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I. INTRODUCTION

A. COURSE DESCRIPTION — INTERNSHIP IN HEALTHADMINISTRATION (Requires Instructor Approval)

A 150 hour fieldwork nlacement over an 8-week veriod (unless otherwise extended) in a staff or administrative nosition. A
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Students will be required to complete the ACHE Healthcare Executive Competencies Assessment Tool two times throughout the
Program, in HAD 519 in the beginning of the first year and HAD 508 at the mid-point of the program. The student will also be
" required to address the twenty-seven (27) MHA Competencies (found in Appendix C-3) at the end of HAD 580 .



F. ADOPTED MHA CORE COMPETENCIES
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A. Demonstrate effective interpersonal relations.
B. Identify Stakeholder needs/expectations.

C. Sensitivity to what is correct behavior when communicating with diverse cultures, internal and
external.
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F.  Use factual data to produce and deliver credible and understandable reports.
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SECTION 1I - FIELDWORK SITE SELECTION AND COURSE REQUIREMENTS

A. OVERVIEW

The administrative internship in the MI—IA Program allows the student the opportumty to apply theories and sk111s learned
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B. FIELDWORK COORDINATOR RESPONSIBILITIE
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*  Develop affiliations with reputable health care organizations for fieldwork experience.
Advise and assist the student in selecting an appropriate site that will meet professional growth
and learning requirements identified by the student.

e TFacilitate an effective transition for the student from the online coursework to fieldworksite.
e Approve Final Work plan as prepared by the student.
e Execute Affiliation Agreement for Internship Experience.

2. FIELDWORK COORDINATOR RESPONSIBILITIES DURING-FIELDWORK

» - “Maintain‘open tommunication ‘with preceptorand student during the internship experience; reviewand
monitor progress reports.
Resolve any problems that may occur in the internship experience.
Ensure that the student understands what is expected during the internship fieldwork experience and assignments.
Review and provide feedback to students on weekly, monthly and project overview reports on a timely basis
as received from students in accordance with student reporting requirement guidelines,
e Maintain contact with student and preceptor through phone calls, emails, and site visit.
e  Complete site visit(s), where appropriate.

3. FIELDWORK COORDINATOR RESPONSIBILITIES POST-FIELDWORK

»  Complete Student Grade in accordance with Appendix D.
*  Collect and file all fieldwork documentation related to student’s fieldwork experience.









C+ Passing Grade 2.33
C Minimal Passing Grade 2.00
F Failure 0.00

The fieldwork coordinator will monitor the student's progress during the internship experience through site
visit, telephone contacts, email, fieldwork experience reports, and preceptor’s evaluation. The faculty
coordinator in consultation with the preceptor assigns the final grade.
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the completion of a course. It is given at the discretion of the instructor to a student who is doing satisfactory

work but who has not completed all of the course requirements at the end of a given semester. Given such an

extension. the student must complete all the reauired work. unless otherwise agreed. before the midpoint of the
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conversion of the "Incomplete Pending" to a permanent grade of F.



APPENDIX A-1
Department of Health Administration and Human Resources
HAD 580 — Internship Program

Internship Checklist
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APPENDIX A-2

SUGGESTED FIELDWORK ACTIVITIES (For Consideration in Developing 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
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APPENDIX A-2 (cont.)

FORMAT OPTION FOR MHA WORKPLAN AND HOURS ALLOCATIONS

1. Orientation
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e Mode/Media
e  Fundraising/Foundation
e  Community Events/Support

13. Medical/Clinical Operations
"Hospitalist Services
Nursing Services
Operating Room/Anesthesia

Telemetry)

Admitting and Medical Records
" Disease and-Case Management
Discharge/Continium of Care Planning

14. Patient Relations
e  Patient Advocacy

Special Units (Catheterization Lab, Endoscopy, Intensive Care, Cardiac Intensive Care, Stepdown,

Physical Therapy/Rehabilitation (including distinct part units)

* Financial Assistance
e  Patient Satisfaction Processes
e  Community Outreach
| SR hyizigiae R aletinna
e  Credentialing
e  Physician Integration (joint ventures, employment, contracting)
e  Physician Satisfaction
¢  Physician Liaison
16. Quality
e LEAN
¢  Continuous Quality Improvement
¢  Clinical Benchmarking
¢ Financial Benchmarking

17. Strategic Planning
¢  Community Needs Assessment
¢  Project Planning/Capital Planning

18. Support Services
¢  Plant and Facilities/Engineering
¢ Security
e Parking

Administrative Rounds

Continuous (Do Not Assign Hours)-



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.
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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.
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Fieldwork Mentor (University of Scranton)



APPENDIX B-1
WEEKLY REPORT SAMPLE

Hospital

— Administrative Internship

Daily Log and Journal: Week 11 (9/12/16 — 9/16/16)
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APPENDIX B-2
PROJECT OVERVIEW

Major Project (EXAMPLE)
Project Title: Implementation of a Pilot Discharge Lounge

- Title: Implementation of a Pilot Discharge Lounge

Start Date:

End Date:

Description of Project: The management team at Hospital is interested in implementing a new
patient discharge lounge on'the first floor of the hospital. ‘This initiative consists of a number-of smaller projects. In the
effort to improve patient throughput and discharge times, the team wants to use available space in the hospital, and
allocate resources to supporting a discharge lounge for patients. The lounge is a tool to get patients who are ready for
discharge out of floor beds and into a comfortable space where individuals can sit, use the restroom, and snack while
waiting for transportation from the hospital. I have been asked to work alongside the team to organize the pilot for the
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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
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APPENTUX (2
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Prepare an Internship Summary Paper, which summarizes the resident's analysis of his/her internship experience and

discusses the significance of specific activities contained in the Internship Log. This summary paper must include a
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APPENDIX C-4
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University of Scranton
HAD 581 — Administrative Internship
Course Evaluation Survey Form

Instructor: Term:
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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



Question: Was timely in responding to emails or other communication 1 2 3 4 5 NR
means and messages (namely, the instructor set expectations of response

time and complied with those predefined parameters of instructor

response time)
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Question:*Gave sufficient support and feedback at'the mid-point visit 1 2 3 4 5 NR
regarding the students projects and overall student progress (for

M
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project scope or content to make meaningful suggestions and
assessment of the project quality)
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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
Computer Skills
Community Service

III. OVERALL EVALUATION/FUTURE PROJECTIONS

1. Did the courses offered in the program adequately prepare you for your desired career?
Yes No (please explain)

2. Do you feel the M.H.A. degree was a worthwhile investment of time and money?
Yes No (please explain)
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Yes No (please explain)
4. Will you continue your membership with ACHE after graduation?
Yes No (please explain)
5. Will you become involved with the MHA Alumni Association?
Yes No (please explain)
6. Which MHA Alumni Association activities will be important to you? (Please List)

IV. CAREER DATA

1. A. What is your current job title/position and employer?
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2. Type of organization where you work: (Please check only one.)

___ Hospital ___Multi-System Hospital Insurance Carrier
y — o e— e T o 2 g g ——— — E—
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__Association __Planning Agency Other (Specify)
___‘“College/University  __Hospice
___HMO/PPO ___Rehabilitation
3. Has the MHA Program helped you obtain a higher-level position orpromotion?
Yes No
1If yes, has this increased your income? , Yes i No
If no, do you feel more proficient at your current job? Yes No
4, Do you feel capable of holding a higher-level position than your currentone?
Yes No
5. Do you feel prepared to pursue a health care administration career?
Yes No (if not, please explain)

6. Did you change employers after entering the MHA Program?
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APPENDIX D

HAD 580 Rubric
Date:
Rater: ‘ Course: Student:
Category Description Points Goal Score
Available




