of the day, especially
noting :—

The occurrence of fits, accidents, violence,
complaints or any unusual circumstances.

What patients have been visited and by
whom.

What patients have been beyond the grounds
and with whom.

Names of patients in bed, refusing food, or
under treatment.

Duration of seclusion (if any).

Illness of any of the Staft.

R S - Ter—— a v | w e e
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Medicines. (3) Drugs and medicines must be kept under
lock and key in the cupboard for that purpose.
‘The Sisters are responsible for their care and
distribution.

Weighing. (4) All patiénts must be weighed monthly, and
a record of the weights kept for reference.

Inventories.  (5) Careful inventories of all the belongings of
the patients, of the cutlery and household linen
are to be kept by the Sisters and revised at least
every six months.

Lists of the Linen sent to the wash each week
must be kept, and if any articles are not returned
within eight days written reports must be made to
the Housekeeper.

3':}*”"?"“““‘-‘? (6) The Sisters are expected to maintain dis- {
OIeT,

cipline during hours of duty, and to supervise
efficiently the work of the nurses and maids in
their wards. They are to teach the probationers
their duties, and as far as possible assist in their
training.
:::‘11::133“ (7) Before going off duty each Sister must ]
" fully inform her deputy respecting the needs of
her patients, especially in the case of the sick or
infirm.

Information necessary for the guidance of the
night nurses must be written each evening in the
night report book, and before leaving the ward
the Sister must satisfy herself as to the safety
and comfort of all her patients.

AXL
New patients. {1) New patients should be treated with marked i

kindness. There should be no deception or con-
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Meals.

9
cealment as to where they are, but everything
must be done to reassure and comfort them. They
must be dealt with very cautiously until their
habits and tendencies become known.

(2) Unless instructions to the contrary are
received, every patient, as soon after admission as
convenient, is to be given a bath by the Sister of
the ward (vide Bathroom rules). She must be
weighed and measured and her temperature
taken, and her pulse and respirations counted.
Report as to injuries or any abnormal conditions
must be promptly made, in writing, to the Medical

Officer on duty.

(3). The Sister in charge must also make a
careful inventory of the clothing and other
belongings of the patient; valuables and money
must be taken to the office for registration, and
knives, matches and other dangerous articles

taken away and locked up safely.

XXIL

(1) The Sisters are also responsible for the
proper service of the meals required in the wards
and in particular they are to supervise the feeding
of the sick and infirm.

(2) In the event of a patient not taking
sufficient food, report must be made to a Medical
Officer at his next wisit. Nurses are not to
administer food forcibly under any circumstances.
The utmost tact and patience must be exercised
in such cases; small quantities only should be
presented, and the reasonable wishes of the patient

met as far as practicable.
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(3) Waste must be avoided and no patient
should be allowed to take too much food.
(4) No extra diet must be given without a
written order from a Medical Officer.
(5) Knives and forks must be counted after
every meal.
X XIII.
Bathing. (1) The Sisters are personally responsible for

the bathing of the patients.

(2) Every patient as soon after admission
as possible, once each week afterwards, and
immediately before discharge, shall have a warm
bath unless a Medical Officer gives directions to
the contrary. Any injuries, eruptions, or signs of “;
disease that may be noticed must immediately be
reported to the Matron.

(3) No patient refusing to take a bath shall be
compelled to do so without medical authority.
In all cases where compulsion is sanctioned the
Matron must be informed when the bath is to be
given. No patient’s head is under any pretext
to be forced under water.

(4) Without the sanction of a Medical Officer
no patient shall be allowed to take a bath except
in the presence of a nurse; nor shall a patient
be left alone during any bathing operations.

(5) In preparing a bath the cold water is always
to be turned on first and the hot water added
afterwards until the bath reaches a temperature
of not less than 9o and not more than 97 degrees
of the thermometer, Fahrenheit scale. The ther-
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Nursing at
night.

Il

mometer is to be used in every bath and the
temperature must never be guessed at, nor judged
by the hand. Ip case the thermometer is injured
or broken all bathing shall be suspended until
another has been procured.

(6) Every patient after the weekly bath is to
be provided with clean underclothing,

(7) T'he cases covering the taps are to be kept
locked when the baths are not in use and no
patient 1s ever to be permitted to turn on the
water.

(8) Cold, shower, Turkish and all kinds of
special baths are only to be given or allowed in

accordance with orders from a Medical Officer.

XXIV.

(1) The Night Sister is responsible for the
welfare and safety of the female patients during
the night. She must visit or cause to be visited
each of the female wards at least once an hour,
and shall pay particular attention to the sick and
infirm, the suicidal, and those of unclean habits.

In the event of any sudden illness, unusual
change, or unexpected death of a patient a Medical
Officer must be at once informed.

(2) The night nurses must constantly be on
guard against an outbreak of fire and be familiar
with the position of and manner of using the fire
appliances and escape staircases.

(3) The Night Sister shall see that the day
nurses and maids are in their bedrooms, and lights

extinguished, at the appointed time.
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(4) Before going off duty the night sister must
enter in the night report book in each ward par-
ticulars as to sleep and any change in the patients
during the night, and she is to supply to the medical
officers a detailed report of the events of the night
in the book provided for the purpose.

XXV.

Nurses' daily (1) When on duty Nurses and Probationer

duties.

are responsible to the Sisters, whose instructions
they must faithfully carry out.

(2) They are not to leave the ward without the
sister's permission.

(3) Punctuality in all the daily routine must be
strictly observed.

(4) All works borrowed from the Nurses' library
are to be duly entered in the book provided; they
must not be left about nor lent to patients.

XXVI.

I,:‘I-l:'tLl!-{tﬁ. and :\;Il_]['_&:l;_"ﬁ, must '_!ilig{;”l]\lr a[tnn:! 1.]:|C l{ll:tlt'l‘i.“.ﬁ_
LXamina- 2 o

tions.

Leave of

absence,

o tt

R T

demonstrations and periodical examinations. They
are expected to enter for the examination for the
certificate of the Medico-psychological Association,
and for the Certificate of Training given by the
Retreat Committee.

XXVII.

All leave of absence is conditional upon the
needs of the Institution. In case of emergency
any nurse may be required to remain on duty.

Nurses must not absent themselves bevond the

allotted time without the express sanction of the
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Matron. If from illness or other cause a nurse

cannot return at the appointed hour the Matron

must be informed at once by wire or messenger.

XXVIIL

(r) Care, order, and cleanliness are the best
preventives against fire, especially care with mineral
and other inflammable oils and spirits, and with all

movable lamps and candles.

(2) Protect all fireplaces with a guard. Coals
should never be piled upon the top bar of a grate.
Live coals must never be carried from one room to
another.  Ashes must not be thrown out until
thoroughly extinguished. Do not leave wood to
dry before a fire, or in an oven, during the night,
nor leave clothes drying so that a coal could pos-
sibly reach them.

(3) Use only safety matches, and do not leave
them lying about. See that every match used is
quite extinguished before it is left. Matches may
not be given to patients.

(4) All candles in use must be protected with a
glass shade. No candle or gas flame must be so
situated that a curtain or loose papers can be blown

into it.

(5) Any smell of gas must be at once reported.
Do not seek for the escape with a light. When
an escape of gas is discovered, open all the doors
and windows, extinguish all fires and lights, and
turn off the gas at the meter.

(6) Gas in Patients’ Bedrooms must be turned

out by the tap outside,
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Instructions
in case of
fire.
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(7) A smell of burning or an excess of smoke
must be reported at once, and its source ascer-
tained without delay.

(8) Fire buckets must always be kept full of

water, and in the places appointed for them.

XXIX.

1. Do not act hurriedly, but think first what
is best to be done, and then prompt action may
prevent a serious fire. The safety of the Patients
must be the first consideration, and measures for

extinguishing the fire the second.

2. The best way of extinguishing a small fire
is to prevent the access of air to it, by smothering
it with a rug, coat, counterpane, blanket, or heavy
curtains, and then stamping upon it vigorously.
In doing this women must be very careful of their
own clothing. In throwing water over a fire,
remember that unless a large supply is close at
hand the water must not be wasted ; and that as
large a surface as possible of the burning material
must be covered with water lightly thrown over
it. For this purpose a hand-pump is better than
a bucket.

3. If the fire cannot be put out at once by

these measures,

(i} DBreak the glass of the nearest Fire Alarm
Box—this will summon the Fire Brigade
and the Officers of the Retreat.

(ii) Call up the Nurses and Maids near at hand.

4. Close windows and doors near a fire, at
once,
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5. If smoke is thick, and it is necessary to pass
along a passage or across a room, cover mouth and
nose with a wet flannel, handkerchief, or stocking,
and crawl along on hands and knees.

6. If the clothes catch fire, the person should
immediately lie down upon a rug, blanket, or
thick shawl, and roll it tightly round the limbs
and body.
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Rules for Nurses engaged in private nursing and

having charge of patients outside the Institution.

The Rules for Nurses at the Retreat, E_;:-:t‘{:i':'[ such as are,
on the face of them, clearly inapplicable, regulate the conduct
of Retreat nurses in charge of patients privately. Such
nurses should remember that, though away from the Retreat,
they still belong to it, and that their position is ore which
specially calls for loyalty to its traditions, and regard for its :

reputation.

The ."-ih-:’lir;-.l 1. The nurse must look to the Medical Attendant
7:2{;3#'& for her instructions, and faithfully carry them out.
She must inform him promptly and without
reservation of everything of importance respecting
the health and conduct of her patient.
Diary and 2, The nurse must day by day enter in her
il diary all facts of importance relative to the case
under her care. In particular, any points of diffi-
culty which may arise must be promptly recorded.
In acute cases the nurse must also keep a record
of all the events of the day, noting details as to
the mental and bodily condition of the patient.
This record should be produced for the inspection
of the Medical Attendant at each visit.

E’illitil]ﬂ not 3. Unlike the patients at the Retreat, who, as
LISa iy z . :
certified a rule, are certified as of unsound mind, patients

under private care are usually not so certified, and
in consequence there is seldom any legal authority

for limiting their freedom.
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Straight
forward
dealing

essential.

Confidential
position of
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Suiecidal
patients,
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A nurse must not, therefore, on her own
responsibility, interfere with the freedom or with
the correspondence of a patient. If circumstances
render such course necessary it must only be
taken under definite instructions from the Medical
Attendant and of a responsible relative of the
patient.

Letters addressed to the Medical Attendant, the
legal adviser of the patient, or to the Commission-
ers in Lunacy, must not under any circumstances
be delayed or interfered with.

4. The observance of No. Il. of the Retreat
Rules, respecting straightforward dealing with
patients, presents many difficulties in private
nursing. The nurse is, however, strictly enjoined
not to be party to any deception of a patient, and
to avoid making promises she cannot perform.

5. The confidential nature of the work must
ever be borne in mind. The nurse must strictly
abstain from gossip and avoid undue intimacy with
any member of the household.

She should be careful not to give needless
trouble in the house, and should make her own

personal requirements as moderate as possible.

6. The responsibility of declaring a patient to
be suicidal rests with the Medical Attendant. In
a doubtful case the nurse must ask him for clear
and definite instructions in writing. No nurse
must attempt the care of a patient requiring con-
tinuous observation unless sufficient relief is

pl‘ur[clcd.
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Seclusion.
Restraint.

When in
difficulty.
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7. The nurse must never on her own respon-
sibility place a patient in seclusion or use any
kind of mechanical restraint, unless there 1s
imminent danger of serious accident and assistance
cannot be obtained. In such cases the seclusion
or restraint must only be maintained while the
danger continues, and the fact that either has
been resorted to must be reported with the least
possible delay to the Medical Attendant. In every
case in which seclusion or mechanical restraint
is used a written report must also be made to the

Medical Superintendent ol the Retreat.

8 If a nurse is asked, by whomsoever it may
be, to do anything inconsistent with these rules
she must communicate at once with the Matron or
Medical Superintendent of the Retreat. She
should also do so freely when in doubt as to her
right course of action in any case. She must
inform the Matron without delay, it from ill-health
or any other reason she is unable properly to

discharge her duties.
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STATUTORY PENALTIES.

Lunacy Acr, 1890. (Sec. 322 and Sec. 323).

“If any manager, officer, nurse, attendant, servant or
other person employed in an Institution for lunatics, or any
person having charge of a lunatic, illtreats or wilfully neg-
lects a patient, he shall be guilty of misdemeancur, and, on
conviction or indictment, shall be liable to fine or imprison-
ment at the discretion of the court, or be liable on summary
conviction for every offence to a penalty not exceeding twenty
pounds nor less than two pounds.”

“If any manager, officer or servant in an institution for
lunatics wilfully permits, or assists, or connives at the escape
or attempted escape of a patient, or secretes a patient, he
shall for every offence be liable to a penalty not exceeding

twenty pounds nor less than two pounds.”
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TIME TABLE. '
0-30 a.m. Nurses' Breakfast. |

I } + hour later on Sundays.
7-0 a.m. Nurses on duty. i
i

-30 a.m. Sisters Breakfast.
7-50 a.m. Night Nurses off duty.
8-0 am.  Sisters on duty. Night Nurses' Dinner,
10-30 a.m. Sister and Nurse on the Terrace.
1i-30 a.m. Night Nurses in bed. (Wednesdays and Satur-
days at g a.m.).
12-0 noon. First Dinner for Nurses.
-0 p.m. second Dinner for Nurses.
I-15 p.m. Sisters’ Dinner. |
2-30 pm. Sister and Nurse on Terrace.
4-30 p.m. First Tea for Nurses.
5-0 pom.  Second Tea for Nurses,
$-0 p.m. Night Nurses Breakfast.

6-30 pom. Nurses’ Supper. Night Nurses on duty (Wed-
nesdays and Saturdays g-0 p.m).
8-45 p-m. Sisters' Supper.
g-30 pm. Night Sister on duty.
10-0 p.im Nurses in bedrooms.
10-30 p.m. Nurses in bed and lights out

LEAVE OF ABSENCE
One half-day and one whole day on alternate weeks. A
half-day on two consecutive Sundays : on the third Sunday
one hour. Once in three weeks, four hours on Saturday or
Monday. One hour each full working day exclusive of meal
times.

Night Nurses—1 Night every three weeks.
HOLIDAYS.

Sisters—3 weeks.
Nurses—2 weeks, in 3rd and 4th years 3 weeks.
opecial Probationers— 3 weeks.
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FIRE RULES.

Approved by the Retreat Committee, August, 1921.

Precautions Against Fire.

Em—

C;‘il{lﬂ, order and cleanliness are the best preventatives.
Special care should be taken with all moveable lights
and candles.

Beeswax and turpentine, floor polish, cleaning cloths
and all other inflammable materials must be kept in safe
places.

Waste paper and rubbish must never be allowed to
accumulate.

Protect all f'lrr:rpla-:;es with a guard. Coals must never
be piled upon a fire so that any can fall out as the fire burns
away. Live coals must never be carried from one room to
another.

Wood must not be left to dry before or near a fire.

Clothes which are drying must always be placed so that
no spark or ember can possibly reach them.

Safe ty matches only may be used.

When candles are used they must be protected with
glass shades.

Any smell of gas must be at once reported. Do not seek
for an escape of gas with a light, but at once open all doors
and windows, extinguish naked lights near at hand, and if
the escape cannot be readily stopped turn off the gas at
the meter. An escape from a defective pipe can be tem-
porarily stopped by soap or putty. Gas in patient’s
bedrooms must be turned off by the tap outside whenever
possible.

A smell of burning or unusual smoke must be imme-
diately reported, and its source ascertained without a
moment’s delay.
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Indoor Appliances for Use iIn

case of Fire.

Every member of the Staff must be familiar with the
position and manner of using the various appliances
provided against fire.

The Charge Attendants and Ward Sisters are responsible
for the appliances in their respective departments being in
good working order, and in their appointed places. They
are also required to see that the exit staircases are free from
obstruction.

Should any piece of apparatus be defective, written
information should be given at once to the Engineer.

In every department the following appliances are
available :—

Fire Extinctors.

Fire Buckets.—These must always be kept full of
water.

Foot Pumps—To be used with a fire bucket to give
a jet of water.

Corridor Fire Pumps are on each landing, and can
be wheeled as close as possible to the fire.

Hatchets to break windows if needed.

Exit Staircases—The keys to open the fire staircases
will be found in glass boxes.

Automatic Fire Alarm Boxes are in every depart-
ment, and in connection with some of them are
automatic thermometers, which give an alarm
directly the temperature reaches a certain point

(¢.g., in the Joiner’s Shop, Laundry and Steward’s
Office).
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Un breaking the glass in one of the alarm boxes, fire
bells will ring among other places, in the following :—

Captain of Fire Brigade's House.
Deputy Captain’'s Room.
Superintendent’s House.
Assistant Superintendent’'s House.
Secretary’s House.
Nurses' Hostel.
Engineer's House.
Engineer's Basement.
First Gallery.
Nurses’ Home.
Top Centre.
Lower Centre.
Gentleman’s Lodge.
The fire bells ring continuously until the danger has
passed or until the responsible official stops them.

Outside Appliances in case of Fire.

Every male servant must be thoroughly familiar with
the position and manner of using the following appliances
in case of fire :(—

The Fire Hydrants.
The Hose and Branch Pipes.
The Fire Escapes and Ladders.

Fire drills will be frequently held, so that every
attendant, artisan and male servant may know the exact
position of the above appliances and be proficient in their
use.

e L




The Fire Brigade

consists of the Men’s Captain, the Women's Captain, and
their Deputies, together with two men and two women on
special fire duty. They will have the assistance of the
Indicator Officer in control of the telephones.

The Men's Captain will have three deputies, so that
at any time, day or night, he, or a deputy, will be free to go
to the site of a fire immediately an alarm is raised.

He is in charge of all operations in case of fire, and his
orders are then binding on all the staff, except those with
definitely assigned duties.

He is responsible for :(—

(1) Organisation of the Fire Brigade.

(2) The training of the staff in the use of fire
appliances and exit stairs.

(3) Reporting all cases of neglect of fire duty, detects
of apparatus, or anything that interferes with
efficiency.

(4) Once in three months, giving to the Committee a
written report of his work.

When a fire occurs, the Captain and his deputies are to
go immediately to it and endeavour to extinguish it. If it
is too large to be put out readily, one of the deputies or
other member of the brigade must at once organise the
removal of all patients who are in prospective or actual
danger, to a place of safety.

Meanwhile the Captain must supervise all efforts being
made to extinguish the fire.

If he finds the fire is beyond control, he has authority,
at his discretion, to call the York City Fire Brigade.
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The respective duties of the men’s captain, and the
women's captain cannot be defined in advance, but they
will have practised together so as to understand one another.

The women's captain will :—
(1) Organise the women'’s section of the fire brigade.
(2) Train the women’s staff in the use of apparatus
and exits.
The Women’s Captain or her deputies are, in like
manner, to proceed to the site of the fire immediately an

alarm is given. The two members of the female staff
on special fire duty are alse to go immediately to the fire.

(3) If the fire is on the Women’s Side, the Women’s
Captain or, in her absence the senior deputy,
must at once organise the removal of all
women patients to a place of safety. If the
fire is on the men’s side, she will organise a
constant supply of water and bring buckets,
foot pumps, and extinctors.

The Indicator Officer, or her deputy, will be in full
authority in the front hall and be responsible for the
indicator, the telephones, and the handing on of messages
and orders.

If additional help is needed at the site of the fire, or
anywhere else, the indicator officer will be able to summon
assistance from portions of the institution not in danger.

All able-bodied members of the staff are to be
familiar with the position and use of all the indoor apparatus
and escape stairs. The respective captains will be res-
ponsible for preparing a rota, and they will submit at least
once a week to the Superintendent, the names of members
required for special fire duty. This will only be needed
when the numbers of the staff on the premises are so reduced
that none are free to give assistance in case of fire.
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When the Fire Bells ring—
In the case of an alarm of fire, the following procedure
1s to be adopted :(—

(1) The Captains, Deputies, and those on special fire
duty will proceed to the site of the fire.

(2) Nurses, male and female, and ward maids will
at once proceed to their respective wards,
unless they are on special fire duty.

(3) The Indicator Officer and Deputies take charge
of the indicator and telephones, and hand
on instructions issued by captains or deputies.

(4) The artisans, gardeners, and those without special
duties must wait in the front hall for instruc-
tions.

On Discovering a Fire

Attempt immediate extinction if the fire is within reach
and it 1s small in compass

: (z) By Smothering it—

The best way of extinguishing a small fire is to
prevent access of air to it, by smothering it with
a rug, coat, counterpane, blanket or heavy curtain,
and then stamping upon it vigorously.

Women must be very careful of their own clothing
in doing this, and remember that flannelette, cotton,
and muslin are very inflammable.

() Throwing Water—

In throwing water over a fire, remember that
unless a large supply is close at hand, the water
must not be wasted, and that as large a surface as
possible of the burning material should be wetted.
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Bring one or more Extinctors to the fire, and
direct the jet of water over the fire.

Supplement this with Buckets and Foot Pump,
and the Corridor Fire-pump.

In case of A SERIOUS OUTBREAK OF FIRE
which cannot be immediately extinguished

(1) Break the glass of the nearest alarm box,
This should bring the fire brigade in less than
two minutes.

(2) Quietly call up the members of the staff near at
hand, and send one to call the Medical Officers.

(3) Take the following measures without waiting for
assistance :-

(z) If patients are in danger.

(1) Open all bedroom doors, beginning with those
nearest the fire.

(2) Open doors to exit stairs and leave them all
open.

(b) If no immediate danger to life.
(1) Turn on water in nearest bath.
(2) Close all windows and doors near fire,

(3) Bring up Extinctors and Corridor Fire Pump.

et

SPECIAL POINTS.

The Safety of the Patients must be the first consideration,

Calm and Orderly Conduct on the part of the staff will
inspire confidence in the patients and prevent panic.
The patients and staff should be roused as quietly as
possible. Suicidal patients must not be left.
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When Smoke is thick.—If necessary to cross a room, 0T
pass along a corridor, cover your mouth with wet flannel
or stocking or handkerchief, and crawl on hands and
knees.

Clothing on Fire.—The person must lie down, and be
rolled tightly in a rug, blanket, or thick shawl.

Chimney on Fire.—Rake out fire and block chimney with
wet sack, dust sheet, or anything that will cut off the
supply of air yet will not burn readily.
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NOTICE. %

This book is the property of the Institution, and if lost,

¥
destroyed, or rendered unfit for future use, the person
responsible for it will be liable to a fine of five shillings, |.( f
7
It must on no account be taken away from the Hospital
except when a nurse is engaged in outside work, and it i

] .
must not be shewn té any patient,
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Rules for Nurses

AT

The Retreat, York.

APPROVED BY THE COMMITTEE OF THE RETREAT

May 13TH. 1902

YoORK :
William Sessions, Printer, 30, Coney Street.
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INTRODUCTION.

The Retreat was founded in 1792 by William Tuke,
Lindley Murray, and other members of the Society of Friends,
in order to provide a home for the care of persons afflicted in
mind, where they would be treated, not with the harsh methods
then customary, but with kindness and sympathy. It was,
moreover, the first Institution for the Insane in this country
to adopt and carry out such humane treatment, and the
principles then adopted are now generally recognised.

From the first, persons were admitted at nominal rates
and in many cases without any payment whatsoever. The
charitable aims of the founders are still kept in view, and
about one-third of the patients are received at rates much
below their cost.

The government of the Retreat is vested in 40 Directors
who appoint the Committee of Management ; the Directors
and Committee rendering purely honorary service.

The Committee are wishful that the high ideals of the
founders should ever influence the Staff, so that the traditions
of the Retreat may be worthily upheld. For its good manage-
ment, due order and discipline are necessary, and the
following Rules and Instructions have accordingly been
drawn up with the intention of assisting the Nurses in the
faithful and intelligent execution of their duties.

The Committee recognise that the work of nursing the
insane is frequently arduous, and calls for much self-denial
and patience. Mental disorder is one of the saddest forms of
human affliction, and those who honestly strive to alleviate
this suffering, and to minister to the needs of the afflicted in
mind, are undoubtedly performing true Christian service.
The Committee extend to the nurses warm sympathy and en-
couragement in their work.
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RULES FOR NURSES.

I.

General It must always be remembered that the comfort
observations : i y . 3 .
on the treat- and happiness of the patients, and in many cases
ment of

Satients the prospect of their recovery, largely depend
atients. J f

upon the manner in which the nurses perform
their duties.

Kindness, tact, firmness and good temper ;
thoughtful attention to duty, patient obedience to
orders, kindly interest in each patient, and orderly
neatness in ward duties are the characteristics of

EVETY 5’.{1’.]1’_3'{1 nurse.

I1.
-“ih'ili.ul?- It should be the aim of every nurse to win the
forwardness i - "
essential. confidence and respect of patients under her

care ; this can only be attained by being straight-
forward and upright in all her dealings with them.
Nurses must never make promises which they
cannot perform, and must always avoid deception
and prevarication.

I11.

The patients must always be treated withuniform
kindness.

Penalties for ~ Any ill-treatment, unkindness or harshness in
ininaess word or deed will render a nurse liable to
immediate suspension and subsequent dismissal.
The penalties imposed by law for illtreating or
wilfully neglecting a patient are stated in the

appendix, (5See page 15).
A nurse concealing the ill-treatment of a patient

by another nurse will be considered equally guilty.
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When it is necessary to exercise authority over
patients the nurse must rever be peremptory or
speak harshly : firmness must be asseciated with
gentleness of manner, having due regard to the
patient's feelings and limitations.

IV.

Should it be absolutely necessary to control a
violent patient, additional assistance must be pro-
cured. When the patient sees that resistance is
useless she will seldom attempt it.

No nurse must ever struggle single handed
with a patient except under grave emergency.
struggle be unavoidable the L:nec:—;')r

or elbows must never be placed upon the body of |
"

Should a

the patient.
V.

Special * Suicidal notices” are issued by the
medical officers for every patient disposed to
self-injury, and each nurse in the ward is required
to sign an acknowledgement.

When the notice says the patient is to be under ’Tf)

“epntinuous observation,” she must not be left

alone on any pretext, day or night. * Close

observation” means less rigid supervision; the
nurse must know where the patient is and what

she is doing, and must closely, but not necessarily

continuously, observe her actions.
VL
Seclusion is defined by the Commissioners in
Lunacy as ‘“the enforced isolation of a patient by
day, between the hours of 7 am. and 7 p.m., by
the closing, by any means whatsoever, of the door

of the room in which the patient is.” No patient




may be secluded without the sanction of a medical
officer.

No patient may be restrained by any mechanical
means whatever unless the Medical Superintendent
should expressly direct the same.

VIL
ff:*‘;‘ii_“'“'_”':‘ Nurses must encourage patients to occupy
S themselves usefully, and, as far as their duties
permit, assist in their amusements and other
pursuits. They must not restrict amusements to
the more intelligent, but endeavour to rouse the

interest of all.

VIII.

No favourites. Nurses must refrain from making favourites of
individual patients and avoid undue intimacy with
any of them.

IX.

:'"nt!itiltlll-* Nurses should avoid talking to patients on the

t[elr;.]-l_:'ill:',ﬁ. subject of their delusions and on no account argue
vith them, but on the contrary endeavour to
interest them in other matters, or in some other
way divert their attention. It must, however, be
remembered that nurses have constant opportu-
nities of observing the patient’'s mental condition,
and it is an important part of their duty to inform
the Medical Officer of any concealed delusions or
peculiarity.

X.

!}':tllf;':;l Every patient must be encouraged to take a
liberal amount of exercise daily in the open air.

Pure air in the wards and dermitories is of first
importance ; the various rooms and corridors
must be freely ventilated, and all windows should
be open whenever possible, consistently with the
comfort of the patients,
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Cleanliness.

Keys and
knives.

Confidential
P 1100,

Letters.

X1,

Nurses are reminded that thorough cleanliness
15 of the utmost importance for the maintenance
of the health of the household.

Rubbish must not be allowed to accumulate,
and soiled clothing must be immediately removed
from the bedrooms. It is a nurse’s duty to fight
dirt as well as discase.

XL

Keys must be displayed as little as possible and
care must be taken to avoid noise in using them.
Pass-keys are not to be lent to patients. Any
nurse losing keys, knives, or scissors, must
instantly report the loss. The leave of all nurses
in the department may be stopped until the lost
articles are recovered.

Nurses going beyond the grounds must leave

their keys with the gatekeeper.

XHI.

Nurses in the Retreat must understand that
they hold a confidential and responsible position.
They are strictly forbidden to gossip about the
patients or their doings, and the names of the
patients must not be mentioned in the presence of
strangers. Correspondence with the friends of
the patients is not allowed.

XIV.
The letters written by patients are to be placed
in the box for the purpose, or given to one of
the medical officers. Nurses are not permitted

to post letters for patients nor to assist them tu




Viszitors.

Cratuities.

Male and
{emale
departments.

Stimulants.
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communicate with persons outside the institution,

except when authorised by the Medical Superin-
tendent.
XV.

No nurse may entertain any visitor, nor may a
visitor be admitted to see the Institution, or have
access to any of the galleries or dayrooms without
the permission. of the Matron or one of the
Medical Officers.

XVL

Nurses are not allowed to receive perquisites of
any kind, nor to buy or to sell anything from or to
the patients, nor to receive gifts or money from
the patients or their friends, nor from visitors to
the Institution without the consent of the Medical
Superintendent.

XVIL

Without special authority attendants and men
servants are not to be admitted to the galleries,
day-rooms, or private pleasure grounds on the
women's side; nor must nurses enter the men's
departments.

Before breakfast and after sunset, nurses are
not allowed to use the general pleasure grounds,
but only the private gardens used by the female
patients, viz.—the terrace, West Villa and Ladies'
Inner Gardens.

A VIILI.

Nurses whilst on the Retreat premises, are
required to abstain from alcoholic beverages,
unless prescribed for medicinal purposes by one
of the Medical Officers.
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SO XIX.

:'.:.}LI:I‘[ to If any servant of the Retreat is aware of serious

misconduct on the part of any one employed in

the Institution, a report must be made to one

of the officers. It follows therefore that any

ill-treatment of a patient or anything likely to

injure the patients or the property of the Retreat,

or that may bring discredit upon the Institution

must be reported without delay to the Medical

Superintendent or his deputy.

XX,
General (1) The Sisters are responsible for the welfare

duties of i ] i :
Sisters. of the patients in their wards and the good order

| P
e of the rooms, furniture and clothing.
(2) The Sisters must immediatelv report to a
Medical Officer any unusual illness, accident or
injury.
Reports. Every evening she must give a written report
: to the Matron upon the events of the day, especially
noting :—
The occurrence of fits, accidents, violence,
prses 3 complaints or any unusual circumstances.
¢ g What patients have been visited and by
: whom.
pd L What patients have been beyond the grounds
and with whom.
Names of patients in bed, refusing food, or
L ¢ under treatment.
Duration of seclusion (if any).

Illness of any of the Stafl.
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Medicines.

Weighing.

Inventories,

Maintenance
of order,

Instructions
to deputy.

(3) Drugs and medicines must be kept under
lock and key in the cupboard for that purpose.
‘The Sisters are responsible for their care and
distribution.

(4) All patients must be weighed monthly, and
a record of the weights kept for reference.

(5) Careful inventories of all the belongings of
the patients, of the cutlery. and household linen
are to be kept by the Sisters and revised at least
every six months.,

Lists of the Linen sent to the wash each week
must be kept, and if any articles are not returned
within eight days written reports must be made to
the Housekeeper.

(6) The Sisters are expected to maintain dis-
cipline during hours of duty, and to supervise
efficiently the work of the nurses and maids in
their wards. They are to teach the probationers
their duties, and as far as possible assist in their
training.

(7) Before going off duty each Sister must
fully inform her deputy respecting the needs of
her patients, especially in the case of the sick or
infirm.

Information necessary for the guidance of the
night nurses must be written each evening in the
night report book, and before leaving the ward
the Sister must satisfy herself as to the safety

and comfort of all her patients.

XX

New patients. (1) New patients should be treated with marked

kindness. There should be no deception or con-
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Meals.

9

cealment as to where they are, but everything
must be done to reassure and comfort them. They
must be dealt with very cautiously until their
habits and tendencies become known.

(2) Unless instructions to the contrary are
received, every patient, as scon after admission as
convenient, is to be given a bath by the Sister of
the ward (vide Bathroom rules). She must be
weighed and measured and her temperature
taken, and her pulse and respirations counted.
Report as to injuries or any abnormal conditions
must be promptly made, in writing, to the Medical
Officer on duty.

(3). The Sister in charge must also make a
careful inventory of the clothing and other
belongings of the patient ; valuables and money
must be taken to the office for registration, and
knives, matches and other dangerous articles

taken away and locked up safely.

XXIIL

(1) The Sisters are also responsible for the
proper service of the meals required in the wards
and in particular they are to supervise the feeding
of the sick and infirm.

(2) In the event of a patient not taking
sufficient food, report must be made to a Medical »
Officer at his next visit. Nurses are not 1o
administer food forcibly under any circumstances.
The utmost tact and patience must be exercised
in such cases; small quantities only should be
presented, and the reasonable wishes of the patient

met as far as practicable.
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Bathing.
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(3) Waste must be avoided and no patient

should be allowed to take too much food.

(4) No extra diet must be given without a
written order from a Medical Officer.

(5) Knives and forks must be counted after
every meal.

XXIII.

(1) The Sisters are personally responsible for
the bathing of the patients.

(2) Every patient as scon after admission
as possible, once each week afterwards, and
immediately before discharge, shall have a warm
bath unless a Medical Officer gives directions to
the contrary. Any injuries, eruptions, or signs of
disease that may be noticed must immediately be
reported to the Matron.

(3) No patient refusing to take a bath shall be
compelled to do so without medical authority.
In all cases where compulsion is sanctioned the
Matron must be informed when the bath is to be
given. No patient’'s head is under any pretext
to be forced under water.

(4) Without the sanction of a Medical Officer
no patient shall be allowed to take a bath except
in the presence of a nurse; nor shall a patient
be left alone during any bathing operations.

(5) In preparing a bath the cold water is always
to be turned on first and the hot water added
afterwards until the bath reaches a temperature
of not less than 9o and not more than g7 degrees
of the thermometer, Fahrenheit scale. The ther-
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mometer is to be used in every bath and the
temperature must never be guessed at, nor judged
by the hand. In case the thermometer is injured
or broken all bathing shall be suspended until
another has been procured.

6) Every patient after the weekly bath is to
be provided with clean underclothing.

(7) The cases covering the taps are to be kept
locked when the baths are not in use and no
patient is ever to be permitted to turn on the
water.

(8) Cold, shower, Turkish and all kinds of
special batbs are only to be given or allowed in

accordance with orders from a Medical Officer.

XXIV.

(1) The Night Sister is responsible for the
welfare and safety of the female patients during
the night. She must visit or cause to be visited
each of the female wards at least once an hour,
and shall pay particular attention to the sick and
infirm, the suicidal, and those of unclean habits.

In the event of any sudden illness, unusual
change, or unexpected death of a patient a Medical
Officer must be at once informed.

(2) The night nurses must constantly be on
guard against an outbreak of fire and be familiar
with the position of and manner of using the fire
appliances and escape staircases.

(3) The Night Sister shall see that the day
nurses and maids are in their bedrooms, and lights

extinguished, at the appointed time.
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(4) Before going off duty the night sister must
enter in the night report book in each ward par-
ticulars as to sleep and any change in the patients
during the night, and she is to supply to the medical
officers a detailed report of the events of the night
in the book provided for the purpose.

XXV.
?[:l'11_'ﬂffﬁ'iliti|ff (1) When on duty Nurses and Probationer
auties. . ol = ¥
are responsible to the Sisters, whose instructions

they must faithfully carry out.

(2) They are not to leave the ward without the
sister's permission.

(3) Punctuality in all the daily routine must be
strictly observed.

(4) All works borrowed from the Nurses' library
are to be duly entered in the book provided; they
must not be left about nor lent to patients.

AXVI.
%‘xilir:“lﬁ]] and  Nurses must diligently attend the lectures,
tions. demonstrations and periodical examinations. They
are expected to enter for the examination for the
certificate of the Medico-psychological Association,
and for the Certificate of Training given by the
Retreat Committee.

XXVIL

Leave of All leave of absence is conditional upon the
absence. : i L
needs of the Institution. In case of emergency
any nurse may be required to remain on duty.
Nurses must not absent themselves beyond the

allotted time without the express sanction of the
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Precautions
against fire.

I3
Matron. If from illness or other cause a nurse

cannot return at the appointed hour the Matron

must be informed at once by wire or messenger.

XXVIIL

(1) Care, order, and cleanliness are the best
preventives against fire, especially care with mineral
and other inflammable oils and spirits, and with all

movable lamps and candles.

(2) Protect all fireplaces with a guard. Coals
should never be piled upon the top bar of a grate.
Live coals must never be carried from one room to
another.  Ashes must not be thrown out until
thoroughly extinguished. Do not leave wood to
dry before a fire, or in an oven, during the night,
nor leave clothes drying so that a coal could pos-
sibly reach them.

(3) Use only safety matches, and do not leave
them lying about. See that every match used is
quite extinguished before it is left. Matches may
not be given to patients.

(4) All candles in use must be protected with a
glass shade. No candle or gas flame must be so
situated that a curtain or loose papers can be blown

into it.

() Any smell of gas must be at once reported.
Do not seek for the escape with a light. When
an escape of gas is discovered, open all the doors
and windows, extinguish all fires and lights, and

turn off the gas at the meter.

(6) Gas in Patients' Bedrooms must be turned

out by the tap outside.
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Instructions
in case of
fire.
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(7) A smell of burning or  an excess of smoke
must be reported at once, and Its source ascer-
tained without delay.

(8) Fire buckets must always be kept full of
water, and in the places appointed for them.

XXIX.

i. Do not act hurriedly, but think first what
is best to be done, and then prompt action may
prevent a serious fire. The safety of the Patients
must be the first consideration, and measures for
extinguishing the fire the second.

2. The best way of extinguishing a small fire
is to prevent the access of air to it, by smothering
it with a rug, coat, counterpane, blanket, or heavy
curtains, and then stamping upon it vigorously.
In doing this women must be very careful of their
own clothing. In throwing water over a fire,
remember that unless a large supply is close at
hand the water must not be wasted; and that as
large a surface as possible of the burning material
must be covered with water lightly thrown over
it. For this purpose a hand-pump is better than
a bucket.

3. If the fire cannot be put out at once by
these measures,
(i) DBreak the glass of the nearest Fire Alarm
Box—this will summon the Fire Brigade
and the Officers of the Retreat.

(ii) Call up the Nurses and Maids near at hand.

4. Close windows and doors near a fire, at
QICe,
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5. lf smoke is thick, and it is necessary to pass
along a passage or across a room, cover mouth and
nose with a wet flannel, handkerchief, or stocking,
and crawl along on hands and knees.

6. If the clothes catch fire, the person should
immediately lie down upon a rug, blanket, or

thick shawl, and roll it tightly round the limbs
and body.
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Rules for Nurses engaged in private nursing and

having charge of patients outside the Institution.

The Rules for Murses at the Retreat, except such as are,
on the face of them, clearly inapplicable, regulate the conduct
of Retreat nurses in charge of patients privately. Such
nurses should remember that, though away from the Retreat,
they still belong to it, and that their position is ore which
specially calls for loyalty to its traditions, and regard for its

l'c]}thati:'m :

’I!;m-wl?ll_:-_cﬁiq-n] 1. The nurse must look to the Medical Attendant
].‘.5],,.L,;{1,|.¢, for her instructions, and faithfully carry them out.
She must inform him promptly and without
reservation of everything of importance respecting
the health and conduct of her patient.
ftiary and 2, The nurse must day by day enter in her
ks diary all facts of importance relative to the case.
under her care. In particular, any points of diffi-
culty which may arise must be promptly recorded.
In acute cases the nurse must also keep a record
of all the events of the day, noting details as to
the mental and bedily condition of the patient.
This record should be produced for the inspection
of the Medical Attendant at each wvisit.

1‘=%tir;:|1t1'-¢'l 3. Unlike the patients at the Retreat, who, as
nsually . & .
certified a rule, are certified as of unsound mind, patients

under private care are usually not so certified, and
in consequence there is seldom any legal authority

for limiting their freedom.




Letters

atranght-
forward
dealing
essential.

Confidential
position of
nyrse

Suiecidal
paticnts,

A nurse must not, therefore, on her own
responsibility, interfere with the freedom or with
the correspondence of a patient. If circumstances
render such course necessary it must only be
taken under definite instructions from the Medical
Attendant and of a responsible relative of the
patient.

Letters addressed to the Medical Attendant, the
legal adviser of the patient, or to the Commission-
ers in Lunacy, must not under any circumstances
be delayed or interfered with.

4. The observance of No. II. of the Retreat
Rules, respecting straightforward dealing with
patients, presents many difficulties in private
nursing. The nurse is, however, strictly enjoined
not to be party to any deception of a patient, and
to avoid making promises she cannot perform.

5. The confidential nature of the work must
ever be borne in mind. The nurse must strictly
abstain from gossip and avoid undue intimacy with
any member of the household.

She should be careful not to give needless
trouble in the house, and should make her own

personal requirements as moderate as possible.

6. The responsibility of declaring a patient to
be suicidal rests with the Medical Attendant. In
a doubtful case the nurse must ask him for clear
and definite instructions in writing. No nurse
must attempt the care of a patient requiring con-
tinuous observation unless sufficient relief is

provided,
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Seclusion.
Restraint.

VWhen in
difficulty.
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7. The nurse must never on her own respon-
sibility place a patient in seclusion or use any
kind of mechanical restraint, unless there 1s
imminent danger of serious accident and assistance
cannot be obtained. In such cases the seclusion
or restraint must only be maintained while the
danger continues, and the fact that either has
been resorted to must be reported with the least
possible delay to the Medical Attendant. In every
case in which seclusion or mechanical restraint
is used a written report must also be made to the

Medical Superintendent of the Retreat.

8. If a nurse is asked, by whomsoever it may
be, to do anything inconsistent with these rules
she must communicate at once with the Matron or
Medical Superintendent of the Retreat. She
should also do so freely when in doubt as to her
right course of action in any case. She must
inform the Matron without delay, if from ill-health

q

or any other reason she is unable properly to

discharge her duties.

e L B e
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STATUTORY PENALTIES.
Lunacy Act, 1800. (Sec. 322 and Sec. 323).

“If any manager, officer, nurse, attendant, servant or
Y other person employed in an Institution for lunatics, or any
- person having charge of a lunatic, illtreats or wilfully neg-
lects a patient, he shall be guilty of misdemeanour, and, on
She conviction or indictment, shall be liable to fine or imprison-
her ment at the diseretion of the court, or be liable on summary
st conviction for every offence to a penalty not exceeding twenty

pounds nor less than two pounds.”

“If any manager, officer or servant in an institution for
lunatics wilfully permits, or assists, or connives at the escape
or attempted escape of a patient, or secretes a patient, he
shall for every offence be liable to a penalty not exceeding

twenty pounds nor less than two pounds.”
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6-30 a.m.

7-0 a.m.

7-30 a.m.
7-50 a.m.

8-0 a.m.

10-30 a.m.
1[-30 a.m.

1 2-0 NOOn.

[-O p.m.

I-15 p.m.
2-30 p m.
4-30 p.m.

5-0 p.m.
3-0 p.m.

3-30 p.m.

8-45 p.m.
0-30 p m.

10-0 p.m

10-30 p.m.

TIME TABLE.
Nurses’ Breakfast. 1_! : i Cund
Nurses on duty. J°* : g
Sisters’ Breakfast.
Night Nurses off duty.
Sisters on duty. Night Nurses' Dinner.
Sister and Nurse on the Terrace.
Night Nurses in bed. (Wednesdays and Satur-
days at g a.m.).
First Diaper for Nurses.
Second Dinner for Nurses.
Sisters' Dinner.
Sister and Nurse on Terrace.
First Tea for Nurses.
Second Tea for Nurses.
Night Nurses' Breakfast.
Nurses' Supper. Night Nurses on duty (Wed-
nesdays and Saturdays 9-0 p.mj].
Sisters' HLI]:]u:t'i
Night Sister on duty.
Nurses in bedrooms.
Nurses in bed and lights out

LEAVE OF ABSENCE

One half-day and one whole day on alternate weeks. A
half-day on two consecutive Sundays : on the third Sunday

one hour.
Monday.
times,

Once in three weeks, four hours on Saturday or
One hour each full working day exclusive of meal

Night Nurses—1 Night every three weeks.

HOLIDAYS.

Sisters—3 weeks.

Nurses—2 weeks, in 3rd and 4th years 3 weeks.
Special Probationers—3 weeks.

| Rt e - e itk AL ARt ol Bty T T, B B e e T N el L T B i et s b de s = om

T




Dalirs

Wed-

FIRE RULES.

Approved by the Retreat Committee, August, 1921.

Precautions Against Fire.

ARE, order and cleanliness are the best preventatives.
C Special care should be taken with all moveable lights
and candles.

Beeswax and turpentine, floor polish, cleaning cloths
and all other inflammable materials must be kept in safe
places,

Waste paper and rubbish must never be allowed to
accumulate.

Protect all fireplaces with a guard. Coals must never
be piled upon a fire so that any can fall out as the fire burns
away. Live coals must never be carried from one room to
another.

Wood must not be left to dry before or near a fire.

Clothes which are drying must always be placed so that
no spark or ember can possibly reach them.

Safe ty matches only may be used.

When candles are used they must be protected with
glass shades.

Any smell of gas must be at once reported. Do not seek
for an escape of gas with a light, but at once open all doors
and windows, extinguish naked lights near at hand, and if
the escape cannot be readily stopped turn off the gas at
the meter. An escape from a defective pipe can be tem-
porarily stopped by soap or putty. Gas in patient’s
bedrooms must be turned off by the tap outside whenever
possible.

A smell of burning or unusual smoke must be imme-
diately reported, and its source ascertained without a
moment’s delay,
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Indoor Appliances for Use in
case of Fire.

FEvery member of the Staff must be familiar with the
position and manner of using the wvarious appliances
provided against fire.

The Charge Attendants and Ward Sisters are responsible
for the appliances in their respective departments being in
good working order, and in their appointed places. They
are also required to see that the exit staircases are free from
obstruction.

Should any piece of apparatus be defective, written
information should be given at once to the Engineer.

In every department the following appliances are
available :—

Fire Extinctors.

Fire Buckets.—These must always be kept full of
water.

Foot Pumps—To be used with a fire bucket to give
a jet of water.

Corridor Fire Pumps are on each landing, and can
be wheeled as close as possible to the fire.

Hatchets to break windows if needed.

Exit Staircases—The keys to open the fire staircases
will be found in glass boxes.

Automatic Fire Alarm Boxes are in every depart-
ment, and in connection with some of them are
automatic thermometers, which give an alarm
directly the temperature reaches a certain point
(e.g., in the Joiner’s Shop, Laundry and Steward’s
Office).
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On breaking the glass in one of the alarm boxes, fire
bells will ring among other places, in the following :—
Captain of Fire Brigade's House.
Deputy Captain’s Room.
Superintendent’s House.
1 Assistant Superintendent’s House.
Secretary’s House.
: Nurses’ Hostel.
; Engineer's House.
. Engineer's Basement.
il First Gallery.
- Nurses’ Home.
Top Centre.
e Lower Centre.
Gentleman's Lodge.
are The fire bells ring continuously until the danger has
passed or until the responsible official stops them.
I of
Outside Appliances in case of Fire.
can
svery male servant must be thoroughly familiar with
the position and manner of using the following appliances
58S : in case of fire :—
The Fire Hydrants.
The Hose and Branch Pipes.
part- The Fire Escapes and Ladders.
) A Fire drills will be frequently held, so that every
(lart attendant, artisan and male servant may know the exact
pﬁf:t position of the above appliances and be proficient in their

e 3 use.




The Fire Brigade

consists of the Men's Captain, the Women’s Captain, and
their Deputies, together with two men and two women on
special fire duty. They will have the assistance of the
Indicator Officer in control of the telephones.

The Men’s Captain will have three deputies, so that
at any time, day or night, he, or a deputy, will be free to go
to the site of a fire immediately an alarm is raised.

He is in charge of all operations in case of fire, and his
orders are then binding on all the staff, except those with
definitely assigned duties.

He is responsible for :—

(1) Organisation of the Fire Brigade.

(2) The training of the staff in the use of fire
appliances and exit stairs.

(3) Reporting all cases of neglect of fire duty, defects
of apparatus, or anything that interferes with
efficiency.

(4) Once in three months, giving to the Committee a
written report of his work.

When a fire occurs, the Captain and his deputies are to
go immediately to it and endeavour to extinguish it. If it
is too large to be put out readily, one of the deputies or
other member of the brigade must at once organise the
removal of all patients who are in prospective or actual
danger, to a place of safety.

Meanwhile the Captain must supervise all efforts being
made to extinguish the fire.

If he finds the fire is beyond control, he has authority,
at his discretion, to call the York City Fire Brigade.
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The respective duties of the men’s captain, and the
women's captain cannot be defined in advance, but they
will have practised together so as to understand one another.

The women’s captain will :—

(1) Organise the women'’s section of the fire brigade.
(2) Train the women's staff in the use of apparatus
and exits.

The Women's Captain or her deputies are, in like
manner, to proceed to the site of the fire immediately an
alarm is given. The two members of the female staff
on special fire duty are alse to go immediately to the fire.

(3) If the fire is on the Women’s Side, the Women’s
Captain or, in her absence the senior deputy,
must at once organise the removal of all
women patients to a place of safety. If the
fire is on the men’s side, she will organise a
constant supply of water and bring buckets,
foot pumps, and extinctors.

The Indicator Officer, or her deputy, will be in full
authority in the front hall and be responsible for the
indicator, the telephones, and the handing on of messages
and orders.

If additional help is needed at the site of the fire, or
anywhere else, the indicator officer will be able to summon
assistance from portions of the institution not in danger.

All able-bodied members of the staff are to be
familiar with the position and use of all the indoor apparatus
and escape stairs. The respective captains will be res-
ponsible for preparing a rota, and they will submit at least
once a week to the Superintendent, the names of members
required for special fire duty. This will only be needed
when the numbers of the staff on the premises are so reduced
that none are free to give assistance in case of fire.
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When the Fire Bells ring—
In the case of an alarm of fire, the following procedure
is to be adopted :—

(1) The Captains, Deputies, and those on special fire
duty will proceed to the site of the fire.

(2) Nurses, male and female, and ward maids will
at once proceed to their respective wards,
unless they are on special fire duty.

(3) The Indicator Officer and Deputies take charge
of the indicator and telephones, and hand
on instructions issued by captains or deputies.

(4) The artisans, gardeners, and those without special
duties must wait in the front hall for instruc-

tions.

On Discovering a Fire

Attempt immediate extinction if the fire is within reach
and it is small in compass

() By Smothering it—
The best way of extinguishing a small fire 1s to
prevent access of air to it, by smothering it with
a rug, coat, counterpane, blanket or heavy curtain,
and then stamping upon it vigorously.

Women must be very careful of their own clothing
in doing this, and remember that flannelette, cotton,
and muslin are very inflammable.

(6) Throwing Water—

In throwing water over a fire, remember that
unless a large supply is close at hand, the water
must not be wasted, and that as large a surface as
possible of the burning material should be wetted.
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Bring one or more Extinctors to the fire, and
direct the jet of water over the fire.

Supplement this with Buckets and Foot Pump,
and the Corridor Fire-pump.

In case of A SERIOUS OUTBREAK OF FIRE
which cannot be immediately extinguished

(1) Break the glass of the nearest alarm box.
This should bring the fire brigade in less than
two minutes.

(2) Quietly call up the members of the staff near at
hand, and send one to call the Medical Officers.

(3) Take the following measures without waiting for
assistance :-
(@) If patients are in danger.

(1) Open all bedroom doors, beginning with those
nearest the fire.

(2) Open doors to exit stairs and leave them all
open. :

(5) If no immediate danger to life,
(1) Turn on water in nearest bath.
(2) Close all windows and doors near fire.

(3) Bring up Extinctors and Corridor Fire Pump.

SPECIAL POINTS.

The Safety. of the Patients must be the first consideration.

Calm and Orderly Conduct on the part of the staff will
inspire confidence in the patients and prevent panic.
The patients and staff should be roused as quietly as
possible. Suicidal patients must not be left.
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When Smoke is thick.—If necessary to cross a room,

v 2

i sover v h w nel
: 1 pass along a corridor, cov :—‘:3: vour mouth with wet flan ;
I is £o or stocking or handkerchief, and crawl on hands an

knees.
Clothing on Fire.—The person must lie down, and be
rolled tightly in a rug, blanket, or thick shawl.
Chimney on Fire.—Rake out fire and block chimney with
wet sack, dust sheet, or anything that will cut off the

supply of air yet will not burn readily.

and
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NURSES' WASHING.

WEEKLY ALLOWANCE.

Aprons.
Collars.
Pairs of Cuffs.
Cap.
Pair of Stockings.
Handkerchiefs.
Articles of Underclothing.
Dress.
EVERYTHING TO BE MARKED PLAINLY.

A LIST MUST BE SENT.

NO WHITE PETTICOATS, BLOUSES, DRESSES,
OR FANCY WASHING.
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NOTICE.

This book is the property of the Institution, and if lest,
destroyed, or rendered unfit for future use, the person
responsible for it will be liable to a fine of five shillings.

|

[t must on no account be taken away from the Hospital

except when a nurse is engaged in outside work, and it

must not be shewn to any patient,
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INTRODUCTION.

The Retreat was founded in 1792 by William Tuke,
Lindley Murray, and other members of the Saciety of Friends,
in order to provide a home for the care of persons afflicted in
mind, where they would be treated, not with the harsh methods
then customary, but with kindness and sympathy. It was,
moreover, the first Institution for the Insane in this country
to adopt and carry out such humane treatment, and the
principles then adopted are now generally recognised.

From the first, persons were admitted at nominal rates
and in many cases without any payment whatsoever. The
charitable aims of the founders are still kept in view, and
about one-third of the patients are received at rates much
below their cost.

The government of the Retreat is vested in 40 Directors
who appoint the Committee of Management ; the Directors
and Committee rendering purely honorary service.

The Committee are wishful that the high ideals of the
founders should ever influence the Staff, so that the traditions
of the Retreat may be worthily upheld. For its good manage-
ment, due order and discipline are necessary, and the
following Rules and Instructions have accordingly been
drawn up with the intention of assisting the Nurses in the
faithful and intelligent execution of their duties.

The Committee recognise that the work of nursing the
insane is frequently arduous, and calls for much self-denial
and patience. Mental disorder is one of the saddest forms of
human affliction, and those who honestly strive to alleviate
this suffering, and to minister to the needs of the afflicted in
mind, are undoubtedly performing true Christian service.

The Committee extend to the nurses warm 53-‘mpatlly and en-

couragement in their work.
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RULES FOR NURSES.

I.

General It must always be remembered that the comfort
observations
on the treat-
ment of

and happiness of the patients, and In many cases

the prospect of their recovery, largely depend

ratients.
I upon the manner in which the nurses perform
their duties.

Kindness, tact, firmness and good temper;
thoughtful attention to duty, patient obedience to
orders, kindly interest in each patient, and orderly
neatness in ward duties are the characteristics of
every good nurse.

I1.
Straight- It should be the aim of every nurse to win the
:I::h:t.dul\{ ~ confidence and respect of patients under her

care ; this can only be attained by being straight-
forward and upright in all her dealings with them.
Nurses must never make promises which they
cannot perform, and must always avoid deception
and prevarication.

I11.

The patients must always be treated withuniform
kindness.

l’f.'-lljg_l'-ﬁ_f_'*r" E*I Any ill-treatment, unkindness or harshness in
PERTEES word or deed will render a nurse liable to
immediate suspension and subsequent dismissal.
The penalties imposed by law for illtreating or
wilfully neglecting a patient are stated in the

appendix, (See page 15).
A nurse concealing the ill-treatment of a patient

by another nurse will be considered equally guilty.
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When it is necessary to exercise authority over '
patients the nurse must never be peremptory or

sa]*:{zn!; harshly : firmness must be associated with

it gentleness of manner, having due regard to the

g patient’s feelings and limitations.

i IV.

: ‘E'.il::-llll.l{:‘:‘:ll':'l of Should it be absolutely necessary to control a
patients.  violent patient, additional assistance must be pro-

cured. When the patient sees that resistance is
useless she will seldom attempt it.
No nurse must ever struggle single handed
with a patient except under grave emergency.
Should a struggle be unavoidable the knees
or elbows must never be placed upon the body of
the patient. A
V.
L.::f.tﬁ‘fl Special “ Suicidal notices” are issued by the
Cases. medical officers for every patient disposed to
self-<injury, and eéach nurse in the ward is required
to sign an acknowledgement. Sy
When the notice says the patient is to be under
“continuous observation,” she must not be left
alone on any pretext, day or mght. * Close
observation” means less rigid supervision; the
nurse must know where the patient is and what
she is doing, and must closely, but not necessarily

I continuously, observe her actions. ——t

1] r

I VI.

Seclusion Seclusion is defined by the Commissioners in

it and restraint. i , A G :
Lunacy as ‘“‘the enforced isolation of a patient by
day, between the hours of 7 a.m. and 7 p.m., by
the closing, by any means whatsoever, of the door

i of the room in which the patient is.” No patient




may be secluded without the sanction of a medical
officer.

No patient may be restrained by any mechanical
means whatever unless the Medical Superintendent
should expressly direct the same.

VII.

Occupations Nurses must encourage p;uient:—; to occupy

of patients.

themselves usefully, and, as far as their duties
permit, assist in their amusements and other
pursuits, They must not restrict amusements to
the more intelligent, but endeavour to rouse the

interest of all.
VIII.

No favourites. Nurses must refrain from making favourites of

Attitude
towards
delusions.

Exercise.
Fresh air.

individual patients and avoid undue intimacy with

any of them.
1X.

Nurses should avoid talking to patients on the
subject of their delusions and on no account argue
with them, but on the contrary endeavour to
interest them in other matters, or in some other
way divert their attention. It must, however, be
remembered that nurses have constant opportu-
nities of observing the patient’s mental condition,
and it is an important part of their duty to inform
the Medical Officer of any concealed delusions or
peculiarity.

X.

Every patient must be encouraged to take a
liberal amount of exercise daily in the open air.

Pure air in the wards and dermitories is of first
importance ; the various rooms and corridors
must be freely ventilated, and all windows should
be open whenever possible, consistently with the
comfort of the patients.

S Cmia i A AL o
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Cleanliness.

Kevs and
LB
In:lll‘-'l.'!';.

Conhdential
position.

Letters,

L

XI.

Nurses are reminded that thorough cleanliness
is of the utmost importance for the maintenance
of the health of the household.

Rubbish must not be allowed to accumulate,
and soiled clothing must be immediately removed
from the bedrooms. It is a nurse's duty to fight

dirt as well as discase,

AlL

Keys must be displayed as little as possible and
care must be taken to avoid noise in using them.
Pass-keys are not to be lent to patients. Any
nurse losing keys, knives, or scissors, must
instantly report the loss. The leave of all nurses
in the department may be stopped until the lost
articles are recovered.

Nurses going beyond the grounds must leave
their keys with the gatekeeper.

XI1IL.

Nurses in the Retreat must understand that
they hold a confidential and responsible position.
They are strictly forbidden to gossip about the
patients or their doings, and the names of the
patients must not be mentioned in the presence of
strangers. Correspondence with the friends of
the patients is not allowed.

X1V,
The letters written by patients are to be placed
in the box for the purpose, or given to one of

the medical officers. Nurses are not permitted

to post letters for patients nor to assist them to
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communicate with persons outside the institution,
except when authorised by the Medical Superin-
tendent.

XV.

Visitors. No nurse may entertain any visitor, nor may a
visitor be admitted to see the Institution, or have
access to any of the galleries or dayrooms without
the permission of the Matron or one of the
Medical Officers.

XVL

Gratuities. Nurses are not allowed to receive perquisites of

any kind, nor to buy or to sell anything from or to
the patients, nor to receive gifts or money from
the patients or their friends, nor from visitors to
the Institution without the consent of the Medical
Superintendent.
XVIL
Male and Without special authority attendants and men
:;Lr.lfilll-(t',m.mh_:-u:u'x-mna are not to be admitted to the galleries,
day-rooms, or private pleasure grounds on the
women'’s side; nor must nurses enter the men's
departments.

Before breakfast and after sunset, nurses are
not allowed to use the general pleasure grounds,
but only the private gardens used by the female
patients, viz.—the terrace, West Villa and Ladies’
Inner Gardens.

XVIIL
Stimulants. Nurses whilst on the Retreat premises, are
required to abstain from alcoholic beverages,
unless prescrited for medicinal purposes by one
of the Medical Officers.

e e e Y [ T — B T e nmam TR

o= i -y




eical

alle=

Lovalty to
Retreat.

General
ditties of
Hi:—,-‘ll.'i'!:i.
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XIX.

If any servant of the Retreat is aware of serious
misconduct on the part of any one employed in
the Institution, a report must be made to one
of the officers. It follows therefore that any
i-treatment of a patient or anything likely to
injure the patients or the property of the Retreat,
or that may bring discredit upon the Institution
must be reported without delay to the Medical
—uperintendent or his deputy.

XX,

(1) The Sisters are responsible for the welfare
of the patients in their wards and the good order
of the rooms, furniture and clothing.

(2) The Sisters must immediatelv report to a
Medical Officer any unusual illness, accident or
injury.

Every evening she must give a written report
to the Matron upon the events of the day, especially
noting :

The occurrence of fits, accidents, violence,
complaints or any unusual circumstances,

What patients have been visited and by
whom.

What patients have been beyond the grounds
and with whom.

Names of patients in bed, refusing food, or
under treatment.

Duration of seclusion fﬁl' any).

Illness of any of the Staff.
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Medicines.

Weighing.

Inventories.

Maintenance
of order.

Instructions
to deputy.

(3) Drugs and medicines must be kept under
lock and key in the cupboard for that purpose.
The Sisters are responsible for their care and
distribution.

(4) All patients must be weighed monthly, and
a record of the weights kept for reference.

(5) Careful inventories of all the belongings of
the patients, of the cutlery and household linen
are to be kept by the Sisters and revised at least
every six months.

Lists of the Linen sent to the wash each week
must be kept, and if any articles are not returned
within eight days written reports must be made to
the Housekeeper.

(6) The Sisters are expected to maintain dis-
cipline during hours of duty, and to supervise
efficiently the work of the nurses and maids in
their wards. They are to teach the probationers
their duties, and as far as possible assist in their
training.

(7) Before going off duty each Sister must
fully inform her deputy respecting the needs of
her patients, especially in the case of the sick or
infirm.

Information necessary for the guidance of the
night nurses must be written each evening in the
night report book, and before leaving the ward
the Sister must satisfy herself as to the safety

and comfort of all her patients.

XXL

New patients. (1) New patients should be treated with marked

kindness., There should be no deception or con-
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cealment as to where they are, but everything
must be done to reassure and comfort them. They
must be dealt with very cautiously until their
habits and tendencies become known.

(2) Unless instructions to the contrary are
received, every patient, as soon after admission as
convenient, is to be given a bath by the Sister of
the ward (vide Bathroom rules). She must be
weighed and measured and her temperature
taken, and her pulse and respirations counted.
Report as to injuries or any abnormal conditions
must be promptly made, in writing, to the Medical
Officer on duty.

(3). The Sister in charge must also make a
careful inventory of the clothing and other
belongings of the patient ; valuables and money
must be taken to the office for registration, and
knives, matches and other dangerous articles

taken away and locked up safely.

XXII.

(1) The Sisters are also responsible for the
proper service of the meals required in the wards
and in particular they are to supervisc the feeding
of the sick and infirm.

(2) In the event of a patient not taking
sufficient food, report must be made to a Medical
Officer at his next visit. Nurses are not 1o
administer food forcibly under any circumstances.
The utmost tact and patience must be exercised
in such cases; small quantities only should be

presented, and the reasonable wishes of the patient

met as far as practicable.
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Bathing.

(3) Waste must be avoided and no patient
should be allowed to take too much food.

(4) No extra diet must be given without a
written order from a Medical Officer.

(5) Knives and forks must be counted after

CVErY In eal.

XXIIIL

{l": The Sisters are personally responsible for
the bathing of the patients.

(2) Ewery patient as soon after admission
as possible, once each week afterwards, and
immediately before discharge, shall have a warm
bath unless a Medical Officer gives directions to
the contrary. Any injuries, eruptions, or signs of
disease that may be noticed must immediately be
reported to the Matron.

(3) Mo patient refusing to take a bath shall be
compelled to do so without medical authority.
In all cases where compulsion is sanctioned the
Matron must be informed when the bath 1s to be
given. No patient’s head is under any pretext
to be forced under water.

(4) Without the sanction of a Medical Officer
no patient shall be allowed to take a bath except
in the presence of a nurse; nor shall a patient
be left alone during any bathing operations.

(5) In preparing a bath the cold water is always
to be turned on first and the hot water added
afterwards until the bath reaches a temperature
of not less than 9o and not more than 97 degrees

of the thgrmometer, Fahrenheit scale. The ther-




Nursing at
night.

Il

mometer 1s to be used in every bath and the
temperature must never be guessed at, nor judged
by the hand. In case the thermometer is injured
or broken all bathing shall be suspended until
another has been procured.

(6) Every patient after the weekly bath is to
be provided with clean underclothing.

(7) The cases covering the taps are to be kept

locked when the baths are not in use and no
patient 1s ever to be permitted to turn on the

water.
(8) Cold, shower, lurkish and all kinds of
special baths are only to be given or allowed in

accordance with orders from a Medical Officer.

XXIV.
(1) The Night Sister is responsible for the
welfare and safety of the female patients during
She

each of the female wards at least once an hour,

the night. nust visit or cause to be visited
and shall pay particular attention to the sick and
infirm, the suicidal, and those of unclean habits.

In the event of any sudden illness, unusual
change, or unexpected death of a patient a Medical
Officer must be at once informed.

]
e

(2) The night nurses must constantly on
guard against an outbreak of fire and be familiar
with the position of and manner of using the fire
appliances and escape staircases.

(3) The Night Sister shall see that the day

nurses and maids are in their bedrooms, and lights

extinguished, at the appointed time.
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(4) Before going off duty the night sister must
enter in the night report book in each ward par-
ticulars as to sleep and any change in the patients
during the night, and she is to supply to the medical
officers a detailed report of the events of the night
in the book provided for the purpose.

XXV.

Nurses’ daily (1) When on duty Nurses and Probationer

duties,

are responsible to the Sisters, whose instructions
they must faithfully carry out.

(2) They are not to leave the ward without the
sister's permission.

(3) Punctuality in all the daily routine must be
strictly observed.

(4) All works borrowed from the Nurses' library
are to be duly entered in the book provided; they

must not be left about nor lent to patients.

XXVI.

Lectures and  Nurses must diligently attend the lectures,

Examina-
Lions,

Leave of
Hl:r:‘-".'lll:'l:'.

demonstrations and periodical examinations. They
are expected to enter for the examination for the
certificate of the Medico-psychological Association,
and for the Certificate of Training given by the
Retreat Committee.

XXVIL
All leave of absence is conditional upon the
needs of the Institution. In case of emergency
any nurse may be required to remain on duty.

Nurses must not absent themselves bevond the

allotted time without the express sanction of the
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Matron. If from illness or other cause a nurse
cannot return at the appointed hour the Matron

must be informed at once by wire or messenger.

XX VIIL
(1) Care, order, and cleanliness are the best
preventives against fire, especially care with mineral
and other inflammable oils and spirits, and with all

movable lamps and candles.

(2) Protect all fireplaces with a guard. Coals
should never be piled upon the top bar of a grate.
Live coals must never be carried from one room to
another.  Ashes must not be thrown out until
thoroughly extinguished. Do not leave wood to
dry before a fire, or in an oven, during the night,
nor leave clothes drying so that a coal could pos-
sibly reach them.

(3) Use only safety matches, and do not leave
them lying about. See that every match used is
quite extinguished before it is left. Matches may
not be given to patients.

(4) All candles in use must be protected with a
glass shade. No candle or gas flame must be so
situated that a curtain or loose papers can be blown
into it.

(5) Any smell of gas must be at once reported.
Do not seek for the escape with a light. When
an escape of gas is discovered, open all the doors
and windows, extinguish all fires and lights, and

turn off the gas at the meter.

(6) Gas in Patients’ Bedrooms must be turned

out by the tap outside.
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Instructions
n case of
fire,

(7) A smell of burning or an excess of smoke
must be reported at once, and its source ascer-
tained without delay:.

(8) Fire buckets must always be kept full of

water, and in the places appointed for them.

XXIX.

1. Do not act hurriedly, but think first what
is best to be done, and then prompt action may
prevent a serious fire. The safety of the Patients
must be the first consideration, and measures for
extinguishing the fire the second.

2. The best way of extinguishing a small fire
15 to prevent the access of air to it, by smothering
it with a rug, coat, counterpane, blanket, or heavy
curtains, and then stamping upon it vigorously.
In doing this women must be very careful of their
own clothing. In throwing water over a fire,
remember that unless a large supply is close at
hand the water must not be wasted ; and that as
large a surface as possible of the burning material
must be covered with water lightly thrown over
it. For this purpose a hand-pump is better than
a bucket.

3. If the fire cannot be put out at once by
these measures,

(i) DBreak the glass of the nearest Fire Alarm
Box—this will summon the Fire Brigade
and the Officers of the Retreat.

(it} Call up the Nurses and Maids near at hand.

4. Close windows and doors near a fire, at

OInce.
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5. If smoke is thick, and it is necessary to pass
along a passage or across a room, cover mouth and
nose with a wet flannel, handkerchief, or stocking,
and crawl along on hands and knees.

6. If the clothes catch fire, the person should
immediately lie down upon a rug, blanket, or

thick shawl, and roll it tightly round the limbs

and body.
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Rules for Nurses engaged in private nursing and

having charge of patients outside the Institution.

The Rules for Nurses at the Retreat, except such as are,
on the face of them, clearly inapplicable, regulate the conduct
of Retreat nurses in charge of patients privately. Such
nurses should remember that, though away from the Retreat,
they still belong to it, and that their position is ore which
specially ealls for loyalty to its traditions, and regard for its

reputation.

’{;hvnl-“;]_"dt?":" 1. The nurse must look to the Medical Attendant

:-l::}:—;:}:il;s|l:_ far her instructions, and faithfully carry them out.
She must inform him promptly and without
reservation of everything of importance respecting
the health and conduct of her patient.

Diary and 2 The nurse must day by day enter in her

reports. i : ! T e
diary all facts of importance relative to the case
under her care. In particular, any points of diffi-
culty which may arise must be promptly recorded.
In acute cases the nurse must also keep a record
of all the events of the day, noting details as to
the mental and bodily condition of the patient.
This record should be produced for the inspection
of the Medical Attendant at each visit.

i’:lliljllﬂ net 3. Unlike the patients at the Retreat, who, as
LSUaY
certified a rule, are certified as of unsound mind, patients

under private care are usually not so certified, and

in consequence there is seldom any legal authority

for limiting their freedom.




Letters,

Straight-
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dealing
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essential.

Confidential
position of
NuUrse.

Suicidal
patients.

A nurse must not, therefore, on her own
responsibility, interfere with the freedom or with
the correspondence of a patient. If circumstances
render such course necessary it must only be
taken under definite instructions from the Medical
Attendant and of a responsible relative of the
patient.

Letters addressed to the Medical Attendant, the
legal adviser of the patient, or to the Commission-
ers in Lunacy, must not under any circumstances
be delayed or interfered with.

4. The observance of No. Il. of the Retreat
Rules, respecting straightforward dealing with
patients, presents many difficulties in private
nursing. The nurse is, however, strictly enjoined
not to be party to any deception of a patient, and

to avoid making promises she cannot perform.

5. The confidential nature of the work must
ever be borne in mind. The nurse must strictly
abstain from gossip and avoid undue intimacy with
any member of the household.

She should be careful not to give needless
trouble in the house, and should make her own

personal requirements as moderate as possible.

6. The responsibility of declaring a patient to
be suicidal rests with the Medical Attendant. In
a doubtful case the nurse must ask him for clear
and definite instructions in writing. No nurse
must attempt the care of a patient requiring con-

tinuous observation unless sufficient relief is

iﬂ'c.ﬂ.'it![*:l.
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=eciusion,
3 o
Eestraint.

When in
difficulty

7. The nurse must never on her own respon-
sibility place a patient in seclusion or use any
kind of mechanical restraint, unless there 1is
imminent danger of serious accident and assistance
cannot be obtained. In such cases the seclusion
or restraint must ouly be maintained while the
danger continues, and the fact that either has
been resorted to must be reported with the least
possible delay to the Medical Attendant. In every
case in which seclusion or mechanical restraint
is used a written report must also be made to the

Medical Superintendent of the Retreat.

8., If a nurse is asked, by whomsoever it may
be, to do anything inconsistent with these rules
she must communicate at once with the Matron or
Medical Superintendent of the Retreat. She
should also do so freely when in doubt as to her
right course of action in any case. She must
inform the Matron without delay, if from ill-health

or any other reason she is unable properly to

discharge her duties.
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STATUTORY PENALTIES.

Lunacy Act, 1890. (Sec. 322 and Sec. 323).

“If any manager, officer, nurse, attendant, servant or
other person employed in an Institution for lunatics, or any
person having charge of a lunatic, illtreats or wilfully neg-
lects a patient, he shall be guilty of misdemeanour, and, on
conviction or indictment, shall be liable to fine or imprison-
ment at the discretion of the court, or be liable on summary
conviction for every offence toa penalty not exceeding twenty
pounds nor less than two pounds.”

“If any manager, officer or servant in an institution for
lunatics wilfully permits, or assists, or connives at the escape
or attempted escape of a patient, or secretes a patient, he

shall for every offence be liable to a penalty not exceeding

twenty pounds nor less than two pounds,”
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6-30 a.m.
7-0 a.m.

;—S{J d. I,
7-50 a.m.

a-0 a.m.

[0-20 a.m.
[[=30 a.1m.

[2-0 NOOn.

[-O p.m.

[-1§ p.m.
2=30C p m.

4-30 p.m.

5=-0 p.m.
8-0 p.m.

3-30 p.m.

3-45 p.m,
g-30 p m.

10-0 p.m

[0-30 p.m.

TIME TABLE. 1

Nurses’ Breakfast. |
Nurses on duty. J
Sisters' Breakfast.
Night Nurses off duty.

Sisters on duty. Night Nurses' Dinner.

-+ hour later on Sundays.

Sister and Nurse on the Terrace.

Night Nurses in bed. (Wednesdays and Satur-
days at 9 a.m.).

First Dinner for Nurses.

Second Dinner for Nurses.
Sisters' Dinner.
Sister and Nurse on lerrace
First Tea for Nurses.
Second Tea for Nurses. i3
Night Nurses' Breakfast. {
Nurses' Supper. Night Nurses on duty (Wed-
nesdays and Saturdays g-0 p.m).

- o™
SISLers hu|:u;:-1-|'.

Night Sister on duty.
Murses in bedrooms

Nurses in bed and lights out {

LEAVE OF ABSENCE. | i

One hali-day and one whole day on alternate weeks. A il
|

l|:s|1:~-:'L:1_'; on two consecutive sundays : on the third Sunday

one hour,
Monday.
times.

Night Nurses—1 Night every three weeks.

One hour each full working day exclusive of meal

Once in three weeks, four hours on Saturday or

HOLIDAYS. )
isters— 3 weeks 7
Sisters—3 weeks. i
Nurses—2 weeks, in 3rd and 4th years 3 weeks.

special Probationers—3 weeks.

T a5




When the Fire Bells ring.

In the case of an alarm of fire, the following procedure
15 to be adopted (—

(1)

(2)

3
(3)

(4)

n

The Captains, Deputies, and those on special
fire duty will proceed to the site of the fire.

Nurses, male and female, and ward maids will
at once proceed to their respective wards,
unless they are on special fire duty.

[f the alarm bells ring during the day, the Night

Staff who are in bed will get up, but need
not dress unless there is an outbreak of fire in
the Nurses’ Home or a serious fire in the Retreat
itself.

The Indicator Officer and Deputies take charge
of the indicator and telephones, and hand

on instructions issued by Captains or Deputies.

The artisans, gardeners, and those without
special duties must wait in the front hall for
instructions.

On Discovering a Fire.

Attempt immediate extinction if the fire is within reach

and it is small In compass

Bv Smothering it —

The best way of c}:tinguiﬁhing a small fhire is to

prevent access of air to it, by smothering it with




ﬁ

a rug, coat, counterpane, blanket or heavy curtain,

and then stamping upon it vigorously.

Women must be very careful of their own clothing
in doing this, and remember that flannelette, cotton,
and muslin are very inflammable.

Bring one or more Extinguishers to the fire,
and direct the jet of water over the fire.

Supplement this with Buckets and the Corridor
Fire-pump.

In case of AN OUTBREAK OF FIRE which cannot
at once be extinguished

(1) Break the glass of the nearest alarm box and
press the button.
(2) Take the following measures without waiting

for assistance :

{a) If patients are in danger.

(1) Open all bedroom doors, beginning with
those nearest the fire.

(2) Open doors to exit stairs and leave them
all open.

(b) If no immediate danger to life.

(1) Turn on water in nearest bath for refilling
fire buckets.

(2)

Close all windows and doors near fire.

(3) Bring up Extinguishers and Corridor Fire
Pump.
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SPECIAL NOTES.

The Safety of the Patients must be the first consideration.

Calm and Orderly Conduct on the part of the staff will
inspire confidence in the patients and prevent panic.
The patients and staff should be roused as quietly as
possible. Suicidal patients must not be left.

When Smoke is thick.—If necessary to cross a room, or
pass along a corridor, cover your mouth with wet flannel
or stocking or handkerchief, and crawl on hands and
knees.

Clothing on Fire.—The person must lie down, and be
rolled tightly in a rug, blanket, or thick shawl.

Chimney on Fire.—Rake out fire and block chimney with
wet sack, wet dust sheet, or anything that will cut off
the supply of air yet will not burn readily.

7N
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FIRE RULES.

1936.

Precautions Against Fire.

MARE, order and cleanliness are the best preventatives.

Beeswax and turpentine, floor polish, cleaning cloths
and all other inflammable materials must be kept in safe
places.

Waste paper and rubbish must never be allowed to
accumulate.

Protect all fireplaces with a guard. Coals must never
be piled upon a fire so that any can fall out as the fire burns
away. Live coals or burning paper must never be carried

from one room to another.

Paraffin and other inflammable liquids must not be used

to light or ‘'brighten” a fire,
Safety matches only may be used.

Any smell of gas must be at once reported. Do not
seek for an escape of gas with a light, but at once open all
doors and windows, extinguish naked lights near at hand,
and if the escape cannot be readily stopped turn off the
gas at the meter. An escape from a defective pipe can be

temporarily stopped by soap or putty.

Any irregularity in the electric lights which may cause

fusing must be at once reported,




- = vt FPF

7

i

A smell of burning or unusual smoke must be immedi-
ately reported, and its source ascertained without a moment’s

delay.

Indoor Appliances.

Every member of the Staff must be familiar with the
position and manner of using the wvarious appliances

provided against fire.

The Charge Attendants and Ward Sisters are responsible
for the appliances in their respective departments being in
good working order, and in their appointed places. They
are also required to see that the exit staircases are free from
obstruction.

Should any piece of apparatus be defective, written
information should be given at once to the Secretary.

In every department the following appliances are
available :

Fire Extinguishers.

Fire Buckets.—These must always be kept full of
water.

Corridor Fire Pumps are on each landing, and
can be wheeled as close as possible to the fire.

Exit Staircases—The keys to open the fire stair-
cases will be found in glass boxes.

Automatic Fire Alarm Boxes are in every depart-
ment (usually in or near the Kitchens in the
Wards), and in connection with some of them

are automatic thermometers, which give an

alarm directly the temperature reaches a certain
point (e.g., in the Engineer’s Shop, Laundry,
Steward's Store, under Stage, etc.).

it
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On breaking the glass in one of the alarm boxes and
pressing the button, fire bells will ring in the following :—
Captain of Fire Brigade's House,
Deputy Captain’s House,
Superintendent’s House,
Assistant Engineer's House,
as well as in other places.
The fire bells ring continuously wuntil the danger has
passed or until the responsible official stops them.
All able-bodied members of the staff are to be
familiar with the position and use of all the indoor apparatus

and escape stairs.

Outside Appliances.

Every male emplovee must be thoroughly familiar with
the ]mii.tic-n and manner of using the following appliances
in case of fire:

The Fire Hydrants.
The Hose and Branch Pipes.
The Fire Escapes and Ladders.

Fire drills will be held quarterly, so that every
attendant, artisan and other male employee may know
the exact position of the above appliances and be

proficient in their use.

The Fire Brigade

consists of the Captain and two Deputies. They will have
the assistance of the Indicator Officer in control of the

telephones.
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The Captain is in charge of all operations in case of fire,
and his orders are then binding on all the staff, except those

with defimitely assigned duties.

He is responsible for :—
(1) Organization of the Fire Brigade.

(2) The training of the staff in the use of fire

appliances and exit stairs.

(3) Reporting all cases of neglect of fire duty, defects
of apparatus, or anything that interferes with
efficiency.

(4) Once a year, giving to the Committee a written
report of his work.

When a fire occurs, the Captain and his Deputies are to
go immediately to it and endeavour to extinguish it. If it
15 too large to be put out readily, he must at once summon
the York City Fire Brigade (Telephone Dial 0), and one
of the deputies or other member of the brigade must
immediately organize the remowval of all patients who are

In prospective or actual danger, to a place of safety.

Meanwhile the Captain must supervise all efforts being
made to extinguish the fire.

The Indicator Officer, or her Deputy, will be in full
authority in the front hall and be responsible for the
indicator, the telephones, and the handing on of messages
and orders.

If additional help is needed at the site of the fire, or
anywhere else, the Indicator Officer will be able to summon

assistance from portions of the institution not in danger.

-
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FIRE RULES.

Approved by the Retreat Committee, August, 1921,

Precautions Against Fire.

ARE, order and cleanliness are the best preventatives.
C Special care should be taken with all moveable lights
and candles.

Beeswax and turpentine, floor polish, cleaning cloths
and all other inflammable materials must be kept in safe
places.

Waste paper and rubbish must never be allowed to
accumulate.

Protect all fireplaces with a guard. Coals must never
be piled upon a fire so that any can fall out as the fire burns
away. Live coals must never be carried from one room fo
another.

Wood must not be left to dry before or near a fire.

Clothes which are drying must always be placed so that
no spark or ember can possibly reach them.

Safety matches only may be used.

When candles are used they must be protected with
glass shades.

Any smell of gas must be at once reported. Do not seek
for an escape of gas with a light, but at once open all doors
and windows, extinguish naked lights near at hand, and if
the escape cannot be readily stopped turn off the gas at
the meter. An escape from a defective pipe can be tem-
porarily stopped by soap or putty. Gas in patient's
bedrooms must be turned off by the tap outside whenever

possible.
A smell of burning or unusual smoke must be imme-
diately reported, and its source ascertained without a

moment’s delay.
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Indoor Appliances for Use in
case of Fire.

Every member of the Staff must be familiar with the
position and manner of using the various appliances
provided against fire.

The Charge Attendants and Ward Sisters are responsible
for the appliances in their respective departments being in
good working order, and in their appointed places. They
are also required to see that the exit staircases are free from
obstruction.

Should any piece of apparatus he defective, written
information should be given at once to the Engineer.

In every department the following appliances are
available :—

Fire Extinctors.

Fire Buckets.—These must always be kept full of
water.

Foot Pumps—To be used with a fire bucket to give
a jet of water.

Corridor Fire Pumps are on each landing, and can
be wheeled as close as possible to the fire.

Hatchets to break windows if needed.

Exit Staircases—The keys to open the fire staircases
will be found in glass boxes.

Automatic Fire Alarm Boxes are in every depart-

ment, and in connection with some of them are
automatic thermometers, which give an alarm

directly the temperature reaches a certain point
(e.g.,1in the Joiner’s Shop, Laundry and Steward’s
Office).
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On breaking the glass in one of the alarm boxes, fire
bells will ring among other places, in the following :—
Captain of Fire Brigade’s House.
Deputy Captain’s Room.
Superintendent’s House.
Assistant Superintendent’'s House.
Secretary's House.
Nurses' Hostel.
Engineer's House.
Engineer's Basement.
First Gallery.
Nurses' Home.
Top Centre.
Lower Centre.
Gentleman’s Lodge.
The fire bells ring continuously until the danger has
passed or until the responsible official stops them.

QOutside Appliances in case of Fire.

Every male servant must be thoroughly familiar with
the position and manner of using the following appliances
in case of fire :(—

The Fire Hydrants.
The Hose and Branch Pipes.
The Fire Escapes and Ladders.

Fire drills will be frequently held, so that every
attendant, artisan and male servant may know the exact
position of the above appliances and be proficient in their

nse.
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The Fire Brigade

consists of the Men’s Captain, the Women's Captain, and
their Deputies, together with two men and two women on
special fire duty. They will have the assistance of the
Indicator Officer in control of the telephones.

The Men's Captain will have three deputies, so that
at any time, day or night, he, or a deputy, will be free to go
to the site of a fire immediately an alarm is raised.

He is in charge of all operations in case of fire, and his
orders are then binding on all the staff, except those with
definitely assigned duties.

He is responsible for \—

(1) Organisation of the Fire Brigade.

(2) The training of the staff in the use of fire
appliances and exit stairs.

(3) Reporting all cases of neglect of fire duty, defects
of apparatus, or anything that interferes with
efficiency.

(4) Once in three months, giving to the Committee a
written report of his work.

When a fire occurs, the Captain and his deputies are to
go immediately to it and endeavour to extinguish it. If it
is too large to be put out readily, one of the deputies or
other member of the brigade must at once organise the
removal of all patients who are in prospective or actual
danger, to a place of safety.

Meanwhile the Captain must supervise all efforts being
made to extinguish the fire.

If he finds the fire is beyond control, he has authority,
at his discretion, to call the York City Fire Brigade.
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The respective duties of the men’s captain, and the
women s captain cannot be defined in advance, but they
will have practised together so as to understand one another.

The women’s captain will :—

(1) Organise the women’s section of the fire brigade.
(2) Train the women's staff in the use of apparatus
and exits.

The Women’s Captain or her deputies are, in like
manner, to proceed to the site of the fire immediately an
alarm is given. The two members of the female staff
on special fire duty are alse to go immediately to the fire.

(3) If the fire 1s on the Women’s Side, the Women's
Captain or, in her absence the senior deputy,
must at once organise the removal of all
women patients to a place of safety. If the
fire is on the men’'s side, she will organise a
constant supply of water and bring buckets,
foot pumps, and extinctors. |

The Indicator Officer, or her deputy, will be in full
authority 'in the front hall and be responsible for the
indicator, the telephones, and the handing on of messages
and orders.

If additional help is needed at the site of the fire, or
anywhere else, the indicator officer will be able to summon
assistance from portions of the institution not in danger.

All able-bodied members of the staff are to be
familiar with the position and use of all the indoor apparatus
and escape stairs. The respective captains will be res-

ponsible for preparing a rota, and they will submit at least
once a week to the Superintendent, the names of members
required for special fire duty. This will only be needed
when the numbers of the staff on the premises are so reduced
that none are free to give assistance in case of fire.
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When the Fire Bells ring—
In the case of an alarm of fire, the following procedure
is to be adopted :—

(1) The Captains, Deputies, and those on special fire
duty will proceed to the site of the fire.

(2) Nurses, male and female, and ward maids will
at once proceed to their respective wards,
unless they are on special fire duty.

(3) The Indicator Officer and Deputies take charge
of the indicator and telephones, and hand
on instructions issued by captains or deputies.

(4) The artisans, gardeners, and those without special
duties must wait in the front hall for instruc-
tions.

On Discovering a Fire

Attempt immediate extinction if the fire is within reach
and it is small in compass

(¢) By Smothering it—
The best way of extinguishing a small fire is to
prevent access of air to it, by smothering it with
a rug, coat, counterpane, blanket or heavy curtain,
and then stamping upon it vigorously.

Women must be very careful of their own clothing
in doing this, and remember that flannelette, cotton,
and muslin are very inflammable.

(b) Throwing Water—
In throwing water over a fire, remember that
unless a large supply is close at hand, the water
must not be wasted, and that as large a surface as

possible of the burning material should be wetted.

Te |:3.
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Bring one or more Extinctors to the fire, and
direct the jet of water over the fire.

Supplement this with Buckets and Foot Pump,
and the Corridor Fire-pump.

In case of A SERIOUS OUTBREAK OF FIRE

which cannot be immediately extinguished

(1) Break the glass of the nearest alarm box.
This should bring the fire brigade in less than
two minutes.

(2) Quietly call up the members of the staff near at
hand, and send one to call the Medical Officers.

(3) Take the following measures without waiting for
assistance :-

(2) If patients are in danger.

(1) Open all bedroom doors, beginning with those
nearest the fire.

(2) Open doors to exit stairs and leave them all
open.

(b) If no immediate danger to life.
(1) Turn on water in nearest bath.
(2) Close all windows and doors near fire.

(3) Bring up Extinctors and Corridor Fire Pump.

SPECIAL POINTS.

The Safety of the Patients must be the first consideration.

Calm and Orderly Conduct on the part of the staff will
inspire confidence in the patients and prevent panic.
The patients and staff should be roused as quietly as
possible. Suicidal patients must not be left,
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When Smoke is thick.—If necessary to cross a room, o
pass along a corridor, cover your mouth with wet flanné

or stocking or handkerchief, and crawl on hands and
knees.
Clothing on Fire.—The person must lie down, and
rolled tightly in a rug, blanket, or thick shawl.
Chimney on Fire.—Rake out fire and block chimney witl,
wet sack, dust sheet, or anything that will cut off tl
supply of air yet will not burn readily.
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This book is the property of the Institution, and if lost, H.
destroyed, or rendered unfit for future use, the person f
responsible for it will be liable to a fine of five shillings. 7
It must on no account be taken away from the Hospital e
execept when a nurse is engaged in outside work, and it s
must not be shewn to any patient. ~
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Rules for Nurses

AT

The Retreat, York.:

APPROVED BY THE COMMITTEE OF THE RETREAT

May 131H, 1902

YORK:
William Sessions, Printer, 30; Coney Strect.







INTRODUCTION.

The Retreat was founded in 1792 by William Tuke,
Lindley Murray, and other members of the Society of Friends,
in order to provide a home for the care of persons afflicted in
mind, where they would be treated, not with the harsh methods
then customary, but with kindness and sympathy. It was,
moreover, the first Institution for the Insane in this country
to adopt and carry out such humane treatment, and the
principles then adopted are now generally recognised.

From the first, persons were admitted at nominal rates
and in many cases without any payment whatsoever. The
charitable aims of the founders are still kept in view, and
about one-third of the patients are received at rates much
below their cost.

The government of the Retreat is vested in 40 Directors
who appoint the Committee of Management; the Directors
and Committee rendering purely honorary service.

The Committee are wishful that the high ideals of the
founders should ever influence the Staff, so that the traditions
of the Retreat may be worthily upheld. For its good manage-
ment, due order and discipline are necessary, and the
following Rules and Instructions have accordingly been
drawn up with the intention of assisting the Nurses in the
faithful and intelligent execution of their duties.

The Committee recognise that the work of nursing the
insane is frequently arduous, and calls for much self-denial
and patience. Mental disorder is one of the saddest forms of
human affliction, and those who honestly strive to alleviate
this suffering, and to minister to the needs of the afflicted in
mind, are undoubtedly performing true Christian service.
The Committee extend to the nurses warm sympathy and en-

couragement in their work.




RULES FOR NURSES.

.

General It must always be remembered that the comfort
1.||:':I!'-'~|.".I"|.'Fi[iliil]=.:-i - . 5 . L
on the treat- and happiness of the patients, and in many cases

ment of

patients, the prospect of their recovery, largely depend

upon the manner in which the nurses perform
their duties.

Kindness, tact, firmness and good temper;
thoughtful attention to duty, patient obedience to
orders, kindly interest in each patient, and orderly
neatness in ward duties are the characteristics of

CVETY goo d nurse.

I1.
1‘:‘3”-’“;5“1‘- It should be the aim of every nurse to win the
OWARDUNESS i 1
essential.  confidence and respect of patients under her

care ; this can only be attained by being straight-
forward and upright in all her dealings with them.
Nurses must never make promises which they
cannot perform, and must always avoid deception
and prevarication,

111.
The patients must always be treated withuniform
kindness.
Penalties for ~ Apy ill-treatment, unkindness or harshness in
unkindness.
word or deed will render a nurse liable to
immediate suspension and subsequent dismissal.
The penalties imposed by law for illtreating or
wilfully neglecting a patient are stated in the
appendix. (See page 15).
A nurse concealing the ill-treatment of a patient
by another nurse will be considered equally guilty,
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Control of

violent
patients.

Care of
Suicidal
Cases.

Seclusion

and restraint.

3

When it is necessary to exercise authority over

patients the nurse must never be peremptory or
speak bharshly : firmness must be associated with
gentleness of manner, having due regard to the
patient’s feelings and limitations.

IV.

Should it be absolutely necessary to control a
violent patient, additional assistance must be pro-
cured. When the patient sces that resistance is
useless she will seldom attempt it.

No nurse must ever struggle single handed
with a patient except under grave emergency.

Should a struggle be unavoidable the knees
or elbows must never be placed upon the body of
the patient.

V.

Special * Suicidal notices"” are issued by the
medical officers for every patient disposed to
self-injury, and each nurse in the ward is required
to sign an acknowledgement.

When the notice says the patient is to be under

“eontinuous observation,” she must not be left
alone on any pretext, day or night. * Close
observation” means less rigid supervision; the
nurse must know where the patient is and what
she is doing, and must closely, but not necessarily

continuously, observe her actions.
VI
Seclusion is defined by the Commissioners in
Lunacy as “the enforced isolation of a patient by
day, between the hours of 7 am. and 7 p.m,, by

the closing, by any means whatsoever, of the door

of the room in which the patient is.” No patient




may be secluded without the sanction of a medical
officer.

No patient may be restrained by any mechanical
means whatever unless the Medical Superintendent
should expressly direct the same.

VII.
fl}jfli;illltlt:r:”“ Nurses must encourage patients to occupy
themselves usefully, and, as far as their duties
permit, assist in their amusements and other
pursuits. They must not restrict amusements to
the more intelligent, but endeavour to rouse the
interest of all,

VIIL
No favourites. Nurses must refrain from making favourites of
individual patients and avoid undue intimacy with

any of them.
[X.

-'\Hj_tl_u;tfl! Nurses should avoid talking to patients on the

EE'.'E;:;UTW subject of their delusions and on no account argue
with them, but on the contrary endeavour to
interest them in other matters, or in some other
way divert their attention. It must, however, be
remembered that nurses have constant opportu-
nities of observing the patient's mental condition,
and it is an important part of their duty to inform
the Medical Officer of any concealed delusions or
peculiarity.

s

JFI‘;L:]l]!‘:h Every patient must be encouraged to take a

liberal amount of exercise daily in the open air.
Pure air in the wards and dormitories is of first

importance ; the various rooms and corridors
must be freely ventilated, and all windows should
be open whenever possible, consistently with the
comfort of the pﬁii{:ntﬁ.
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Cleanliness.

]"':!":‘,'Hi!.fll;_l
knives.

Confidential
position.

Letters.

Al

Nurses are reminded that Hun'{:-ugh cleanliness

is of the utmost importance for the maintenance
of the health of the household.

Rubbish must not be allowed to accumulate,
and soiled clothing must be immediately removed
from the bedrooms. It is a nurse’s duty to fight
dirt as well as disease.

XIL

Keys must be displayed as little as possible and
care must be taken to avoid noise in using them.
Pass-keys are not to be lent to patients. Any
nurse losing keys, knives, or scissors, must
instantly report the loss. The leave of all nurses
in the department may be stopped until the lost
articles are recovered.

Nurses going beyond the grounds must leave

their keys with the gatekeeper.

XI1L
Nurses in the Retreat must understand that
they hold a confidential and responsible position.
They are strictly forbidden to gossip about the
patients or their doings, and the names of the
patients must not be mentioned in the presence of
strangers. Correspondence with the friends of

the patients is not allowed.

XIV.
The letters written by patients are to be placed
in the box for the purpose, or given to one of

the medical officers. Nurses are not permitted

to post letters for patients nor to assist them tu




Visitors.

Gratuities.

Male and
lemale
departments.

Stimulants.

communicate with persons outside the institution,

except when authorised by the Medical Superin-
tendent.
XV,

No nurse may entertain any visitor, nor may a
visitor be admitted to see the Institution, or have
access to any of the galleries or dayrooms without
the permission of the Matron or one of the
Medical Officers.

XVL.

Nurses are not allowed to receive perquisites of
any kind, nor to buy or to sell anything from or to
the patients, nor to receive gifts or money from
the patients or their friends, nor from visitors to
the Institution without the consent of the Medical
Superintendent.

AVIL

Without special authority attendants and men
servants are not to be admitted to the galleries,
lay-rooms, or private pleasure grounds on the
women'’s side ; nor must nurses enter the men's
departments.

Before breakfast and after sunset, nurses are
not allowed to use the general pleastre grounds,
but only the private gardens used by the female
patients, viz.—the terrace, West Villa and Ladies’
Inner Gardens.

XVIII.
Nurses whilst on the Retreat premises, are

required to abstain from alcoholic beverages,

unless prescribed for medicinal purposes by one
of the Medical Officers.
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Loyalty to
Retreat.

General
duties of
Sisters.

Reports.

XIX.

If any servant of the Retreat is aware of serious
misconduct on the part of any one employed in
the Institution, a report must be made to one
of the officers. It follows therefore that any
ill-treatment of a patient or anything likely to
injure the patients or the property of the Retreat,
or that may bring discredit upon the Institution
must be reported without delay to the Medical
Superintendent or his deputy.

), 9,6

(1) The Sisters are responsible for the welfare
of the patients in their wards and the good order
of the rooms, furniture and clothing.

(2) The Sisters must immediately report to a
Medical Officer any unusual illness, accident or
injury.

Every evening she must give a written report
to the Matron upon the events of the day, especially
noting :—

The occurrence of fits, accidents, violence,
complaints or any unusual circumstances.

What patients have been visited and by
whom.

What patients have been beyond the grounds
and with whom.

Names of patients in bed, refusing food, or
under treatment.

Duration of seclusion (if any).

Illness of any of the Staff.
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Medicines.

Weighing.

Inventories.

Maintenance
of order.

Instructions
to deputy.

(3) Drugs and medicines must be kept under
lock and key in the cupboard for that purpose.
The Sisters are responsible for their care and
distribution.

(4) All patients must be weighed monthly, and
a record of the weights kept for reference.

(5) Careful inventories of all the belongings of
the patients, of the cutlery and household linen
are to be kept by the Sisters and revised at least
every six months.

Lists of the Linen sent to the wash each week
must be kept, and if any articles are not returned
within eight days written reports must be made to
the Housekeeper.

(6) The Sisters are expected to maintain dis-
cipline during hours of duty, and to supervise
efficiently the work of the nurses and maids in
their wards. They are to teach the probationers
their duties, and as far as possible assist in their
training.

(7) Before going off duty each Sister must
fully inform her deputy respecting the needs of
her patients, especially in the case of the sick or
infirm.

Information necessary for the guidance of the
llight nurses must be written each evening in the
night report book, and before leaving the ward
the Sister must satisfy herself as to the safety

and comfort of all her patients.

XXL

New patients. (1) New patients should be treated with marked

kindness. There should be no deception or con-

IR I
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cealment as to where they are, but everything
must be done to reassure and comfort them. They
must be dealt with very cautiously until their
habits and tendencies become known.

(2) Unless instructions to the contrary are
received, every patient, as soon after admission as
convenient, is to be given a bath by the Sister of
the ward (vide Bathroom rules). She must be
weighed and measured and her temperature
taken, and her pulse and respirations counted.
Report as to injuries or any abnormal conditions
must be promptly made, in writing, to the Medical
Officer on duty.

(3). The Sister in charge must also make a
careful inventory of the clothing and other
belongings of the patient; valuables and money
must be taken to the office for registration, and
knives, matches and other dangerous articles

taken away and locked up safely.

XXIL

(1) The Sisters are also responsible for the
proper service of the meals required in the wards
and in particular they are to supervise the leeding
of the sick and infirm.

(2) In the event of a patient not taking
sufficient food, report must be made to a Medical
Officer at his next wvisit. Nurses are not to
administer food forcibly under any circumstances.

The utmost tact and patience must be exercised

in such cases; small quantities only should be
presented, and the reasonable wishes of the patient

met as far as practicable.
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Bathing.

T

(3) Waste must be avoided and no patient
should be allowed to take too much food.

(4) No extra diet must be given without a
written order from a Medical Officer.

(5) Knives and forks must be counted after
every meal.

XXIIL

(1) The Sisters are personally responsible for
the bathing of the patients.

(2) Every patient as soon after admission
as possible, once each week afterwards, and
immediately before discharge, shall have a warm
bath unless a Medical Officer gives directions to
the contrary. Any injuries, eruptions, or signs of
disease that may be noticed must immediately be
reported to the Matron.

(3) No patient refusing to take a bath shall be
compelled to do so without medical authority.
In all cases where compulsion is sanctioned the
Matron must be informed wheu the bath i1s to be
given. No patient's head is under any pretext
to be forced under water.

(4) Without the sanction of a Medical Officer
no patient shall be allowed to take a bath except
in the presence of a nurse; nor shall a patient
be left alone during any bathing operations.

(5) In preparing a bath the cold water is :!_11.1;;!_}'5
to be turned on first and the hot water added
afterwards until the bath reaches a temperature
of not less than 9o and not more than 97 degrees
of the thermometer, Fahrenheit scale. The ther-
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mometer is to be used in every bath and the
temperature must never be guessed at, nor judged
by the hand. In case the thermometer is injured
or broken all bathing shall be suspended until
another has been procured.

(6) Every patient after the weekly bath is to
be provided with clean underclothing.

(7) The cases covering the taps are to be kept
locked when the baths are not in use and ne
patient is ever to be permitted to turn on the
water.

(8) Cold, shower, Turkish and all kinds of
special baths are only to be given or allowed in

accordance with orders from a Medical Officer.

XXV,

(1) The Night Sister is responsible for the
welfare and safety of the female patients during
the night. She must visit or cause to be visited
each of the female wards at least once an hour,
and shall pay particular attention to the sick and
infirm, the suicidal, and those of unclean habits.

In the event of any sudden illness, unusual
change, or unexpected death of a patient a Medical
Officer must be at once informed.

(2) The night nurses must constantly be on
guard against an outbreak of fire and be familiar
with the position of and manner of using the fire
appliances and escape staircases.

(3) The Night Sister shall see that the day
nurses and maids are in their bedrooms, and lights

extinguished, at the appointed time.
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(4) Before going off duty the night sister must
enter in the night report book in each ward par-
ticulars as to sleep and any change in the patients
during the night, and she is to supply to the medical
officers a detailed report of the events of the night
in the book provided for the purpose.

XXV.
51;1*','5*1?5' daily (1) When on duty Nurses and Probationer
duties. ; i - -
are responsible to the Sisters, whose instructions
they must faithfully carry out.

(2) They are not to leave the ward without the
sister's permission.

(3) Punetuality in all the daily routine must be
strictly observed.

(4) All works borrowed from the Nurses' library
are to be duly entered in the book provided; they
must not be left about nor lent to patients.

XXVL

gif’m:;“_’”i Nurses must diligently attend the lectures,

tions.  demonstrations and periodical examinations. They
are expected to enter for the examination for the
certificate of the Medico-psychological Association,
and for the Certificate of Training given by the
Retreat Committee.

XXVII.

}liij‘ii?:il'{_::l All leave of absence is conditional upon the

needs of the Institution. In case of emergency

any nurse may be required to remain on duty.
Nurses must not absent themselves bevond the

allotted time without the express sanction of the

Peeia
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Matron, If from illness or other cause a nurse
cannot return at the appointed hour the Matron

must be informed at once by wire or messenger.

XXVIII.

(1) Care, order, and cleanliness are the best
preventives against fire, especially care with mineral
and other inflammable oils and spirits, and with all
movable lamps and candles.

(2) Protect all fireplaces with a guard. Coals
should never be piled upon the top bar of a grate.
Live coals must never be carried from one room to
another. Ashes must not be thrown out until
thoroughly extinguished. Do not leave wood to
dry before a fire, or in an oven, during the night,
nor leave clothes drying so that a coal could pos-
sibly reach them.

(3) Use only safety matches, and do not leave
them lying about. See that every match used is
quite extinguished before it is left. Matches may
not be given to patients.

(4) All candles in use must be protected with a
glass shade. No candle or gas flame must be so
situated that a curtain or loose papers can be blown
into it.

(5) Any smell of gas must be at once reported.
Do not seek for the escape with a light. When
an escape of gas is discovered, open all the doors
and windows, extinguish all fires and lights, and
turn oft the gas at the meter.

(6) Gas in Patients' Bedrooms must be turned
out by the tap outside,
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Instructions
in case of
fire.

(7) A smell of burning or an excess of smoke
must be reported at once, and its source ascer-

tained without delay.

(8) Fire buckets must always be kept full of

water, and in the places appointed for them.

XXIX,

1. Do not act hurriedly, but think first what
is best to be done, and then prompt action may
prevent a serious fire. The safety of the Patients
must be the first consideration, and measures for
extinguishing the fire the second.

2. The best way of extinguishing a small fire
15 to prevent the access of air to it, by smothering
it with a rug, coat, counterpane, blanket, or heavy
curtains, and then stamping upon it vigorously.
In doing this women must be very careful of their
own clothing. In throwing water over a fire,
remember that unless a large supply is close at
hand the water must not be wasted ; and that as
large a surface as possible of the burning material
must be covered with water lightly thrown over
it. For this purpose a hand-pump is better than
a bucket.

3. If the fire cannot be put out at once by
these measures,

(i) Break the glass of the nearest Fire Alarm
Box—this will summon the Fire Brigade
and the Officers of the Retreat.

(ii) Call up the Nurses and Maids near at hand.

4. Close windows and doors near a fire, at
once.

PR LS BT B i SEE R E EREEFE ehy o —— )
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5. If smoke is thick, and it is necessary to pass

I'l].ﬂ[‘lg | ]'?:-l!:iﬁrl?,__'"f’. O Acrhoss a ['f][]]1j] cover I'I.'II':ILIH_! El]'ll'_i
nose with a wet flannel, handkerchief, or stocking,
and crawl along on hands and knees.

6. If the clothes catch fire, the person should
immediately lie down upon a rug, blanket, or
thick shawl, and roll it tightly round the limbs

2 and body.
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Rules for Nurses engaged in private nursing and

having charge of patients outside the Institution.

The Rules for Nurses at the Retreat, except such as are,
on the face of them, clearly inapplicable, regulate the conduct
of Retreat nurses in charge of patients privately. Such
nurses should remember that, though away from the Retreat,
they still belong to it, and that their position is ore which
specially calls for loyalty to its traditions, and regard for its

reputation.

The Medical 1. The nurse mustlook to the Medical Attendant
:}Lj;:”hl:ﬂlllq for her instructions, and faithfully carry them out.
She must inform him promptly and without
reservation of everything of importance respecting
the health and conduct of her patient.
Diary and 2. The nurse must day by day enter in her
i diary all facts of importance relative to the case
under her care. In particular, any points of diffi-
culty which may arise must be promptly recorded.
In acute cases the nurse must also keep a record
of all the events of the day, noting details as to
the mental and beodily condition of the patient.
This record should be produced for the inspection
of the Medical Attendant at each visit.

E*Hﬁ"li'-t not 3. Unlike the patients at the Retreat, who, as
LSUElly - . -
cerlified a rule, are certified as of unsound mind, patients

under private care are usually not so certified, and
in consequence there is seldom any legal authority
for limiting their freedom.

- R e t—— s A AW v i o e 4
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A nurse must not, therefore, on her own
responsibility, interfere with the freedom or with
the correspondence of a patient. If circumstances
render such course necessary it must only be
taken under definite instructions from the Medical
Attendant and of a responsible relative of the
patient.

Letters addressed to the Medical Attendant, the
legal adviser of the patient, or to the Commission-
ers in Lunacy, must not under any circumstances
be delayed or interfered with.

4. The observance of No. II. of the Retreat
Rules, respecting straightforward dealing with
patients, presents many difficulties in private
nursing. The nurse is, however, strictly enjoined
not to be party to any deception of a patient, and

to avoid making promises she cannot perform.

5. The confidential nature of the work must
ever be borne in mind. The nurse must strictly
abstain from gossip and avoid undue intimacy with
any member of the household.

She should be careful not to give needless
trouble in the house, and should make her own

personal requirements as moderate as possible.

6. The responsibility of declaring a patient to
be suicidal rests with the Medical Attendant. In
a doubtful case the nurse must ask him for clear
and definite instructions in writing. No nurse
must attempt the care of a patient requiring con-
tinuous observation unless sufficient relief is
provided,
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Seclusion.
Restraint.

When in
difficulty.
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7. The nurse must never on her own respon-
sibility place a patient seclusion or use any
kind of mechanical restraint, unless there is
imminent danger of serious accident and assistance
cannot be obtained. In such cases the seclusion
or restraint must only be maintained while the
danger continues, and the fact that either has
been resorted to must be reported with the least
possible delay to the Medical Attendant. In every
case in which seclusion or mechanical restraint
is used a written report must also be made to the

Medical Superintendent of the Retreat.

8. If a nurse is asked, by whomsoever it may
be, to do anything inconsistent with these rules
she must communicate at once with the Matron or
Medical Superintendent of the Retreat. She
should also do so freely when in doubt as to her
right course of action in any case. She must
inform the Matron without delay, if from ill-health
or any other reason she is unable properly to

discharge her duties.

[ e
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STATUTORY PENALTIES.

' Lunacy AcT, 18g0. (Sec. 322 and Sec. 323).

“If any manager, officer, nurse, attendant, servant or
other person employed in an Institution for lunatics, or any
person having charge of a lunatic, illtreats or wilfully neg-
lects a patient, he shall be guilty of misdemeanour, and, on
conviction or indictment, shall be liable to fine or imprison-
ment at the discretion of the court, or be liable on summary
conviction for every offence toa penalty not exceeding twenty
pounds nor less than two pounds.”

. “If any manager, officer or servant in an institution for
: lunatics wilfully permits, or assists, or connives at the escape
or attempted escape of a patient, or secretes a patient, he
shall for every offence be liable to a penalty not exceeding

twenty pounds nor less than two pounds.”

i T eeiPY g
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-0 a.m.

10-30 a.m.
I[=30 a.m.

I2-0 Noorn.

-0 p.m.

[-15 p.m.
2=-30 p m.
4=30 p.m.

-0 p.m,
8-0 p.m.

8-30 p.m.

8-45 p.m.
g-30 p.m.

[0-0 p.m

10-30 p.m.

TIME TABLE.

Nurses’ Breakfast.

Murses on duty.

Sisters’ Breakfast.

Night Nurses off duty.

Sisters on duty. Night Nurses' Dinner.

Sister and Nurse on the Terrace.

Night Nurses in bed. (Wednesdays and Satur-
days at g a.m.).

First Dinner for Nurses.

Second Dinner for Nurses.

}-.‘.- hour later on Sundays.

Sisters’ Dinner.

Sister and Nurse on Terrace.

First Tea for Nurses,

Second Tea for Nurses.

Night Nurses' Breakfast.

Nurses’ Supper. Night Nurses on duty {Wed-
nesdays and Saturdays 9-0 p.m).

Sisters' Supper.

Night Sister on duty.

Nurses in bedrooms.

Nurses in bed and lights out

LEAVE OF ABSENCE.

One half-day and one whole day on alternate weeks. A

half-day on two consecutive Sundays : on the third Sunday

one hour.
Monday.
times.

Once in three weeks, four hours on Saturday or

One hour each full '.L'.,'ll‘.'|~;i|1:<“f dav exclusive of meal

Night Nurses—1 Night every three weeks.

HOLIDAYS.

sisters— 3 weeks.

Nurses—2 weeks, in 3rd and 4th years 3 weeks.

Special Probationers—3 weeks.
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FIRE RULES.

e

PRECAUTIONS.
C-x Re, orderand cleanliness are the best preventives,
especially care with all moveable lamps and candles.
Beeswax and turpentine, floor polish, cleaning cloths
are inflammable, and must be kept in safe places.
Waste paper and rubbish must never be allowed to
accumulate.

Protect all fireplaces with a guard. Coals must
never be piled upon a fire so that any can fall out as
the fire burns away. Live coals must never be carried
from one room to another. Wood must not be left to
dry before or near the fire. Clothes drying must
always be placed so that no spark or ember could
possibly reach them.

Safety matches only may be used.

All candles in use must be protected with a glass
shade.

Any smell of gas must be at once reported. Do not
seek for an escape of gas with a light. When there is
an escape of gas, open all doors and windows, extinguish
lights and fires near at hand, and if not readily stopped,
turn off the gas at the meter. An escape from a
defective pipe can be temporarily stopped by soap or
putty. (;as 1n puticnts* bedrooms must be turned off
by the tap outside whenever possible.

A smell of burning or unusual smoke must be

immediately reported, and its source ascertained without

a moment’s delay.




INDOOR APPLIANCES FOR USE IN
CASE OF FIRE.

Every member of the Staff must be familiar with the

pnﬁi.rinn and manner of using the various apphances
provided against fire.

The! Charge Attendants and Ward Sisters are
responsible for the good condition of the appliances in
their respective departments, and for their being 1n
their appointed places and in working order. They
are also required to'sce that the exit staircases are free

from obstruction.

Should any piece of apparatus be defective, written

information should be given to the Captain of the
Fire Brigade.

In every department. the ﬁul]mving appliances are
available :—

Fire Extinctors to be carried to the fire.
These are of two kinds :—“ Rex” which
require to be iturned upside down before
using ; “ Dreadnought,” in+ which a ‘knob
on top must be pulled up and' the delivery

tap turned on.
Fire ‘Buckets must always be kept full of water.
Foot Pumps —To be used with a fire bucket to
give a jet of water.

Corridor Fire Pumps are on each. landing, and

can be wheeled to the seat of fire.

Sh
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Hatchets are in ward kitchens to break windows
if needed.

Exit Staircases—The keys to open the fire stair-

cases will be found in glass boxes.

Automatic Fire Alarm Boxes are in every
department, and in connection with some of
them are automatic thermometers, which
give the alarm directly the temperature
reaches a certain point (i.e., in the Joiners’
Shop, Laundry, and Steward’s Office).

On breaking one of the alarm boxes, fire bells wll

ring in the following places :—

Captain of Brigade's House Nurses’ Home.
Deputy Captain's Room. Top Centre.
Superintendent's House. Lower Centre.
Engineer's House. Gentlemen's Lodge.
Engineer's Basement. Recreation Room.
Chief Attendant's House. West Villa,

First Gallery. Turkish Baths

and in the houses of members of the staff who live
near the Retreat.

The fire bells will ring continuously in the case
of fire in any part of the Retreat premises, except
Belle Vue. If the fire be in Belle Vue House
the ringing will be interrupted ucrm'tling to the
following code, as soon-as the indicator officer
reaches the indicator and can locate the fire :—

Signal Code. Fire in
Continuous ringing... ...Whole Retreat premises
except Belle Vue.

Short rings at equal intervals ... ... Belle'Vue only.




4

OUTSIDE APPLIANCES IN CASE
OF FIRE.

Every male servant must be thoroughly familiar
with the position and manner of using the following
appliances for use in case of fire.

The Fire Hydrants.
The Hose and Branch Pipes.
The Fire Escape and Ladders.

Fire drills will be regularly held, so that every
attendant, artisan, and male servant may know the
exact position of the above appliances and be proficient

in their use.

THE MEN’S FIRE BRIGADE

15 constituted as follows ;—
Captain.
Threz Hose Men.
Two Fire Escape Men.
One Messenger.
Each of these will have a deputy to act when he is
absent. Their names will be posted in the attendants’

room and at the entrance pate.

A bag containing master keys will be given to the
Captain, his deputy, the senior hose and escape
AP y IS L.LE Y, SCNIOr NOose and LHC_:I]H. men,
and the messenger, the possession of which will mean

responsibility of instant action in case of an alarm of fire,

T g MR L 8 - [ S ————
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The duties of the various members of the Brigade
are brit‘ﬂ}-‘ as follows :—

i, CAPTAIN, goes at once to the seat of the fire,
and directs operations for its extinction. In
case of fire, or an alarm of fire, every member
of the Staff must carry out his directions.
These will be given either personally or by
messenger or by the Indicator Officer.
Whilst the Captain (or in his absence the
Deputy-Captain) is to be supreme and his

.
i Py B
0w Cne

orders obeyed without qucstiml:, the ﬂ;]l(}wing
dyait! members of the staff having special duties
will not be able to render assistance —
(1) Attendants and Nurses having charge
of suicidal patients.
(2) The Charge Attendants and Ward

Sisters, who must remain with their

owWn paticnts.

(3) Night Attendants and Nurses having
charge of patients, who have not been
relieved by the Day Staff.

: The Captain will also regularly inspect all
e the fire appliances, organise fire drills, and
adtes satisfy himself that the Staff are efficient in
| the use of the apparatus.

The Hose Men having ascertained the seat of
e My the fire from the indicator, connect the hose
to the nearest hydrants, unless instructions

are received to the contrary.
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The Escape Men take the fire escape to the seat
of the fire, together with spare lengths of

hose.

' Messenger accompanies the Captain and conveys
his instructions to the Indicator Officer. He
must also personally inform the Engineer in

the basement of the position of the fire,

Engineer.—It will be the duty of the Engineer
1 to maintain the fire pump in good order, to
have steam up continuously, night and day,
and to arrange that an Engineer who under-
stands what to do in case of fire is :11wa}*s on

dut}' in the basement.

THE WOMEN’S FIRE BRIGADE
is constituted as follows :—
Captain.
Escape Corps of four Nurses.

Bucket Corps of one Nurse and three
Ward Maids.

Messengers.—Three in number.

Intelligence Officers.—Two in number, viz.

(1) The Indicator Officer. B

(2) Telephone Officer. I
Hach of these will have a duly appointed deputy l W

tw act, if she is absent. '

The names of the women'’s brigade and of their

deputies will be posted each week.
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The Captain must satisfy herself that the women's
brigade is efficient and is properly drilled. She
1s to see that the members of the brigade are
familiar with the apparatus, the position of the
fire stairs and the keys controlling them, and how
patients can best be removed, if the ordinary
exits are blocked.

[n case of fire on the women’s side, she will
(under the direction of the Captain of the brigade)
supervise the women's brigade. If the fire is on
the men's side, she must be ready with the
women’s brigade to give assistance should it be
needed.

Escape Corps will remove patients, who are in
danger, to a safe place.

(1) They are to see that the exit staircases are
open on both sides of the fire.

(2) When patients must leave their wards they
should be conducted, as far as possible,
along indoor routes to one of the following
places :—

Recreation Room, Dining Hall, West
Villa, or to the men’s side, where they

should be kept together.

Bucket Corps will organise a steady supply of buckets
of water.

Messengers.
The First must personally call the following :—

(1) The Medical Superintendent.
(2) The Senior Assistant Medical Officer.
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The Second calls the Matron and afterwards all
the staff in the Top Centre.

The Third, calls the Junior Assistant Medical
Officer and then all the staff in the Nurses’
Home, Ninth Gallery, Centre, and East Centre. l

-

Intelligence Ofticers.
InpicaTor Orricer remains by the Indicator in
the Front Hall ; she is responsible
ol (1) For order and discipline in the Lower
Centre.
For handing on instructions received
from the Captain or Medical Officers.

-
b
ol

(3) If the fire is at Belle Vue she must see
that the ringing of the fire bells is inter-
rupted so that the bells ring for about
two seconds and are stopped for two
seconds.

Trrepnone OFrrFicer—Goes to the exchange to
receive and hand on messages, and when
instructed by the Captain or a Medical Officer,
but not before, will summon the City Fire
Brigade (Police, Telephone No. 13), and
Rowntree's Fire Brigade (No. 1290).

— —

ON DISCOVERING A FIRE

Attempt immediate extinction if within reach and it 1s
small in compass |
(4) By Smothering it—
The best way of extinguishing a small fire
is to prevent access of air to it, by smothering
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it with a rug, coat, counterpane, blanket or
hCzw}' l::urtain, and then stamp[ng upon it
vigorously,

Women must be very careful of their own
clothing in doing this, and remember that
flannelette, cotton, muslin are very inflam-
mable.

(£) Throwing Water—

In throwing water over a fire, remember
that unless a large supply 1s close at hand the
water must not be wasted, and that as large
a surface as possible of the burning material
should be covered. Rapid sprinkling with a
large brush is therefore better than I:-E-n'[:lwing
on at random. Bring the Extinctor to the
fire, and direct the jet of water over the fire.

Supplement this with Buckets and Foot
Pump+ and the corridor ﬁl'&pump.

(¢) Throwing on sand or the contents of the
‘Kyl-Fyre’ Cylinders.
This 1s of great use when oil or other
inflammable liquid is burning.

[n case of & Serious OQutbreak of Fire

which cannot be immediately extinguished

i.—Break the glass of the nearest Alarm Box
This should bring the Fire Brigade in less

than two minutes.
2.—Call up the members of the staff near at hand.
3.— I'ake the T‘{}“{}Wiﬂg_{' measures without w;tiiiug

for assistance.
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@) If Patients are in Danger.
(1) Open bedroom doors, beginning nearest
the fire.
(2) Open exit stairs and leave open.

() If no immediate danger to life. i
(1) Turn on water in nearest bath. '
(2) Close all windows and doors near fire.

(3) Bring up Corridor Fire Pump.

SPECIAL POINTS.

The Safety of the Patients must be the first

consideration.

Calm and Orderly Conduct on the part of the Staff
will inspire conhidence in the Patients and prevent
panic. The Patients and the Staff should be roused

as quietly as possible.

When Smoke is 'T'hicl{.—if'nttccss:lr}' tO Cross a room
or pass along a corridor, crawl on hands and knees,
and cover mouth with wet flannel or stocking or

handkerchief.

Clothing on Fire.— The person must lie down, and be .'

rolled tightly in a rug, blanket, or thick shawl.

Chimney on Fire. —Rakc out fire and block chimney

with wet sack, dust sheet, or anything that will

cut off the suppl}* of air.
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DUTIES OF CHARGE ATTENDANTS
AND WARD SISTERS.

The Charge Attendants and the Ward Sisters
(or in the event of their absence their deputies) remain
with their Patients. In the event of a fire in some
remote part of the Institution they should retain one
Attendant or Nurse to assist them in preventing excite-
ment and maintaining order. If the alarm bell con-
tinues ringing, collect the Patients, being sure that all
are present, and be ready to remove them directly
instructions are received. Suicidal Patients must not
be left.

In case of fire in their own Wards the Charge
Attendants and. Ward Sisters will be concerned first
with the safety of their Patients. They will direct
operations for their removal. In doing this it must
be remembered that it is not easy to be sure that all
have been removed. If practicable, he or she should
direct a Nurse or Attendant to count and remember
the names of all who have left the Ward. It will be
the particular duty of the Charge Attendants and
Ward Sisters to be sure that all their Patients are safe.

In case of fire after bedtime, it must be distinctly
understood that the Charge Attendant or Ward Sister
is responsible for the safety of the Patients and the
Staff who are actually sleeping in his or her Ward,
whoever they may be.

[t is consequently the duty of the Nurse in charge,
before going off duty, to be quite certain who is
occupying the beds in the ward.
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NOTICE.

This book is the property of the Institution, and if lest,
destroyed, or rendered unfit for future use, the person

responsible for it will be liable to a fine of five shillings.

It must on no account be taken away from the Hospital

except when a nurse is engaged in outside work, and it

must not be shewn to any patient.
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INTRODUCTION.

The Retreat was founded in 1792 by William Tuke,
Lindley Murray, and other members of the Society of Friends,
in order to provide a home for the care of persons afflicted in
mind, where they would be treated, not with the harsh methods
then customary, but with kindness and sympathy. It was,
moreover, the first Institution for the Insane in this country
to adopt and carry out such humane treatment, and the
principles then adopted are now generally recognise

Frem_the first, persons were admi nominal rates
and in many cases _v;-*'i_’cf1':ﬂ‘rﬁ_;an.5f'__p{1‘}'lnent whatsoever. The

charitable aims of

ounders are still kept-in_view, and
about ol itd of the patients are received at rates muth
ow their cost. MM
The government of the Retreat is vested in 40 Birectors
who appoint the Committee of Management; the Directors
and Committee rendering purely honorary service.
The Committee are wishful that the high ideals of the
founders should ever influence the Staff, so that the traditions
of the Retreat may be worthily upheld. For its good manage-
ment, due order and discipline are necessary, and the
following Rules and Instructions have accordingly been
i j : e URiAtp oy, “Strtttatitry
drawn up with the intention of assisting the Naeges 'in the f Ln
faithful and intelligent execution of their duties. ¥ S

licece - Lhe Committee recognise that the work of nursing thes<

insana is frequently arduous, and calls for much self-denial
and patience. Mental disorder is one of the saddest forms of
human affliction, and those who honestly strive to alleviate
this suffering, and to minister to the needs of the afflicted in
mind, are undoubtedly performing true Christian service.

The Committee extend to the nurses warm sympathy and en-

couragement in their work.




RULES FOR NURSES.

L.

General It must always be remembered that the comfort
observations ; 2 g o
on the treat- and happiness of the patients, and in many cases

ment of

patient the prospect of their recovery, largely depend
S TS, ' s =

upon the manner in which the nurses perform
their duties.

Kindness, tact, firmness and good temper;
thoughtful attention to duty, patient obedience to
orders, kindly interest in each patient, and orderly
neatness in ward duties are the characteristics of

every good nurse.

11
;:ltllk'f]::gtl]tk‘-» ]t_ﬁh'DLl]E] be the aim of every nurse to win the
essential.  confidence and respect of patients under her
care ; this can only be attained by being straight-
forward and upright in all her dealings with them.
Nurses must never make promises which they
cannot perform, and must always avoid deception
and prevarication.

[11.
The patients must always be treated with uniform
kindness.
Penalties for — Any ill-treatment, unkindness or harshness in
unkindness.
word or deed will render a nurse liable to
immediate suspension and subsequent dismissal.
The penalties imposed by law for illtreating or
wilfully neglecting a patient are stated—in_the
appehdis—{Seepage—+el, Lo o

A nurse concealing the ill-treatment of a patient
by another nurse will be considered equally guilty.

Lare

Cases
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Control of

violent
PaRUIEnLS.

Care of
=uicidal

Cases.

Seclusion

and restraint

3

When it is necessary to exercise authority over
patients the nurse must never be peremptory or
speak harshly : firmness must be associated with
gentleness of manner, having due regard to the
patient's feelings and limitations.

IV.

Should it be absolutely necessary to control a
violent patient, additional assistance must be pro-
cured. When the patient sees that resistance is
useless she will seldom attempt it.

No nurse must ever struggle single handed

with a patient except under grave emergency. —_
Shewld—a_steuggle—be—nmavoidable—the—kmees—

or-elbews-must-never-be-ptaced—upen-the-body-of | —

the-patient: = = ﬁ Tt

V.

Special “Suicidal notices” are issued by the

medical officers for every patient disposed to
self-injury, and each nurse in the ward is required
to sign an acknowledgement. ="

When the notice says the patient is to be under .F
“ continuous observation,” she must not be left l

..-] N e puwr ] f P - I: Lé ']- = |
alone on any pretext, day or night. Close

.
observation"” means less rigid supervision; the
nurse must know where the patient is and what

1
she is doing, and must closely, but not necessarily /L

continuously, observe her actions.
VI
Seclusion is defined by the Commissioners in
Lunacy as “the enforced isolation of a patient by
day, between the hours of 7 a.m. and 7 p.m,, by
the closing, by any means whatsoever, of the door
of the room in which the patient is.” No patient




Occupations
ol patients.

may be secluded without the sanction of a medical
officer.

No patient may be restrained by any mechanical
means whatever unless the Medical Superintendent
should expressly direct the same.

VILI.

Nurses must encourage patients to occupy
themselves usefully, and, as far as their duties
permit, assist in their amusements and other
pursuits. They must not restrict amusements to

the more intelligent, but endeavour to rouse the
interest of all,

VIIL

No favourites.  Nurses must refrain from making favourites of

Attitude
towards
{.IG"I“HilIElH.

Exercise.
Fresh air.

individual patients and avoid undue intimacy with
any of them.

IX.

Nurses should avoid talking to patients on the
subject of their delusions and on ne account argue
with them, but on the contrary endeavour to
interest them in other matters, or in some other
way divert their attention. It must, however, be
remembered that nurses have constant opportu-
nities of observing the patient’s mental condition,
and it is an important part of their duty to inform
the Medical Officer of any concealed delusions or
peculiarity.

X.

Every patient must be encouraged to take a
liberal amount of exercise daily in the open air.

Pure air in the wards and dormitories is of first
importance ; the various rooms and corridors
must be I‘]'EL‘]}-' \'CllliiEl!Ud, and all windows should

be open whenever possible, consistently with the

comfort of the patients,

(lean
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Cleanliness.

Keysand
knives.

Confidential
position.

Letters.

Xl
Nurses are reminded that thorough cleanliness
is of the utmost importance for the maintenance
of the health of the household.
Rubbish must not be allowed to accumulate,
and soiled clothing must be immediately removed
from the bedrooms. It is a nurse’s duty to fight

dirt as well as disease,

XIL

Keys must be displayed as little as possible and
care must be taken to avoid noise in using them.
Pass-keys are not to be lent to patients. Any
nurse losing keys, knives, or scissors, must
instantly report the loss. The leave of all nurses
in the department may be stopped until the lost
articles are recovered.

Mritpses-going-beyond—the—grounds—must—leave
their keys with the gatekeeper:

X111,

Nurses in the Retreat must understand that
they hold a confidential and responsible position.
They are strictly forbidden to gossip about the
patients or their doings, and the names of the
patients must not be mentioned in the presence of
strangers. Correspondence with the friends of
the patients is not allowed.

X1V,

The letters written by patients are to be placed
in the box for the purpose, or given to one of
the medical officers. Nurses are not permitted
to post letters for patients nor to assist them to
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Visitors.

Gratnities.

Male and
female

communicate with persons outside the institution,
except when authorised by the Medical Superin-
tendent.

XV.

No nurse may entertain any visitor, nor may a
visitor be admitted to see the Institution, or have
access to any of the galleries or dayrooms without
the permission of the Matron or one of the
Medical Officers.

XVL

Nurses are not allowed to receive perquisites of
any kind, nor to buy or to sell anything {rom or to
the patients, nor to receive gifts or money from
the patients or their friends, nor from visitors to
the Institution without the consent of the Medical
Superintendent.

XVIIL

Without special authority attendants and men

departments.Servants are not to be admitted to the gaHeries,

stimulants.

day-rooms, or private pleasure grouwntls on the
women’s side; nor must nursesefiter the men's
departments. .

Before breakfast :u]jl.ezfﬁtr sunset, nurses are
not allowed to usetlie general pleasure grounds,
but only the. 1:-1"11'&1&: gardens uscd by the female
patients; viz.—the terrace, West Villa and Ladies'
lher Gardens.

XVILL

Nurses whilst on the Retreat premises, are
required to abstain from alcoholic beverages,
unless prescribed for medicinal purposes by one
of the Medical Officers.

v sy e,

| -'I'I.'J: ]
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Loyalty
Retreat.

General

[n,:.

duties of

Sisters.

Reports.

XIX.

If any servant of the Retreat is aware of serious
misconduct on the part of any one employed in
the Institution, a report must be made to one
of the officers. It follows therefore that any
ill-treatment of a patient or anything likely to
injure the patients or the property of the Retreat,
or that may bring discredit upon the Institution
must be reported without delay to the Medical
Superintendent or his deputy.

XX

(1) The Sisters are responsible for the welfare
of the patients in their wards and the good order
of the rooms, furniture and clothing.

(2) The Sisters must immediatelv report to a
Medical Officer any unusual illness, accident or
injury.

Every evening she must give a written report
to the Matron upon the events of the day, especially
noting :

The occurrence of fits, accidents, violence,
complaints or any unusual circumstances.

What patients have been wvisited and by
whom.

What patients have been beyond the grounds
and with whom.

Names of patients in bed, refusing food, or
under treatment.

Duration of seclusion (if any).

Illness of any of the Staff.
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Medicines.

Weighing.

Inventories.

Maintenance
of order,

[nstructions
to deputy.

New patients.

(3) Drugs and medicines must be kept under
lock and key in the cupboard for that purpose.
‘The Sisters are responsible for their care and
distribution.

(4) All patients must be weighed monthly, and
a record of the weights kept for reference.

(5) Careful 1|wuit53||ra |:>f all 1,}1:: belongings of

the patients, otthe cutlery and- onsehord-Hnen

are to be kept by the Sisters and revised at least
every six months,

Lists of the Linen sent to the wash each week
must be kept, and if any articles are not returned
within eight days written reports must be made to
the Housekeeper.

(6) The Sisters are expected to maintain dis-
cipline during hours of duty, and to supervise
efficiently the work of the nurses and maids
their wards. They are to teach the probationers
their duties, and as far as possible assist in their
training.

(7) Before going off duty each Sister must

fully inform her deputy respecting the needs of

her patients, especially in the case of the sick or
infirm.

Information necessary for the guidance of the
night nurses must be written each evening in the
night report book, and before leaving the ward
the Sister must satisfy herself as to the safety

and comfort of all her patients,
XX

(1) New patients should be treated with marked
kindness. There should be no deception or con-

P
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cealment as to where they are, but everything
must be done to reassure and comfort them. They
must be dealt with very cautiously until their
habits and tendencies become known.

(2) Unless instructions to the contrary are
received, every patient, as soon after admission as
convenient, is to be given a bath by the Sister of
the ward (vide Bathroom rules). 5She must be
weighed and measured and her temperature
taken, and her pulse and respirations counted.
Report as to injuries or any abnormal conditions
must be promptly made, in writing, to the Medical
Officer on duty.

(3). The Sister in charge must also make a
careful inventory of the clothing and other
belongings of the patient ; valuables and money
must be taken to the office for registration, and
knives, matches and other dangerous articles

taken away and locked up safely.

XXIL

(1) The Sisters are also responsible for the
proper service of the meals required in the wards
and in particular they are to supervise the feeding
of the sick and infirm.

(2) In the event of a patient not taking
sufficient food, report must be made to a Medical
Officer at his next visit. Nurses are not to
administer food forcibly under any circumstances.
The utmost tact and patience must be exercised
in such cases; small quantities only should be
presented, and the reasonable wishes of the patient

met as far as practicable.
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(3) Waste must be avoided and no patient
should be allowed to take too much food.

(4) No extra diet must be given without a
written order from a Medical Officer.

(5) Knives and forks must be counted after
every meal.

XXIIL

Bathing. (1) The Sisters are personally responsible for
the bathing of the patients.

(2) Every patient as scon after admission
as possible, once each week afterwards, and
immediately before discharge, shall have a warm
bath unless a Medical Officer gives directions to

S the contrary. Any injuries, eruptions, or signs of
disease that may be noticed must immediately be
reported to the Matron.

LI Y

(3) No patient refusing to take a bath shall be
compelled to do so without medical authority.
In all cases where compulsion is sanctioned the
Matron must be informed when the bath is to be
given. No patient's head is under any pretext
to be forced under water.

(4) Without the sanction of a Medical Officer
no patient shall be allowed to take a bath except
in the presence of a nurse; nor shall a patient
be left alone during any bathing operations.

(5) In preparing a bath the cold water is always
to be turned on first and the hot water added
afterwards until the bath reaches a temperature
of not less than go and not more than g7 degrees
of the thermometer, Fahrenheit scale. The ther-

' s : i L
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Nursing at
night,

I

mometer is to be used in every bath and the
temperature must never be guessed at, nor judged
by the hand. In case the thermometer is injured
or broken all bathing shall be suspended until
another has been procured.

(6) Every patient after the weekly bath is to
be provided with clean underclothing.

(7) The cases covering the taps are to be kept
locked when the baths are not in use and no
patient is ever to be permitted to turn on the
waler.

(8) Cold, shower, Turkish_and—al Kinds of

special baths are onby16 he given or allowed in

accordarnce with orders from a Medical Officer.

XXIV.

(1) The Night Sister is responsible for the
welfare and safety of the female patients during
the night. She must visit or cause to be visited
each of the female wards at least once an hour,
and shall pay particular attention to the sick and
infirm, the suicidal, and those of unclean habits.

In the event of any sudden illness, unusual
change, or unexpected death of a patient a Medical
Officer must be at once informed.

(2) The night nurses must constantly be on
guard against an outbreak of fire and be familiar
with the position of and manner of using the fire
appliances and escape staircases.

(3) The Night hrﬂﬂv' ‘shall see that the day
nurses and maids are in their bedrooms, and lights

extinguished, at the appointed time.
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(4) Before going off duty the night sister must
enter in the night report book in each ward par-
ticulars as to sleep and any change 1n the patients
during the night, and she is to supply to the medical
officers a detailed report of the events of the night

in the book provided for the purpose.
XXV.
-“;'1;?5"5' daily (1) When on duty Nurses and Probationer
auties. ¢ : o 3 .
are responsible to the Sisters, whose instructions
they must faithfully carry out.
(2) They are not to leave the ward without the
sister's permission.
(3) Punctuality in all the daily routine must be
strictly observed.

rks borro

d from l]Lt}INu['F‘:’L‘E‘ library

.-..o’- '
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bout no™€nt to Patiefits.

XXV

}|1'E":f‘lt]'t:;':;iil'i*i Nurses must diligently attend the lectures,
tions. demonstrations and periodical examinations. They
are expected to enter for the examinationsfor the

ce rnhcnm?ﬂ" the Hﬂiiﬂg?—-ps}% wlegteal-Assoetation,

and for the Certificate of Training given by the’

Retreat Committee,

AXVILL

Leave of

sl All leave of absence is conditional upon the

needs of the Institution. In case of emergency
any nurse may be required to remain on duty.
Nurses must not absent themselves bevond the

allotted time without the express sanction of the

ercatilil
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Matron. If from illness or other cause a nurse
cannot return at the appointed hour the Matron

must be informed at once by wire or messenger.

XXVIIL.

(1) Care, order, and cleanliness are the best
preventives against fire, especially care with mineral
and other inflammable oils and spirits, and with all
movable lamps and candles.

(2) Protect all fireplaces with a guard. Coals
should never be piled upon the top bar of a grate.
Live coals must never be carried from one room to
another.  Ashes must not be thrown out until
thoroughly extinguished. Do not leave wood to
dry before a fire, or in an oven, during the night,
nor leave clothes drying so that a coal could pos-
sibly reach them.

(3) Use only safety matches, and do not leave
them lying about. See that every match used is
quite extinguished before it is left. Matches may
not be given to patients.

(4) All candles in use must be protected with a
glass shade. No candle or gas flame must be so
situated that a curtain or loose papers can be blown

into it.

(5) Any smell of gas must be at once reported.
Do not seek for the escape with a light. When
an escape of gas is discovered, open all the doors
and windows, extinguish all fires and lights, and

turn off the gas at the meter.

(6)-Gas-in-Patients"Bedrooms st betarned”

out by the-tap-eutside.




(7) A smell of burning or an excess of smoke
must be reported at once, and its source ascer-

tained without delay.

water, and in the places appointed for them.

XXIX,
.lllﬁtﬂu‘ti?ﬂﬁ 1. Do not act hurriedly, but think first what
1IN Case o i
fire., is best to be done, and then prompt action may

prevent a serious fire. The safety of the Patients
must be the first consideration, and measures for
extinguishing the fire the second.

2. The best way of extinguishing a small fire
is-to-prevent-the-aeeess-of AT 01, by smothering
it with a rug, coat, counterpane, blanket, or heavy
curtains, and then stamping upon it vigorously.
In doing this women must be very careful of their
own clothing. In throwing water over a fire,
remember that unless a large supply is close at
hand the water must not be wasted; and that as
large a surface as possible of the burning material
must be covered with water lightly thrown over
it. For this purpose a hand-pump is better than
a bucket.

3. If the fire cannot be put out at once by

these measures,

(i) DBreak the glass of the nearest Fire Alarm
Box—this will summon the Fire Brigade
and the Officers of the Retreat.

(if) Call up the Nurses and Maids near at hand,

4. Close windows and doors near a fire, at
OnCe.

(8) Fire buckets must always be kept full of
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5. I smoke is thick, and it is necessary to pass
along a passage or across a room, cover mouth and
nose with a wet flannel, handkerchief, or stocking,
and crawl along on hands and khees.

6. If the clothes catch firey the person should
immediately lie down upon a rug, blanket, or
thick shawl, and roll it tightly round the limbs
and body.

Juie -"»44/"“?”‘""’
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Ruales for Nurses engaged in private nursing and

having-charge-of-patients-—outside-the-Institution.

Kg

The Rules for Nurses at the Retreat, except such as are,
on the face of them, clearly inapplicable, regulate the conduct
of Retreat nurses in charge of patients privately. Such
nurses should remember that, though away from the Retreat,
they still belong to it, and that their position is ore which
specially calls for loyalty to its traditions, and regard for its

reputation.

'{;lllt‘. _-";1_'-'§15+'i'1 1. The nurse must look to the Medical Attendant

vclﬁ.;.:;:::m for her instructions, and faithfully carry them out.
She must inform him promptly and without
reservation of everything of importance respecting
the health and conduct of her patient.

Diary and 2. The nurse must day by day enter in her

di diary all facts of importance relative to the case
under her care. In particular, any points of diffi-
culty which may arise must be promptly recorded.
In acute cases the nurse must also keep a record
of all the events of the day, noting details as to
the mental and bodily condition of the patient.
This record should be produced for the inspection
of the Medical Attendant at each wvisit.

*I*i_'if"lll'-[_ nit 3. Unlike the patients at the Retreat, whesas

:-L::-Jtlillf-ﬂllﬂ- "”Tr;-ﬂ'_"!'ﬂ‘lt, are certified as of unsound mind, patients
under private care are usually not so certified, and
in consequence there is seldom any legal authority

for limiting their freedom.
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A nurse must not, therefore, on her own
responsibility, interfere with the freedom or with
the correspondence of a patient. If circumstances
render such course necessary it must only be
taken under definite instructions from the Medical
Attendant and of a responsible relative of the
patient.

Letters addressed to the Medical Attendant, the
legal adviser of the patient, or to the Commissions
ers in Lunacy, must not under any circumstances
be delayed or interfered with.

4. The observance of No. II. of the Retreat
Rules, respecting straightforward dealing with
patients, presents many difficulties in private
nursing. The nurse is, however, strictly enjoined
not to be party to any deception of a patient, and

to avoid making promises she cannot perform.

5. The confidential nature of the work must
ever be borne in mind. The nurse must strictly
abstain from gossip and avoid undue intimacy with
any member of the household.

She should be careful not to give needless
trouble in the house, and should make her own
peirsonal requirements as moderate as possible.

6. The responsibility of declaring a patient to
be suicidal rests with the Medical Attendant. In
a doubtful case the nurse must ask him for clear
and definite instructions in writing. No nurse
must attempt the care of a patient requiring con-
tinuous observation wunless sufficient relief is

provided,
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Seclusion.
Restraint.

When in
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7. The nurse must never on her own respon-
sibility place a patient in seclusion or use any
kind of mechanical restraint, unless there is
imminent danger of serious accident and assistance
cannot be obtained. In such cases the seclusion
or restraint must only be mamntained while the
danger continues, and the fact that either has
been resorted to must be reported with the least
possible delay to the Medical Attendant. In every
case in which seclusion or mechanical restraint
is used a written report must also be made to the

Medical Superintendent of the Retreat.

3. If a nurse is asked, by whomsoever it may
be, to do anything inconsistent with these rules
she must communicate at once with the Matron or
Medical Superintendent of the Retreat. She
should also do so freely when in doubt as to her
right course of action in any case. She must
inform the Matron without delay, if from ill-health
or any other reason she is unable properly to

discharge her duties.
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STATUTORY PENALTIES.

Lumacy Act, 1890. (Sec. 322 and Sec. 323).

“If any manager, officer, nurse, attendant, servant or
other person employed in an Institution for lunatics, or any
person having charge of a lunatie, illtreats or wilfully neg-
lects a patient, he shall be guilty of misdemeanour, and, on
couviction or indictment, shall be liable to fine or imprison-
ment at the discretion of the court, or be liable on summary
conviction for every offence toa penalty not exceeding twenty
pounds nor less than two pounds.”

“If any manager, officer or servant in an institution for
lunatics wilfully permits, or assists, or connives at the escape
or attempted escape of a patient, or secretes a patient, he

shall forjevery offence be liable to a penalty not exceeding

twenty pounds nor less than two pounds.”
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6430 a.m.
?—h_a.m.
7-30\a.m.
7-50 am,
8-0 a.imh,

10-30 a.m\

1[-30 a.m.

[ 2=-0 noon,
I-0 p.m.
I-15 p.m.
2-30 p.m.
4-30 p.m.
3-0 p.m.
3-0 p.m.
3-30 p.m.

3-45 p.m.
0-30 p.m.
10-0 p.m

10-30 p.m.

\ Night Nurses in bed.

TABLE.
Nurses' Breakfast. | e RPN
Nurses on duty. J °
Sisters' Breakfast.
Night Nurses off duty.
Sisters on duty. Night Nurses' Dinner.
Sister and Nurse on the Terrace.
(Wednesdays and Satur-

TIME

. days at 9 a.m.).

F.j_rﬁt Dinner for Nurses.

Second Dinner for Nurses.

Sisters’ Dinner.

Sisten and Nurse on Terrace.

First Tea for Nurses.

Second Vea for Nurses.

Night Nuyses' Breakfast.

Nurses' Supper. Night Nurses on duty (Wed-
nesdays and Saturdays g-0 p.m).

Sisters’ Supper.

Night Sister ol duty.

Nurses in bedrooms.

Nurses in bed and lights out

LEAVE OF

ABSENCE.

One half-day and one whole day'on alternate weeks. A

half-day on two consecutive Sundays :

Once

One hour each full wor king day exclusive of meal

one hour,
Monday,
times.

Night MNurses—

":i'HI:E‘r»'-—_"
Nurses—2 weeks

on the third Sunday
e in three weeks, four hburs on Saturday or

I Night every three weeks.

HOLIDAYS.

weeks,

» in 3rd and 4th years 3 wéeks.

Special Probationers— 3 weeks.
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ei,  PRECAUTIONS AGAINST FIRE.

NADTR ardac z YELOE , :
ARE, order, and cleanliness are the best preventives,

§ Ujm}lﬂ ey .

B T. especially care with all moveable lamps and candles.

Beeswax and turpentine, floor polish, ¢ 1 3
£ : eswax and tury ; 1sh, cleaning cloths

92ys and Safyr. ;

are inflammable, and must be kept in safe places. Waste

paper and rubbish must never be allowed to accumulate.

Protect all fireplaces with a guard. Coals must never
be piled upon a fire so that any can fall out as the fire
burns away. Live coals must never be carried from
one room to another. Wood must not be left to dry
before or near a fire. Clothes drying must always be

§ e .
on duty (Wed placed so that no spark or ember could possibly reach

m).
them.

Safety matches only may be used.
All candles in use must be protected with a glass shade.
Any smell of gas must be at once reported. Do not
seek for an escape of gas with a light. When there is
rnate weeks. A an escape of gas, open all doors and windows, extinguish
e third Sunday lights and fires near at hand, and if not readily stopped

‘ ¥ O

on -‘lﬂmrd‘nﬂ : turn off the gas at the meter. An escape from a
Jneiee 0 ME ; ; E E ; S ;
xclusive defective pipe can be temporarily stopped by soap o1

putty. Gas in patients’ bedrooms must be turned off

by the tap outside whenever possible.

A smell of burning or unusual smoke must be
immediately reported, and its source ascertained without

a moment’'s delay.
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Indoor Appliances
for Use in case of Fire.

Every member of the Staff must be familiar with the
position and manner of using the various appliances
provided against fire.

The Charge Attendants and Ward Sisters are
responsible for the good condition of the appliances in
their respective departments, and for their being in
their appointed places and in working order. They
are also required to see that the exit staircases are free
from obstruction.

Should any piece of apparatus be defective, written
information should be given to the Captain of the
Fire Brigade.

In every department the following appliances are
available :-

‘* Rex "' Fire Extinctors—To be carried to the fire
and turned upside down.

Fire Buckets must always be kept full of water.

Foot Pump—To be used with a fire bucket to give
a jet of water.

Corridor Fire Pumps are on each landing, and can
be wheeled to the seat of fire.

Hatchets are at hand to break windows if needed.

Exit Staircases—The keys to open the fire staircases
will be found in glass hoxes.

Automatic Fire Alarm Boxes are in every depart-
ment, and in connection with some of them are
automatic thermometers, which give the alarm
directly the temperature reaches a certain point
(¢.g.,1n the Joiners’ Shop, Laundry, and Steward’s

Office).

.
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On breaking one of the alarm boxes, fire bells will
ring in the following places : —

Captain of Brigade's House.
Deputy Captain's Room.
Superintendent’s House.
Engineer's House.
Engineer's Basement,
Chief Attendant's House,
Head Gardener’s House.
First Gallery.

Nurses’ Home.

Top Centre.

Lower Centre.
Gentlemen's Lodge.

The fire bells will ring continuously in the case
of fire in the whole Retreat premises, except Belle
Vue, but should the fire be in Belle Vue only
the ringing will be interrupted according to the
following code, as soon as the indicator officer
reaches the indicator and can locate the fire:—

Signal Code Fire in
Continuous ringing ... ... ... Whole Retreat premises
except Belle Vue,
Short rings at equal intervals ... ... ... Belle Vue only.

Outside Appliances in case of Fire.

Every male servant must be thoroughly familiar with
the position and manner of using the following
appliances for use in case of fire.

The Fire Hydrants.
The Hose and Branch Pipes.
The Fire Escape and Ladders.

Fire drills will be regularly held, so that every
attendant, artisan, and male servant may know the exact
position of the above appliances and be proficient in
their use. '



The Men’s Fire Brigade

is .constituted as follows :(—
Captain.
Three Hose Men.
Two Fire Escape Men. ;
One Messenger.

Each of these will have a deputy to act when he 1is
absent. Their names will be posted in the attendants’
rocom and at the entrance gate.

A bag containing master keys will be given to the
Captain, his deputy, the senior hose and escape men, '
and the messenger, the possession of which will mean
responsibility of instant action in case of an alarm of fire.

The duties of the various members of the Brigade are
briefly as follows :— |

CAPTAIN, goes at once to the seat of the fire, and
directs operations for its extinction. In case
of fire, or an alarm of fire, everv member of
the Staff must carry out his directions. This
will be given either personally or by messenger
or by the Indicator Officer.
Whilst the Captain (or in his absence the
Deputy-Captain} is to be supreme and his orders
obeved without question, the following members d
of the Staff having special duties will not be Eses
able to render assistance :— !
(1) Attendants and Nurses having charge of 1
sulcidal patients,
(2) The Charge Attendants and Ward Sisters.
who must remain with their own patients. ImE”i
(3) Night Attendants and Nurses having charge ty
of patients, who have not been relieved bv are 41
the Day Staff. TI].g]'r
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The Captain will also regularly ispect all
the fire appliances, organise fire drills, and satisfy
himself that the Staff are efficient in the use of
the apparatus.

The Hose Men having ascertained the site of the
fire from the indicator, connect the hose to
the nearest hydrants in the order arranged
beforehand, unless instructions are received to
the contrary.

The Escape Men take the fire escape to the seat of
the fire, together with spare lengths of hose.
Messenger accompanies the Captain and conveys his
instructions to the Indicator Officer. He must
also personally inform the Engineer in the

basement of the position of the fire.

Engineer.—It will be the duty of the Engineer
to maintain the fire pump in good order, to
have steam up continuously, night and day, and
to arrange that an Engineer who understands
what to do in case of fire is always on duty
in the basement.

The Women’s Fire Brigade

15 constituted as follows :
Escape Corps of eight Nurses
Bucket Corps of two Nurses and six )
Ward Maids L 26 in all.

Messengers.—Six in number.
Intelligence Officers.—Four in number

It shall be so arranged that at least one half of these
are always on duty and free to respond to an alarm.
Their names shall be posted in the Nurses' and the
Maids' Dining Room.
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The duties of the Women's Fire Brigade are brieflyv :—

Escape Corps.—Under the direction of the Medical
Officers and the Captain of the Brigade they will
remove patients to a safe place. The following
duties are particularly assigned to them :—

(1) The opening of the exit staircases on both
sides of the fire.

(2) To receive and conduct patients down the
stairs or along corridors, according to plan
arranged beforehand.

When the fire 1s on the men's side the Escape

Corps will wait to receive patients and pass
them on to a safe place.

Bucket Corps will organise a steady supply of

buckets of water.
Messengers.
One will call Medical Superintendent.
Two will quietly go round to awaken the Staff,
if at night.
Intelligence Officers.
InpicaTOor OFFICER remains by the Indicator in
the Front Hall; she will
(1) Hand on instructions received from the
Captain or Medical Officers,
(2) Signal site of fire according to code,
TELEPHONE OFrFICER—Go to the exchange to
receive and hand on messages,
particular to

and in

(r) Call up Dr. Mackenzie :
(2) East Villa Attendants :

and when instructed, but not before,
(3) Summon the City Fire Brigade,
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ON DISCOVERING A FIRE

Attempt immediate extinction if within reach and it is
small in compass
(@) By Smothering it
P %, & - = = LA e 'l -~
he best wav of extinguishing a small fire
15 to prevent access of air to it, by smothering
1t with a rug, coat, counterpane, blanket or

heavy curtain, and then stamping upon it

vigorously.

Women must be verv careful of their own
clothing in doing this, and remember that
flannelette, cotton, muslin are very inflammable,

() Throwing Water
In throwing water over a fire, remember that
unless a large supply is close at hand the water
must not be wasted, and that as large a surface

as possible of the burning material should be
covered.

Bring the ** Rex ' Extinctor to the fire, turn it
upside down, and direct the jet of water over
the fire.

Supplement this with Buckets and Foot Pump,
and the corridor fire-pump.

[n case of a Serious Outbreak of Fire which
cannot be immediately extinguished
1.—Break the glass of the nearest Alarm Box.
This should bring the Fire Brigade in less
than two minutes.

2.—Quietly call up the members of the Staff near
at hand, and send one to call the Medical Officer.




Take the following measures without waiting for

-l

assistance.
(a) If Patients are in danger.

(1) Open bedroom doors, beginning nearest the

hre. A
1
(2) Open exit stairs and leave open.
If no immediate danger to life. .
(1) Turn on water in nearest bath.
(2) Close all windows and doors near fire.
(3) Bring up Corridor Fire Pump.
SPECIAL POINTS.
The Safety of the Patients must be the first consideration.
Calm and Orderly Conduct on the part of the Staff
will inspire confidence in the Patients and prevent
panic. The Patients and the Stafl should be roused
as quietly as possible.
When Smoke is Thick.—If necessary to cross a room »
or pass along a corridor, crawl on hands and knees,
and cover mouth with wet flannel or stocking or 1
handkerchief. d

Clothing on Fire.—The person must lie down, and be

rolled tightly in a rug, blanket, or thick shawl.

'::‘1'111'1:‘1116“3r on Fire.—Rake out fire and block chimney
with wet sack, dust sheet, or anything that will cut
off the supply of air.
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GENERAL INSTRUCTIONS
AS TO DISCIPLINE.

The Charge Attendants and the Ward Sisters remain
with their Patients. In the event of a fire in some
remote part of the Institution they should retain one
Attendant or Nurse to assist them in preventing excite-
ment and maintaining order. If the alarm bell continues
ringing, collect the Patients, being sure that all are
present, and be ready to remove them directly instructions
are received. Suicidal Patients must not be left

In case of fire in their own Ward the Charge Attendants
and Ward Sisters will be concerned first in the safety
of their Patients. They will direct operations for their
removal. In doing this it must be remembered that it
is not easy to be sure that all have been removed. If
practicable, he or she should direct a Nurse or Attendant
to count and remember the names of all who have left
the Ward. It will be the particular duty of the Charge
Attendant and Ward Sister to be sure that all their

Patients are safe.

ON AN ALARM OF FIRE AT NIGHT.
(8-30 P.M_TO 7 A.M.)

Attendants on fire duty immediately go to their
respective posts.
All others who are free to leave the Wards go
to the Front Hall, and await instructions from
(1) Medical Officers.
(2) Indiecator Officer.

(3) Messenger of Fireman,
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Murses and Ward Maids, who must not wait to dress.
Those forming the Brigade take up their places.
All others go to their respective Wards.

(1) Attend to their own Patients.
(2) One must wait by the telephone to receive

orders. H

If not required in their own Wards they go to the

fire to help. g

Kitchen and Laundry Maids must wait in the lower
centre, and be ready to receive Patients escaping
from the fire at any place assigned to them.

AN ALARM DURING THE DAYTIME.

The same general instructions apply.

As the number of helpers will probably be too great
for maximum efficiency, only the Fire Brigade in the
first instance takes up special duties ; the other members
of the Staff await instructions as follows:

Male Servants.

ATTENDANTS.—AIl who are at libertyv, and who
are not in the Brigade, must go to the Front
Hall and stand to attention.

(FARDENERS, ARTISANS must leave their work
and do likewise.

The Indicator Officer will give instructions
where to go.

All male servants must remain ready to help
until liberated.
Nurses and Maids unless in the Brigade must remain

in their Wards, and await instructions by telephone.

;
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