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I. INTRODUCTION 

A.
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4. KNOWLEDGE OF THE HEALTHCARE  ENVIRONMENT  
A. Recognize and address the interdependency, integration and competition among healthcare   sectors. 
B. Access the interrelationships among access, quality, cost, resource 

allocation,
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SECTION II -  FIELDWORK SITE SE LECTION AND COURSE REQUIREMENTS  

A. OVERVIEW  

The Applied Practical Experience in the MHA Program allows the student the opportunity to apply theories and skills 
learned in the classroom under the supervision of a qualified preceptor in an organizational setting. The primary objective 
of the internship is to provide practical training experience to augment the On-Line classroom teachings. The experience is 
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SECTION III –  
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Course Program Survey (To be submitted electronically post Internship to   
Professor Michael Costello). 

 
 
 

B. FIELDWORK COORDINATOR RESPONSIBILITIE S 
 

1. FIELDWORK COORDINATOR RESPONSIBILITIES PRE-FIELDWORK START DATE 
�x Advise and assist the student in identifying an appropriate site that will meet 

professional growth and learning requirements identified by the student. 
�x Facilitate an effective transition for the student from the online coursework to fieldwork site. 
�x Execute Affiliation Agreement for Internship. 
�x Approve course registration. 
�x Approve final Work plan as prepared by the student.   

 
2. FIELDWORK COORDINATOR RESPONSIBILITIES DURING-FIELDWORK 

�x Maintain open communication with preceptor and student during the internship                                                                       
experience; review and monitor weekly reports. 

�x Resolve any problems that may occur in the experience. 
�x Ensure that the student understands what is expected during the fieldwork experience and 

assignments. 
�x Review and provide feedback to students on weekly reports on a timely basis. 
�x Maintain contact with student and preceptor through phone calls, emails, and potential site 

visit. 
�x Complete site visit(s), where appropriate. 

2. FIELD WORK COORDINATOR RESPONSIBILITIES POST-FIELDWORK 
�y Complete Student Grade.  
�y Collect and file all fieldwork documentation related to student’s fieldwork experience. 
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C. PRECEPTOR RESPONSIBILITIES  
 
  1. PRECEPTOR RESPONSIBILITIES PRE-FIELDWORK  
 

The preceptor's role in preparing students for their careers is essential. As educators, they transmit ideas, stimulate 
thinking, guide the fieldwork, and help with professional growth. The preceptor has the following responsibilities: 

 
�x Meet with student to determine if the site will proceed in offering the fieldwork experience. 
�x Help the student clarify goals and objectives for the fieldwork experience and hours allocation. 
�x Assist in preparation of Work Plan. 
�x Work with fieldwork coordinator to assure final Affiliation Agreement is signed and in place 

prior to the start of any student fieldwork experience. 
�x 
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SECTION IV -  OTHER/GENERAL INFORMATION  
 

General Responsibilities of the University 
A. Students with disabilities need to register with the Center for Teaching and Learning Excellence (CTLE) 

at least one to three months prior to the academic year if they anticipate needing disability-related 
accommodations and/or support services.  In order to register with the office, the student must self-disclose the 
presence of a specific disability and provide the appropriate documentation complete with diagnosis and specific 
limitations. 

 
B. 
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APPENDIX A- 1 
Department of Health Administration and Human Resources  

HAD 580 – Internship Program 
 

Student Checklist  
 

Student Name:    
 

Section I – 
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SUGGESTED FIELDWORK ACTIVITIES  

(Consider while developing Rotations and Hours Allocation in Work Plan) 
 

Rotation through multiple departments is highly recommended as part of any internship experience. The length of time 
spent in each area will depend on the student's prior experience, fieldwork goals, work assignments, and preceptor's 
recommendations. In addition to rotation through the organization, the following activities are just some examples of 
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APPENDIX A- 2 (cont.) 
 

SUGGESTED FORMAT OPTION FOR MHA WORKPLAN (Part V): 
HOURS ALLOCATION, GOALS AND OBJECTIVES  

 

1. Orientation 
�x Employee Mandatory Education 

 
2. Accreditation/Licensure/Regulatory 

�x JCAHO 
�x DOH 
�x CMS (Core Measures) 
�x HEDIS/Other Insurance Related 
�x CLIA 

 
3. Administrative/Senior Management 

 
4. Ambulatory/Outpatient  

�x Freestanding and On-site Clinics 
�x Ambulance/First Responders 
�x Home Health Care/Hospice 

 
5. Ancillary  Services 

�x Dietary/Nutrition 
�x Patient Transport 
�x Pharmacy 
�x Radiology 
�x Laboratory 
�x Cath/Endo 

 
6. Emergency Services/Urgent Care 

 
7. Ethics/Corporate Compliance/ Legal (Health Care Reform) 

 
8. Finance 

�x General Accounting/Revenue Cycle 
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12. 
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APPENDIX A- 3 
 

ATTESTATION  
(To be completed if HAD 580 is to be completed at regular place of employment or duty station) 

 
 
 
 

I will be serving as the fieldwork preceptor for  a student in the online MHA  

Degree Program at the University of Scranton who is registering for HAD 580 – Administrative Internship. 

 

I understand that the required 150 hours of fieldwork, taken in HAD 580, cannot be comprised by duties that are part of his/her 

compensated employment. As such, I agree that he/she will be  

performing his/her responsibilities as delineated in the Fieldwork Plan outside the scope of those regularly compensated  

work hours. 

 
 
 
 
 
 

Fieldwork Preceptor (Internship site) 
 
 
 
 
 

Fieldwork Mentor (University of Scranton) 
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Tuesday, September 13the, 2016 
 

Time Area Description 
 
 
8:00 – 8:30 AM 

 
 

Quality 

Attended a Root-Cause- Analysis with  (quality/ 
patient services), the CMO, the OR scheduler, and 
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9:30 – 11:00 AM 

 
Quality 

Office. I watched the team make suggestions to improve how 
to identify and move barriers to enhance patient flow 
throughout the hospital and the discharge/ excess days. 

 
11:00 – 12:00 PM 

 
Contract Compliance 

Follow up with patient care contract binder materials/ letters 
of approval. Identified item addendum and sent additional 
letters out/ scheduled a time to meet with Sharon to finalize 
the binder once all the physicians respond. 

12:00 – 1:00 PM  Lunch break. Working on residency requirements, drafting 
up emails, printing materials, etc. 

 
 
1:00 – 2:00 PM 

 
Marketing/ Planning 

Working on updates for the AHA heart walk. Working with 
PRM to help organize company-wide shirts, researching 
incentives and fundraising activities, and prepping for visit 
from the AHA rep 

 
 
2:00 – 3:00 PM 

 
 

Quality 

Meeting with the executive team (CEO, CMO, CNO, ED 
department director, practice plan COO, quality director) for 
an update with the PMI team looking patient flow, discharge 
times, excess days, and ED throughput metrics. The team 
will be returning in the fall. 

 

3:00 – 4:30 PM 

 

Nursing/ Clinical & 
Patient Services 

Working on documents, continuing to work on screening 
questions, nursing scripting, creating document to record 
metrics/ identify barriers and organize them, pulling more 
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1:00 – 3:00 PM 

 
 

Clinical/ Nursing & 
Quality 

Attended the Nursing Directors Operations Meeting with the 
senior nursing staff, all the directors’ staff, clinical managers, 
and other members of the nursing/ hospital team. The group 
discussed staff development, quality, and implemented a new 
core compet
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WEEK 11: JOURNAL REFLECTION 
 

�x During Week 11 of the fieldwork experience, I can say that this may have been my favorite week yet. I worked 

with  , the Director of Quality and Patient Safety, along with some of the members of her 

department. I was able to attend some Root-Cause-Analysis meetings, performance improvement committee 

meetings, transplant program coordination meetings and learned about how the hospital preps for potential visits 

from the Joint Commiss
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APPENDIX B-2 
PROJECT OVERVIEW  
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Minor Project (EXAMPLE) 
Project Title: Lab Test 

Centralization Start Date:    

End Date: TBD 
 
 

Description:  There are seven hospitals in     with a lab at each hospital.   Initially, all hospitals had a fully  
functioning lab, until recently, the    Campus is now the “Core Lab”.  Currently, all costs associated to 
the lab are assigned to the  campus.   It is important that we assign all costs to the appropriate campuses. 
When all costs are assigned to the appropriate campuses, we will be able to realize the cost savings achieved by 
centralizing the “Core Lab” at the   Campus.  Since the network is growing and currently building a new 
hospital, it is even more critical that all costs are associated with the correct campus. It will be important to develop a 
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APPENDIX C-1 
University of Scranton 

Master of Health Administration Program 
Evaluation Report by Preceptor on Intern  

Name of Preceptor Name of Intern   
Organization Date 

Please evaluate the resident’s knowledge, skills, abilities, and quality of performance 
 
 Outstanding High 

Average 
Average Weak Poor Did not 

Observe 
       

DOMAIN #1: Communication & Relationship 
Management 

5 4 3 2 1  

       
A. Apply Principles of communication and 
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1. General overall estimate (discussing strengths and weaknesses, level of achievement, willingness to devote 
time and energy, sense of purpose and commitment, emotional stability, etc.): 

 
 
 
 
 
 
 
 
 
 

2. Specific problems and recommendations 
 
 
 
 
 
 
 
 
 
 

3. Suggestions for post-graduate opportunities/direction: 
 
 
 
 
 
 
 
 
 
 
 

4. Recommended Course Grade (Circle) 
 

A A- B+ B- B C F 
 
 
 

Student Signature   Date   
 
 

Preceptor Signature   Date   
 
 

Fieldwork Coordinator Signature   Date  _ 
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APPENDIX C-2  

REFLECTION SUMMARY AND GOALS/OBJECTIVES ANALYSIS  

 
Prepare an Internship Summary 
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APPENDIX C-3  

MHA COMPETENCY ASSESSMENT FORM  
Student Name________________________________________                                                                                Date__________ 
 

 Adopted MHA Program Core Competencies                                      [1-Novice; 2-Emerging; 3-
Competent; 4-Proficient; 5-Expert] 

 

1 2 3 4 5 

   1.  COMMUNICATION AND RELATIONSHIP MANAGEMENT   
  

     

A. Demonstrate effective interpersonal relations. 1 2 3 4 5 
B. Identify Stakeholder needs/expectations 1 2 3 4 5 
C. Sensitivity to what is correct behavior when communicating with diverse cultures, internal and 

external. 
1 2 3 4 5 

D. 
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APPENDIX C-4 

COURSE SURVEY 

University of Scranton 
HAD 580 – Administrative Internship – Administrative Internship 

Course Evaluation Survey Form 
 
 

Instructor:   Term:    
 
 

Circle the number, which indicates your opinion. 
Describe the frequency of your instructor’s teaching procedures using the following scale: 
1-Hardly Ever 2-Occasionally 3-Sometimes 4-Frequently 5-Almost Always 

 

 
 

Instructor  
Overall, I rate this instructor an excellent teacher. 

 
1 

 
2 

 
3 

 
4 

 
5 

 
NR 

Course 
Overall, I rate this course as excellent. 

 
1 

 
2 

 
3 

 
4 

 
5 

 
NR 

Instructional Methods       

Question: Was enthusiastic about overseeing your Internship  

(for example, was dynamic and energetic in discussion about your 
Internship site, selection and as it relates to your career goals and 
personal/professional objectives). 

 

1 2 3 4 5 NR 

 
Question: Used evaluation methods which were fair and appropriate (for 
(example, reviewed the grading rubric with you and clarified course 
expectations and requirements prior to the start of your Internship   

 
 

1 2 3 4 5 NR 

 
Question: Provided clear and well-organized fieldwork manual materials 
and met with you regarding the fieldwork manual. 
 

1 2 3 4 5 NR 

Question: Gave valuable career guidance in relationship to healthcare 
employment and selection of a meaningful Internship experience. 

1 2 3 4 5 NR 

Question: Was the process of developing a work plan prior to 
Internship helpful to you in focusing your learning and experiential 
expectations for your Internship. 

1 2 3 4 5 NR 

Question: Was readily accessible for assisting the student pre-
Internship (for example, the instructor made themselves available by at 
least one means of communication such as in person, by phone or by 
email) to answer any of the student’s questions or concerns. 

 

 

 

 

1 2 3 4 5 NR 

 
Question: Was readily accessible for assisting the student during the 

1 2 3 4 5 NR 

Internship (for example, the instructor made themselves available by at least 
one means of communication such as in person, by  
phone or by email) to answer any of the student’s questions or concerns. 
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Question: Was timely in responding to emails or other communication 
means and messages (namely, the instructor set expectations of response 
ti6 5 (ei)-9.2 (
Q
BT
/TT0 1d
/TT0 1-11.8 (x)8 .9 (cat)-9.2 (i)2dW)Ronse 
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3. Was the MHA faculty available to discuss your career progress? 
 

Yes No (please explain) 
 

4. Do you have any suggestions to improve academic advising or career advising? 
 
 

5. Did you use:  
 Yes No Reason (Why or Why Not?) 

The Office of Career Services          
Counseling Center          
Other University Services          

(Specify)    
 

6. Please evaluate the following MHA Program requirements in terms of their usefulness: 
 

 Useful Somewhat Useful Not Useful 
External Mentorship          
ACHE or other Membership          
ACHE Student Chapter          
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2. Type of organization where you work: (Please check only one.) 
 

  Hospital   Multi -System Hospital   Insurance Carrier 
  Nursing Home   
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APPENDIX D 
 

HAD 580 Grading Rubric  
 
 

Date:    
 

Rater:    Course:    Student:    

 
 

Category Description Points 
Available 

Goal Score 

Communication Skills, 
Organizational Skills and 
Time Management (This 
section also  includes your 
success in identifying an 
Internship, assistance with 
Affiliation Agreement, 
development of Work Plan, 
course registration & initial 
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