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In compliance with instructions from the Stute Bofil'd of Control 
set out in general rules and regulations for the management and operation 
of State Eleemosynary Institutions, the following local rules and regulat ... 
ions are herewith promulgated for this Institution. 

These rules and regulations will, in no wise, effect or change 
existing rules heretofore promulgated other than is herein specified and 
as may be found to b~ contrary to instructions in the Board of Control's 
rules and regulations and as may hereafter be modified by additional in
structions from time to time or mad0 necessary by additional instructions 

i from tho Stato Board of Control or Btatutos enacted by tho Stato of' Toxas, 

t RESPONSIBILITIES &..!1.~ITlIDE 
rJ 

Every officer and omployoe of this hospit8l must mcnifest 
appreciation of tho fact that each and every ono havo a rosponsibility 
commonsureto with their rospectivo positions and that each ono is a part 
of tho machinery of the hospi te.ls opercting force provided by tho Ste. to 
for tho proper care of po.tionts committed. '!'ho general conduct of &11 
officers and omploycos shell b0 above reproach. No clcoholics, nor the 
drinking of same will bo por:mittcd on the placo. All employees must con
duct thomsolvos in manly or l oa .. r like, manner. Offonsi vc habits and p:coct-
icos will not be tolcrctod. Of:.:' :.cors r>.nd omplo~ro0s must not ubuso pri ',i ·· 
logos o.ccordod them in tho use 0t provisions, qucrtors 1 supplies, ctc. 1 

in connection with nocossi ties pl'ovidod by tho Gtesto in addition to sc.lc:ry. 
'I'hcso things must bo looked upon end properly con.sidorod cs objocta, 
commodi tios or othor nocossi tics intrustod to your c::-,ro c.nd noods. ':l'his 
must be rigidly obsorvod es concerns o.11 roquisi. tionod :::.nd Ste to furnish(;d 
mctoric.ls nnd su:pplios to tho ond th.ct through oc.ch indi viduol c conc0rtod 
uconomiccl ection is oxorcisod. Unc.or no circumstc.nccs is Stc.tc property 
to be cpproprictod for porsonul use. 'l'his c.pplics oquelly cs rogcrds tho 
ccrc, troctmont r..nd prosorvc.tion of Str to property of ov0ry kind, form 
c.r~d doscription. 

All officors end omployoos must bo loyc,l to tho Suporintondont 
L'.nd hc·iTo ct ho c.rt tho crodi tc.bh, encl ufficiont oporo. tion of the hos pi tGl 
in so f o.r cs is possible undor rules, rcgulc,tions, instructions, otc., 
issued by him. The Superintendent 1nvitcs proper constructive criticism 
,.r:d suggestions fro1i1 cny o.nd ell officers nna. •Jrrtployoos. Thoso to bo 
off0rod must como direct or through some renkinc superior off'icor or 
:.,mployco. Known c?Hicisms other wise c.ttomptoc, o:..· oxprossod will not bo 

~ tolorctod • 

.A co-oporctivo spirit c.nd cttitudo mu3t c.t Gll timGs bo mCtin
t r.. inod through out ontir,:; orgcnizntion. Evory officer end omployco r,ccord
ing to position, responsibility end nuthority must rospcct limitctions 

' 1 of ,3c.mo. They must show proper ro spoct end concern for oth0rs ri te:hts r:nd 
r.uthori ty,. 



Discord• lack of co-o-peration, l.Ul11Warranted superiority, dis
respectful acts., ·conduct., language_, etc/., will not be tolerated. ' 
Offe:mders of this nature I regar.cUess of p~ti'on,, . will be el:i,minated 
f'!Dom the . service. Disgrunt,led.,. d,iscordant_, · dfosatisfied, i:riconsiderate 
and otherwise offensive officers and employee·s add no good to an In~ 
sti tution and . will according,ly be elimi~at.ed. It shall be the distinct 
responsibility of each departmental heads of'ficer an(} employee \;/.nder 
whom others work to see that tnis rule ie enforced.. ·offenders and 
broaches of same are to be bl,"ought to the knowledge of the superintendent 
or other .responsible persons as herein s!'3,t forth or as has heretofqre 
been instructed. 

Any waste,. operating ·leak, d1;1nger hazard,. accident, lack of 
properly functioning .part, or other conditio:n, existence,~, etc.,. of a ny 
mature or kind dis~overed known to need remedying or corrected for the 
safety and good of the Institution is to be reported to proper person 
or to the SU.periI1tendent iir.riied.".o.tely,. 

II 

All employees sha]_l :1 c :::onsiderate and patient in their care 
and handling of patients.. .Syrrrpa tnetic and kindly treatment must be 
accorded all patients., Indifference* neglect, m:d abuse in any form 
will not b-e permi ttE1d., Tpose erapl.oyees fou:µd for any cause unable to 
c.dapt themselves. to a proper sympathetic and, ooris:i.derate treatment of 
patients_. either on the wards or off on detail work, will not be re
tained. Every possible care .and atte,n:tion t.o p:i;-oviding comfort, safety;, 
and, the general well being of pe,tients is expected. It shall be a 
duty of ward charges to observe these instructions and see that other 
ward help is likewise observant .• Patients are to be kept clean c.nd 
properly clothed, It is to be seen thot ench and every one take 
sufficient food~, Attendan-ts, insofar a;:; practicable and as instruct .. 
ed by ward physician, must be in the dining room while meals are being 
served the patients, on their feet and so dict~~ib1~ted over the dining 
hall ns wnl 6n£1.ble them to know anq. see any pc.ti ents not eating end the 
better to enable; them to prevent dist:urqances .• 

Except as emergency may demand •. and then report to be promptly 
made t .o Supervisor_, ( or SUpervisore:;is as the co.se mtlf be:) or to the 
ward physicia~, restraints of,' no t'o.rm are to b0 rm;i.de use of other than 
as specificially prescribed by the ward physician. Record of restraint 
of any form or kind is to be kept in all c·ases· as presc:ril;)ed by lo.w and 
as heretofore p:i;acticed ,at this Hospital. Patients are to .be given no 
medicines of any kind except .as prescribed n.nd ordered ,bY physicians, 



.. 
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Esccpos, trouble with pcticnts rosulti.ng iri bruises or visible injury, 
cccidonts, unless known to ;Jo of no :;,pocie:l significcnco, ccuto illnoss0s 
1,nd cppcront mo:tcricl chcngos for tho worse, ornonb the pc,tic.:;nts to b0 
j_mmodirtoly roportod to tho physicinn in chnrg•.J• Patients c.ro to bo 
pro::;;ontod to rolcti vcs end propcrod for Church nnd other Insti tu-ti onc·:l 
gc thorings cJ.ocn end noctly drossod. Thoy cro to hr:vo tho uso of end vv::, c,r 
only their own pri veto clothing so long c.s such is provided. 'I'hoso 
furni.shod spondin.g m::moy cro to bo cdvisod of receipt end doposi ts when 
net_ sent directly to them, c.:nd en opportunity provid0q. for th-:.:m to uso 
,rnch c.s mcy bo instructed by physicic.n in chcrge. Pctionts c;.ro to bo on
courcgod to rocsonr.bly employ thomsolvos on v.;r:rd in wcy of ,..'ssj_sting with 
cfro of their rooms :::nd npcrtmonts but in no instr.nco to bo pu::i.isllod, in r::1y 
:2..Jnn othor then denicl of spoci.::s.l privileges end ,nt1~cs provided fer thJso 
rnoro co-oporcti vo, bocc:.use of their rofusol to do so. Prtionts w.1dor no 
ciTcumsk'.ncos fTO t:, bo permitted to d0 work thc~t is thu rosp•Jnsibili ty 
n,d duty of cttondents .. , Supervision is . o.t c.11 times to bo pr,,:;vidod pc:t Lon";s 
in ell forms of W~)rk. 'l1h0y r.re not to bo pormi ttod t0 bo o.l ·:mo in t/.1e; 
1J.odici:.10 rooms which ere o.t c.11 times t'.) be kc.pt locked. Enc mrcc;:.::::rr:.;11 t is 
t~) be offered ell pcticnts wh.::, FJ. '.;h permission of tho ·11c.rd physicirn m::-y 
be pormi ttod to r:ttcnd f'.nd tc.t,, rn1:ct in tho v:::,ri ,:,us sorvicos :-md or.tcr-" 
tr.inmonts ;;f tho h:,spi tel. ['I ,,, !.::.2. c:.ro is tu bo tckc n thc t none ;;;hu CTcJ 

r1blo ond c::::n be pormi ttod t .) 6-) : .__ c.nci su desire r.:re t o bo denied such 
pri irilogos •. 

.t.DMIS::.,ION OF PATIEl{:13 

When the Superintond,.::nt j s not o.ccosc: :: ;;L .-:-:r,d is unr:.blo tc, cdmi t 
p e tionts s)mo pliysicim1 is to rdmjt enc. :r·ocoip-!; f c,r thorn.. .At th,:; tir;1u ...,f 
r.dt1issLm spucicl c r ro is to be tc.kcn in ndJ.j_t;_c-n to ot::i.,)r inf\JrmL,tilJr. , th1:.,t 
pr,)pc..:r C.)rrosp . .:,ndont cr.d i.ddross is s 1L'1.ill r:.~K~ 11un0, .mocns u.nd pr . .>visL.m 
to. mcko prompt c ,~-ntcct with roh.ti vos ::ir intorostod pn.rty, bo secured. :£\Jr 
omorgoncy usu in O'/OrJ c2s.::: p:-)Ssiblo. Inquiry is to bo r:md0 r.md ii' 
:pussi blo inL1rm:,. ti:m secured end no ted showing whcthor 0r nc t thi120 log~,lly 
li ::-.blo CGn p:..,_y f\1r tho pcthmts trGc: tmont, Sup::iort. :...110. Mc.im;cncnco, J-..s 
c-:..::1ploto hist•,:ry :::s possi blo is t:J bo socur__,d cmd in th.J Gvont suicidcl 
tonclonci__,s o.ro f, ::., u'ld to exist this infc,rii1c.tLm ~-o irni,1odi,.:.twly sunt t :.> th..Jso 
in chr. r 1;;:o whore 11csiont is sont • . Immodictoly ui., ,;- o. c,.f'.i.r,.isfJi:Xci Gf c p1:.,ti0r;t 
thoy o.ro °t.) bo nspectcd f0r bruises, injuriG:c' , c ,.:r,.t,~.c;i::;us c.nd cormnu:licc.blu 
C:'.isof'.s0s, YGrmL.1, otc., Report :,f cny pusi ti vo ,1r suspici.Jus findings t o 
be mcc;o prc-mptly te, wcrd physicj_an c.s tho cc.so donr.nds u1c. record c.:, f s::mc 

,;:;1c.do :,n we.rd b)ck. When releti vos cccomprny p,.ti0nts to tho h :,spi t :::.1 thv 
Socicl sorvico Y:•:,rkor i,ill conto.ct them end secu.ro socicl hist ,ry when 
prccticcble. P ct icnts will bo placed ct tho hospitnl or on wcrds ~cc.Jrding 
t J clnssificctj_on ccrrosp.mcling to eppcront typo r,nd domc.nds. Rol e ti vos 
ere t::i bo given informc.tion rmd instructi::ms r ,:3go.rding, c orrospcmdonco, 
vini ting, and tho sending cf pockegos r,nd s:ponding money • . 



IV 

ASSISTANT PHYSICIANS AND 
DEPARTMENTAL HEADS 

In the absence of ' the Superintendent the Assistant physicians, 
as prescribed in Board of Control rules and regulations, shall serve as 
directing head of the hospital. "Ranking resident physicians" in the 
absence of both the Superintendent and first assistant, shall be deter
mined by length of service at the hospitnlo The longer service shall 
be considered to rank as Senior. ~ssistant physicians shall be in full 
co-operative sympathy with the efforts and instructions of the Super
intendent. They shall familiarize themselves with these and the Board 
of Control's general rules and regulations, It is incumbent upon them 
to lend every possible assistance to the Superintendent in seeing that 
the rules and regulations of both the Board of Control and this Hospital 
are faithfully observed, Failure to correct, report to the Superintendent 
or take proper action of known breaches of regulations and rules, pract
ices, existent conditions and what n.ot injurious to the welfare of patients 
and the proper creditable and economical functioning of the hospital, as 
is known to them shall be considered wilful dereloct of duty. Each 
physician shall be responsible for the general proper conduct of work 
assigned him. Charged with the responsibility of seeing that the patients 
under his service receive proper medical attention, food, nursing nnd 
care in every respect. Thnt they are in no wise neglected~ SUfficient 
timB for exemination and study must be spent with the patients to enable 
the physicians _to at all times be reasonably familiar with their in
dividual physical condition. 

With the assistance of tho Supervisor (or Suporvisoress as the 
case may be) and who insofar as is applicable and practicable, will be 
responsible to tho assistant physician, in ward uork and duties, will 
see that patients are properly clothed, comfortable and clean. Th~t the 
w~rd beds, linens, etc., are clean, sanitary and well kept. They shall 
at fre~uent intervals visit personally dining rooms during the moal hour 
and upon occasions of special meals as Thanksgiving, Christmas, Etc., to 
know that their respective charges havo · plenty of food and are properly 
served. They shnll see that attendants are not harsh, loudt or in any 
sense abusive to patients. They shall report to the Superintendent 
f~.ilure of a ttendnnts for alll:y cause to satisfactorily perform their duties 
and for disobedience as regards rules of the Ins ti tut ion and make re
commendations for their discharge wherm such conditions justify. They 
shall, as promptly as possible, aftor being notified, meet and confer 
i;dth relatives visiting the patients under their chergo. They shnll be 
courteous to end considerate of all visitors, according them tim:e and 
nttention commensurate with the fact that they, their relatives and 
friends constitute the people we immediately serve for tho State of 
Texns. 
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Correspondence shall be given prompt, care:tul attention to tho end that 
patients' relatives are intel~.igently advised. The ·assistant physicians 
shall in P,11 instances make nn. effort to notify ;r:elati ves or friends in 
case of serious illness of patients andfollO'w through to completion 
present l)rescribed forms and records of .th,e nospital in cnse .. of :r-e~ulnr 
deaths. .A.ocidtmtal deaths, er;:orgencics al').d all other genera], and 
specific instr,uctions set out in the Boar.d of Control's rules and re
gulations wi,11 be observed by r.ssistru1t physicia.'1s as~ ::ipplics to duties 
in connection with ench one's service together with tho rules heretofore 
set up, and those recited in those rules, Ward physj_cinns sh11ll be 
sufficiently prompt in completing examinations and me.king repbrts to 
comply with the Board o-r Control's instructions. The assistant physicians 
shall be directly responsible to the Superintei]dent. They sh1:1.ll be 
prompt, orderly and attentive e,t Staff and other meetings.~ Tardiness and 
absence must ,be satisfactorily exi1lained to the· Superintendent. Their · 
conduct, general demeanor 1 pc:i-,sonal appearance and dress shall fittingly 
correspond to the digmty of their position. 

V 

HOURS OF DU'fY .Al-,ID LEt~VE OF ABSENCE 

Assistant physicinns, in addition to legal vacation which will 
be prearrnnged r.ith -the Superintondent., will be permitted leave of 
absence and off duty Saturdc.y noon· to Monday 7:00 a. m. not oftener than 
every other .week end t;hen ·it can bo so arranged that at ·1enst three 
assistant physicians are present and on duty from Saturday noon to noon 
Sunday,, E:xcept when needed to assist other physicians or --serious illness 
of their own po.tieri.ts prohibit, the assistnnt physicians will be permitted 
to likewise absent th~mselves from the Hosl)ital eve:':l.ings af.ter 6::00 p. m. 
to 8: 00 ~• r:i,; except twp who will be in office or otherwise in con-
tinuous contact with party at information desk or night Supervisor ras 
tho hour may be) until 8:00 a. m. These loaves and absences to ~onfon:i. 
to Hospital Roste:::- sot \l.P by Superintendon t~ Under no ci:rnumstalillces are 
there to be· less :;han two physicians present r.d, -~:c.e hospital nmd -they to 
keep themselves immediately accessible a.tall times. Strictly office 
and work hours will be observed from 8:00 & .. m. to 11:30 a~ :m. and from 
1:00 P• m. to 5:00 p~ m. During these hours physicinhs will be immediately 
accessible either in their re$:pective offices or on their ·service. Ward 

· physicians w·ill at all .times advise the physician v,ho is to relieve for 
him of serious illnesses, special treatments with instructions as to line 
of treatment, inf'orming Of ·relatives, etc., before absenting . themselves. 

vr 
Storekeeper-Accountant ,, 

The Storekeeper-llccountaJJ,t will be held ·directly :responsible 
for the general conduct of h;ts depa~tment. He shnll be scrupulously 



obsorvc.nt :..,nd pr Jtnpt :rog::.:rding nll rule s, r e gulati ons enc. instructions 
promulg[' t od by tho B,x :rd ol' C: )nt rcl. Ke ep his books posted r nd ro c.dy 
f-:-r i rnmocH c tc inspectL:,n ct nll time s, vmtch c ::,r 0fully s t ock r nd s oc the:t 
c. opl otod supplios dJ n:Jt b::i cono ·:/holly cxhGustoo. c.ncl unnocos sc-r y dolcys 
occur boc eusc .:; f f .'.',iluro i n timely r cquisi ti::.ning s cJU;.;. Ho s h: '.11 s0 0 

t hct ho, or s :;mc C..)mpot ont ,s:~j s t ent, is c,t c.11 t ir:i.c s :-, ccos si.bl, , t -:) f m·
nish omor gcncy supplie s cs cc:c r.sion mc.y dorn.anc'l. • . He sn'.' ll r end.or ever y 
p -Jssi blo c.ssistcnco, pc.rticulnrly cs rogcr C:. s cl),. ::mtsi :.o c1opr:rtnonts 
~.nc1 c.cti vi ti os, t swcrd curt[dlin.~ w~sto t o e goncr r.l oc on .>r.: izi ng pT r·ctice 
thr.:.ughou.t -:.;ntirc I nstitut ion crn1 s 00 thct his '.:op , rt.:-:1cnt is cru ch k .bly 
h n.nc. l o c1. The st :,1'okoopor c.nc~ r. c..: olli1t ~.nt sh ell b e spoci c.lly co- 8porctivo 
end he lpful t o the dicti ti an Sl'?;J oly1ng S:.) f ecr c.s p0osi blc no coss rcry f oA. 
proc1ucts of typo, kind r:'.nd v ::-i.r io r.y f'. S ccllcc1 for t o th': CLO. ·shc,t prvpur 
cnc1 wall be.le.nee ~: diet cr.n be propcrod, ko.;.ping hor woll Qdvi s cd os t ,J 
s t ocks c.nd possi blc purch:.:: scs. His cssistonts t,ilc hclpors i n his C.e 
_pr:rtmcnt sh, .11 be imr:1odi c. toly rosponsi blo to him. 

VII 

CHILF ENGINEER 

Tho chief onginour ::Jh'..::.1 be rosponsibl0 f :>r tho opercti on of 
:' 11 stc ti onc,ry mcchiuory, the p ::,;·,10r ph:nt, Ico plr.nt, •nirings, c lcctri col 
r::. ·.:pc.rtm(mt, wutor end dispos c l plcnts, including plumbing cnn. ell pipo 
.,vV.Jrk. 

Wi tht, tho cssistunco of s ther dopQrtmontc:l hoccts o.nct ompl.,yoos 
ho shc.11 be. rosponsi blo f or t he observe.nee end compli enco of spe cific 
i nstructions r ocitc:1 i n BJcri ::i f C.:mttol rulos c nc1 rogulcti ,.:-~1s unc1or "E" 
o~ gcmcr,,l hoc.ding #·-4 so f er cs c.pplic cblo lli1c1.cr hi s gon,.;rc. l c.uti os, 
01.1hr c cing pr0pcr c r,r o of wiring , firo hnzcrcl, we. tor ,nd. fir e hyd.r c,nts, 
fire extinguishers, otc .. , Ho niil invite d 0.ll t jme; s ccunsol of t ho 
S t:..to' s Chief Engin,Jor end ccrofully- fJll m i nst ructions from hin . Ho 
s11r,ll servo cs chi e f fire rnr.rshe:11 . All on pl '.)ycos :'.r1 this d.op Grtm(mt 
s!1cll bo i ::::imo di :. t oly rosp::msiblc to tho Chief :Engi n,:or , 

VIII 

DH.TITIAN 

Tho diotitLcn shell be directly r os ponsiblo t o the Supcrintond~nt 
b u.t of nocossi ty fully ce,-opor c:.ti vc with we- rd physicicns ins '..)f t..r c.s r0gcr ds 
s,)ocic.l <ho ts. Sho shr ll r:s nerrly cs possible ccmsis ·t; ont r;i th sup:plic s 
c t hor c .::,mmr.nct supply prop0rly bc l cncod c. i ot t hr ·Jughcut Institution, soc 
t hc t it is properly c•)okc c. cn c1 scfrvec1, thc. t all c',c p ::-,rtmonts hcvc suf fici ent 
<:,ucnti tios, thet unno.ccssr,ry .;rc,ste docs n Jt occur end thr t orders f ;:r• 
:, ;ioci nl di e ts f o.r tho sick ore gi vcn proper nttonti on b;.i th as t 0 serving 
u1..,_ fulfilLi-icnt·. Sho shell furnish menus sho,, ing f oods serv0d. 



All cooks: cooking departments, bakery and dining rooms f'or the 
emiployees and officers (with co-operativ-e assistance in case of all others) 
shall be under hor charge . 1 J.t shall be ths rssi;on..sibil:i.ty of ward charges 
to see to the cleanlinosc: o·::· their own respoct.L ve <iinj r.g T'.)OILS "I ,. The 
dietiti.&n shall c0mply wi·~-IJ work honrd i;ros-~riced hy +ho Su;,'c.ri_r:tsmdent8 
Her relief from duty 'Yill b:J supplied by the ma-:ron and ~ho iJ) t 11:c'n will 
:.n the absence :)f the matrc .. 1 :: ~rnply for· her Except arn:. wl•8D. ct:1er.d,se 
pn,scri.bed by the St'.p0Tin-t.s :1clu n-t-;, The d.i.etitirrn sllal~,. "l\.::.rilig e;rov,ing season 
i<.:esp im'orrned as to vegetr.h.i.c -.s " >:,:c:1 ho:.110 grown tooc; '::'.1:pr<~i3s of :111 kinds 
u:r:d with orders to the gard0.,e:::· buve him sUpJ)lf su,,i-_ : ·o:;r1 r:. :i.n st,ch q_uanti ties 
nnd at such intervals as wiL. result in mimin:urn lor;s end w~1::te in order to 
serve most advantageously. 

IX 

SUJ?EF.VIf:ORS AND SUPERVISORESS 

The supervis0::-3 cL :::J ~:, :.r,0rvisoress shall in the cnrrying out of 
specific instructions :in ro.1~·.0c· ·1~ion with ward duties be subject to the 
various assistant phys~_cinw v; i -'.:h whom they are associated in their rcs
pecti ve work. Their hcur::, o:~ d·'_lty will be 6 ~00 n. m. to 9 :00 p. m, on 
alternating days when eacl1 s: ... l'JU be on duty from 7~30 a. m. to 5:30 p. n. 
except on week ends when E-mr::ll one will have ulternating leaves, Snturday 
noon to '7: 30 a. m. Monday whej_1. not in conflict with instructions hereilllc 
or otherwise given~ Supply :"eliefs during vacati.:ms and otherwise when 
and as needed will be e.rrangod 1y the superintendent~ In addi Uon to the 
ntowe and elsewhere recited duties 1 the supurv iso~q ~ill be respon8ibl~ 
"";_ th approval of p:1ysicians concerned to sGt:: t~1c.t ,:ards and sorv:'L-;es are 
'.'nf:!'iciently manned, arrange and O~ K .. levvec ryf absence for approval of 
th-3 physicio.:i.s, co--Operate with tho Storo1:e0:pe::-•A~countant in keeping 
-~ime of employees in their respective de::inr+:nienia .. CJ;hey wi.11 asr:c-rtnin 
lli.,8eds and reu_1: L~ ~ tion supplies for tbe ir a.opartme~.1.t.s . ::ie respon~:: b lo t he.t 
1:-ii,.~h suppl:i e.0

: '1~'8 properly appropriated. Bo custuclia.r1.s of and r·e .-,:ponsible 
fc:c the prupo-: ictentification nnd preservation of :private cloth:~r.e: h z: 
:1..onging to all patients in their department. They shall in the full sense 
of the term be ::.r.-,r;:0diete "Supervisors" of all -r.mrd activities. A-i; lee.st 
one from each mnle and female department shr.J.l be pr::;sent and supervise all 
Institutional grc·rp patient movements and ac+;i -ri. ties, Church services, 
shows~ entertainnwnts: etc. They shall mak" frnq_uent daily visits 
throug:i the wards~ one such visit to be at mea~ -1:;ineo They shall at all 
tim:es while on duty bo accessible and keep in touch with Info:rr;1a tion wholl]. 
not in office or on wards. Insofar as practi~~blo one of them in e~ch 
department will be in their office, Absence f:r:om the grounds during work 
hours must be ~ith permission and only after h2ving notified the co-worker 
2nd ascertained that he or she are to be present. 



Dairyman, Head farmer, Gardener, Carpenters, painter, plnstorer, 
Cobbler nnd poultrymnn shall bo rosponsiblo for creditcblo .rosults en:!. 
propor functioning of thoir rospocti vo clopc.rtinon ·t;s. Tho dnirym~, n end hoed 
f'c.rmor shell ht--_vo Sup0rvision in c. gcnorc.l wo.:r of livo stock in thoir 
rc :Jpoctiv..::: dop:~rtmonts end bo che:rgod wlth proper cr,ro of sr.mc. '11h0 hoc.d 

(; :f' r:.rm .;r .::nd g,rdonor sho.11 fd thfully ,md intolligontly Lpply unrosorvod 
c _:'.'1·0::-t enc", cttontion to ncximuri production end ccrcful proper hcrvosting 
of crops, tho consorvLtion of fields rn& prosorvttion of tools and ncch-

ii inc,ry in thc:ir cero. The gcrdcnor is to fully co-opor:::to with dfoti tir~n 
c :i.1c kcop her informed cs to products ror dy for gr,thcring c..nd furnish scmo 
cs roquostod by hor. 

Tho deirymen will devote his ontiro tim<.; to his duties c.s such, 
fr:ithfully ondonvoring to dovulopo mcximu.>n production r,t D minL:1ur.1 cost. 
Co-oporcting fully with end ccrrying out instructions fro1:1 tho dk:tc Driry 
mr.n. Ho shell seo thct properly proscribed, quc_n.ti ty end chcrc.ctor of food 
is put out, th,-t tho ddry b~rn, r.nd milk house r:ro kopt in clcr.n sr_nikry 
condition, thct milkers t·.ro clocn en'. scnitery, thct cows udd0rs cro clo :-.n 
boforo milking, thct milk fron inflcnod, infected or oth.crwiso dcne;crous 
oxisting cornU tion of u::'.dcrs is not nixo '.l \ii th other .t:1ilk or sont for 
serving. Ho shGll koop chGc\: of his stock, brcnfi, ncrk, mm1b,Jr t nd other 
vJisc nckc possi bl-3 idontificr.ti0n ns proscriboc1 by st . . to dcirync.n. 0th3rs 
c:bcvc nontion0::', clopnrtnontcl heeds nnd c',opr.rtnonts shell porf::.m:: thuir 
sorvicos cnc't such h;:mrs 2s through tho St,Jrokcup0r r.ncl .Account:::nt r:ic.y be 
r1_;quirod by tho Supcrint0ndont. 

XI 

NJ.ATRON 

The Mctrcm shell be rqsponsi bl.o t() tho Supurintc.nc'c01:t, 3110 shc.11 
bo dirocting hor.d of tho oporcti::,n ,:>f the lcunc.ry c.nd sowing room. En
pL;yoos in thoso c.op r rtnonts shell be ros;onsiblo to tho n'"_tron~ H,..,r 
c_utics r,ill els::i crbrcc0 suporvlsion ::,t' thd c crc end kooping 0f vf'ficoTs 
li vin,?: qur.rtors, .J1'ficos (: nc1 furnishings ::;f tho r.dninistr:.tLm · buil:~ ing 
rnc'l :;th,Jr living qucrtors thct ere or mc.Y hr.vo b0on enc' bo essignod hor. 
Pr:,viclc by roquisi ti:in ncodo:l su:pplios f-:.ir ouch qucrtcrs, supcrvisu end 
;;co tho.t scr;.o rro prJporly c,.mditi 1noc_, kept Gncl supplic; cl , rttond. tho 
propor lc:unurying c,f ')fficors encl thct :)f their fL"s:-'Lilics clothing, linons, 

,, b,.:,dc'.ing, otc., end. ci r in tho plocsuro end C•)2:1f.n-ts ::, f officors c.nc1 thoir 
fur.ilios. Sho sh,.11 rlso h; vo chr.rgc of tho sopc,rc.t,)r h::msu , rL1 buttor 
nL':klng. H0r h:mrs Jf ~1uty enc. c bsoncc shell be rs proscribed by tho 
Suporintondunt. She sh:~11 supply r.s r ·.:>liof in cbs.:mco ~;f tho Di0ti tic.n. 



XII 

.AT'l1ENDi1.:PT8 AND OTHER EMPLOYEES 

J~ttondonts, nurses nnd. those directly c c.ring for pntionts sh ,-:11 
bo immedi,.toly res;,onsiblG t o tho :Physicic.n of tlloir rospoctive sorvices. 
Tho;,r shell ronc:or kind, sy::1pc.thetic nnc1 peticnt service. At n :) ti::io t o be 
guilty of cbusc. Thoir specific duties shnll be proscribod cnt outlined 
by ~ho v :·.1·ious physicicns. Tho chC"rgo in o~ch sorvico y:ill bo rosp unsibl0 
f: .. ~ t :10 c crrying .:mt of instructi.)Es for tho w: .rd nnd thr.t wc.rds r.sr0 pro
::_· :;:i.•~- y kept end po.tients ccc:)r::l.oc1 prc,por c rro and trentnunt. Oth-.,r cttonc~
r n cc. 11ill bG imncdictcly rosponsi blc to tho chr-.rgo. The gonorc.l c ·.:mc.uc t 

r. ~f tho WC".rd v:ill bv th~t r0ci tud 0r irapliod in these end tho Boc,.rc'. of 
C:n1tr.)l rules end rogulntions. They must o.t nll ti1110s shc.m propor rospoct 
t ;) b.::,th Sµporvis.:>rs end physicicns end ct ull tines r..ccvpt in pr-:.por spirit 
dl instructions end or::1.urs. Fe.Huro to d:, so .;ill not be tolor: tod. 

Xlll 

G :EN'.ERl-i.LIT IES 

.i'..11 ompbyoes r,mst bo sui'ficiontly br'.)c.d cnc1. liburnl in the 
cccoptc.nco of rosponsibili tics en· shor; off~rts to pr:)vo thonsolvcs r,•orthy 
end intorostod. Duspi to lini t::.tLms 0f spGcificc.lly roci tod duties end 
rosponsibili tics in ccny gi von cc.se nogloct end fc.ilurc to pcrforn c.nr]_ do in 
emergency or otherwise nny service known to bo for tho g.Jcn uf tho Institut
ion nt c.ny tine riill bo :::,_ccoptod cs incpti tud.0 or rofusr.l end r.cc0rJ.ingly 
troo.tod.. Corrosp-:mc.onco c .. mcorning progress o.nd cond.i ti.Jn 0f po.ticnts r1ill 
g0 out thr'.)ugh tho Suporintondont's ::>f'ficc. Letters t:> oth0rs will be 
properly referred. Aoscncos boy.:md c.uth.:.,rizod lor:vos 1:mst be imnodL~tcly 
c;n•.:'.. s ctisfc.ct ,;rily oxpleincd. Frequent rcp,:iti ti.:m of such :.;ccurrcnc0s \iill 
no t bo excused. Othurs except ~fficers ¼ill n.Jt ontortain guests over 
night nor 'i;ill such guests be furnishor1 c.ny moc.ls or f .J JG. i'r01.1 Stt-.to 
supplied source with vut pcrnissi..m :>f tho :Jup0rintene:cnt, Diuti tfr_n or 
Lr.tron. Pors:;ncl business r.mtters of ell ,.mpl :)yoos must bo C'.'cr0d f 0r whcm 
n)t on duty. Visitors, Sf':losmon, solicit0rs, 0tc., will not be rocoivod 
nor cc corded. hoering during W.Jrk h-.)urs wi th·.mt prJpor porreission. 3uch 
,'lors::,ns unt or omorgcmcics must r.1::- 1.w nrrc.ngcr;1cnts f.)r such c ·.)nforcncos in 
~ho office whore cc.11, when pr~lpcr, v1ill be r,mclc i\.;r enpl )yco concerned. 
Empl Jyoos ,;ill not hr..vo present nor ontortc-.in rolrti vos r.nc1 visi t -.)rs c,. u.ring 
\,0rk hcurs. Cells, porsoncl, by tolcphuP-c r.-nC::. othvrv1isc t0 an,", f_;r Lll 
Ol!lployoos must bo me.de to r.nc, thr.:,ugh mnin )ffico c.nd exco:.;,t 0xtror:10 
or.10rg0ncios omployocs will bo hold responsible t ,) soc thc:t such cr:lls ere 
r-ot ncc!.o 1uring hours ·:.>f duty. E-,rnopt interested persons visiting p c. ticnts 
cn:'i. known by the werd chc.rgo t) hnvo pornissLm to s.:.i visit, f1'i0nds, 

, strc.ngors cnt others except onployoos .m b;isinoss ,;ill not be porni ttod 
cntrcnco to ,": ( rd builc',ings rind ,iill pronptly b0 raforroc1 t::; the n nin office. 



XII 

~tT'l1Ji.ND.1-U'1T3 AND OTHER EMPLOYEES 

J,.ttondonts, nurses nnd those directly c c.ring for patients sh(:11 
b·J imm.cdi,toly rcsponsiblG t o tho physicicn of t hoir rospoctive sorvices. 
Tho;/ shi::.11 ronC:.or kind, sy:-:1:;Jc.tlrntic end pc.tiont sorvico. .:~t n:) tir:io t o be 
guilty of cbuse. Thoir specific duties shall be prcscribod cnt Jutlinc d 
by ~ho v:~·ious physiciLns. Tho chrrgc in cnch service ~ill bo rosp unsible 
f'~ .. -:- t :10 ccrrying .:mt of instructi.)Ls f::>r tho w:or('!. an,l thct wr.rds nr0 pro
:c· 3:,_•~ y kept cna. pnticnts ccc :)r:.'l.oc1 pr.:,pur c rro and treatnunt. Oth<..,r cttonc~
r ncs ·ilill be irnncdictcly responsible to tho chr:rgo. Th0 gonorcl c ·Jnc'.uct 

n. ~f tho wc-.rd v:ill bo thct r0ci tud or ir,1pliod in these end tho Bo::,.rc'. of 
C:mtr.)l rules end regulations. Thay must ut Qll ti1110s show propar rcspoct 
t;) b.::,th Suporvis.:irs c.nd physicicns end c.t o.11 tines r:ccvpt in pr-:,por spirit 
::.11 instructions c.nd ::>r::1.urs. Fe.Huro t:i d:i so Tiill not be t •Jlor: tod. 

Xlll 

GENERALITIES 

i.11 ompl,Jyoos r.1ust bo sui'ficiontly br:,c.d cnc7. liburo.l in the 
cccoptc.nco of rosponsibilitios en " shor; off:.;rts to pr:Jv0 thor.1.solvos r1orthy 
end intorcstod. Dospi to lini t::.ti.Jns ::>f spocificc.lly roci tod duties r.nd 
rosponsibili tics in eny gi von crse nogl0ct cnc1 failure to perforn r.rn]. do in 
emergency or otherwise cmy service known to bo for tho g.:ic d uf the Institut
ion et cny time ,•;ill be r.cccptod u, incpti tud0 or rofuscl c.nd rcc c.:rJingly 
troo.tod.. C0rresp·:mdc.mco c..:,ncorning progress and cond.i ti..m of potion ts riill 
go out thr::mgh the Suporintcndont' s :)ffice. Letters tJ oth0rs will bo 
properly Tcforrod. .:foscnccs bcy.:ind c.uth~rizod loo.v..:.,s raust be imnodi ~~tely 
£;n•.'.'.. sctisfc.ct,,rily explt.inod. Frequent ropi:Jti ti.:in of such :.:.ccurrcmcos ,iill 
not bo excused. Othurs except =fficcrs ~ill not ontortain guests o7or 
:right nor \;ill such guests be furni she cl c.ny rr:.cc.ls or f..:, Jc. i'rol.l Stt: to 
supplied source r.i th 0ut pcrr.1issi..m Jf tho ~u:porintone:ent, Diuti tir_n or 
L£".tr on. Pors .:mcl business .m.c.ttors .:,f ell ,.mpl :)yoos must bo c :,rod f .)I' when 
n:ct on duty. Visitors, sclosmon, solicit0rs, 0tc., will not bo rocoivod 
no1· cccorderl hoering during W.Jrk h..:iurs with·.rnt prJpor porrr.ission. Such 
1"l ors::,ns un( or omergc.mcios must r:1::- !w orrcngor;icnts f.)r such c ·.:mforcncos in 
+: ho office whore cell, when pr~)pcr, ,1ill be r,mclc i\.>r or.i.pl.:iyee concerned. 
I:mpl Jyoes ,;ill not hr..vo present nor on torte.in rolcti vos encl. visi t0rs C:.LU'ing 
¼ork hcurs. Cells, porsoncl, by tolophuno ~nd oth0rwisc t~ nn~ fur c.11 
01n.ployoes must be me.do to r.nc:. through mnin :iffico c.nd excoj,)t 0xtror.1.:; 
or.1org0ncies employocs will bo hold responsible t ,J soc thct such c,.lls ere 
r-ot nGc!.o 1uring hours '.)f :",uty. Exco:pt intorcsted persons visiting pc tionts 
cn:3. known by tho W['rd chC".rgo t.) hnvo pcrr.1issi :m to so visit, fri,mds, 
strcngors enc~ others except onplJyeos .;n b;,i,sinoss ,;ill not be porni ttod 
cntrr.nce to ,':crd builc',ings rmd ,iill pronptly bo roforrod t::.; tho nnin office. 



.. 
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from: which place calls and i:nformo tion will go out~ Jt)Qployees full time 
must be spent at thoir respective posts of duty d'.lring work hours,. 
Absence from wardj loitering~ business anc. other mr..tt 1ns de:nandin0 
time r-md detracting from presence at actunl pos+,s of d.ut:; will be 
suffici en~ cnuse for replacement. 

~tdvancement ond promotions will be 1b:ased upon charact ,;r of 
.-·c r ,, :,_c e rendered and lengtb. uf t imc in service. 

Relatives will be permitted to visit friends from 9:00 to 
11:UO a, m. ---2:00 to 5:00 p. m. any days except SUndays. Visitors will 
bo shown through the Institution during hours from 9:00 to 11:00 a. m. 
2;00 to 4:00 P• m. any days except Saturday afternoons, Sundays and 
Mondays. 
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