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I. INTRODUCTION
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A 1000 hour fieldwork placement over a 6-month period in a staff or administrative poéitioh. A meeting with your
Fieldwork coordinator to discuss site selection and preceptor designation is required at least 8 months prior to
enrollment. Prerequisite, Completion of HAD 509.

B. PROGRAM OVERVIEW
Emphasis is placed on the development of analytical, technical and human skills essential to successful practice as a
hsaltl}, care executive. The MHA Degree is gnracritinnﬂr‘s_dcgremjcauiting skills and exnosnte bevand the classroom
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Adopted MHA Program Core Compentencies
For

Academic Year Beginning Fall 2018
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SECTION 1I - FIELDWORK SITE SELECTION AND COURSE REQUIREMENTS

OVERVIEW
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SECTION III - RESPONSIBLE PARTIES DUTIES AND RESPONSIBILITIES

A. STUDENT RESPONSIBILITIES

1: PRELIMINARY RESPONSIBILITIES OF THE STUDENT (PRE-FIELDWORK
The student interested in pursuing a fieldwork experience should complete the following activities before
beginning the experience.

1. Completion of 44 core credits and completion of HAD 509.
2. Review this manual.
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C. PRECEPTOR RESPONSIBILITIES

1. PRECEPTOR RESPONSIBILITIES PRE-RESIDENCY
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General Responsibilities of the University
A. Students with disabilities need to be registered w1th the Center for Teachmg and Learning Excellence (CTLE) at least
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and provide the appropriate documentation complete with diagnosis and specific limitations.

B. Non-discrimination Statement
The University of Scranton is committed to providing a safe and nondiscriminatory employment and educational
environment. The Umver51ty does not discriminate on the ba51s of race, color, national or1g1n sex, disability, religion,
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A student may be given an "Incomplete” by the fieldwork coordinator, "I" indicates postponement of 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 required work, unless otherwise agreed, before the midpoint of the next regular semester. Failure to
complete the necessary work within the stipulated time results in automatic conversion of the "Incomplete" to a
permanent grade of F.

E. Students with Disabilities
Request for Accommodations: Reasonable academic accommodations may be provided to students who submit
appropriate and current documentation of their disability. Students are encouraged to contact the Center for Teaching
and Learning Excellence (CTLE) at disabilityservices@scranton.edu or (570) 941-4038 if they have, or think they may
have, a disability and wish to determine eligibility for any accommodations. For more information, please visit
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Section III - Student

Post Re51dency Final Documentatlon Requirements (All to be completed after 1000 residency hours are completed)
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Reflection Paper (2-3 pages)

Goals and Objectives Achievement Summary
Preceptor Evaluation Form Completed

ACHE Final Competency Testing Completed (Three)
Exit Survey Completed

HAD 581 Course Evaluation

Documentation Binder Submitted
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APPENDIX A-2
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14. Patient Relations
e Patient Advocacy
Financial Assistance
Patient Satisfaction Processes
Community Outreach
Patient Grievance/Complaints

15. Physician Relations
* Credentialing
Physician Integration (joint ventures, employment, contracting)
Physician Satisfaction
Physician Liaison
Physician Trials/Research

16. Quality
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APPENDIX A-3

ATTESTATION
(to be completed if HAD 581 is to be completed at regular place of employment or duty station)

_ 1 will be serving as the fieldwork preceptor for a student in the online M
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APPENDIX A-4

WORKPLAN
FORMAT
1 Cover Page (List Site Name, Preceptor Name, Fieldwork Coordinator Name)
1L Contact Sheet (Names, Addresses, Phone #’s, E-mail addresses for yourself, your

preceptor and your fieldwork coordinator)

111. Table of ContentsMust Include Bullet and Sections for:

-Personal Statement of R?mmmmmm
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e Will have to go back and do deeper analysis by DRG

2:30-3:00

Management Information Systems

Checked block time utilization—some doctors are showing extremely low utilization,
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Time Area Description

8:30-9:00 Admin/Senior Management Responded to emails, viewed schedule for day

9:00-10:00 Medical/Clinical Operations Tier 3
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o Checked changes in analysis — no significant changes
Had to take out holidays from “possible hours” calculation

1:00-1:30 Admin/senior management Lunch
1:30-2:30 Ancillary services Began next step of utilization analysis now that data is fixed
?7:30-3:00 Srrin/SPRICTMARIN Y e 1 KLl o R o oy iy Wryrhiarcahankih nod S faupugnintmgnt







APPENDIX B-2

MONTHLY REPORT FOR AUGUST
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o Major Project; Operating Room Turnover Analysis
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o Sustainability Project: Imple:
£

mentation of a Smoke-Free Policy
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L[] Status: On track. 31.75 hours to date / 40 hours required



n June

e Observed tracers being performed to determine the medical center’s current state of survey readiness and to
identify areas of opportunity, as the facility enters their Joint Commission survey window.
bl August
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o Shadow tracers to understand what the surveyors look for and document.
. June
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the organization.
bl July/August
*  Leadership team uses the medical center memorandum and handbook as a guide to ensure that they
are following the proper protocols and regulations.
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*  June
¢ Was discussed during new employee orientation. Read, signed, and abide by the Medical
Center’s code of ethics, bylaws, and procedures.
o  Learn about corporate compliance laws and regulations.
*  June
e Was discussed during new employee orientation. has a compliance and business integrity program which
is an oversight process to assist the organization in assuring that business operations meet all laws, regulations,
policies, and standards.
o Observe if the organization provides corporate compliance training for
employees.
*  June
e Provided through Talent Management System (TMS). Was unable to do my training yet, since my
TMS login has not worked. A ticket is put in to resolve this issue.
o  Attend a meeting related to ethics, corporate compliance, and business integrity.

= July
e~ Attended the Ethics Consultant meeting where the team discussed areal case and identified all the ethical issues
within it.
e  Satin on two national ethics call that discussed improving psychological safety in and improving

access and utilization of ethics consuitation service.
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notes, quality report, plans, staff education, advanced directives, national evaluation, MICU surrogacy
identification, inpatient care assessment need score data, and licensed independent practitioner.

e Attended the Ethics Grand Rounds that focused on capacity, competency, and informed consent.

e Attended the Preventive Ethics meeting where the team discussed the preventive ethics model, integrated ethics

impravement TMS trainines, issue cvele tissue donation eynansinn informed cnnsant surrogate dgm‘smgﬁaum
]

and advanced directives education for the veterans.

and organizational level.

Finance
¢ Goal: To gain a better understanding of how the finance department plans, organizes, audits, and controls its organization’s finances.
o Objectives:
o Leam how different service lines draw volume and revenue to the organization.
. July
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o Other
L] August
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on Minor Project #1 — Radiology Expenditure Project.

Human Resources
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. Objectives:
o  Observe how interviews are conducted.
v July
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o Understand how salary and benefits is determined for each employee.
s June
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Medical/Clinical Operations
— 2 "' Taopinebttesa:

. Objectives:

o Develop an understanding of the roles of various clinical staffs such as
hospitalists, nurses, surgeons, and anesthesiologist and how they contribute to the
mission of the medical center.

= June/July
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concerns, questions, and special needs that the patient has.
o  Learn how the organization provides financial assistance to patients.
«  July

To be eligible for beneficiary travel services,
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e Minor Project #3 — Leadership Dashboard focuses on redesigning our daily morning reports to be more effective
and efficient with our time.
o Develop a better understanding of the continuous quality improvement process.
v« July

o Observe how effective and useful clinical benchmarking can help improve
quality.
- August
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e  Learned that a business plan is created that identifies upcoming projects from now to 2023.

. anged from mv Sustainahility Praiect — Imnlementation of the_Smake-Free Policy that facility manaoement

service will work with the interior designer to make sure that all hard signages meet standards
before developing them.
o Understand how the parking garage is maintained.
. July
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their operation processes.
o July
o  Spent time with environmental management service and learned that their main role is to evaluate workplaces to
make sure that thev are comnlvine with environmental reoulatione and to maintain the cleanlinece of the facility



APPENDIX B-3
PROJECT OVERVIEW

Project Overview (Initial)

Project Title: Cardiac Cath Lab (Minor Project)
Start Date: ,2019
End Date: Weeks/Months

Projeet Descrintinn: This nroiect willlank at fwn issneewithin the cardiac cath lah Corrantly
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vendors, using different devices for the among the same procedures, and a |
different number of devices for the same procedures. This creates several
operational issues, including managing inventory (devices expire before

being used), cost containment, and creates inefficiencies. This project will
T —— = - =




PROJECT OVERVIEW (FINAL VERSION)

Minor Project
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Start Date:
End Date: TBD: December

Description:

Currently there has been dissatisfaction among the outpatient population regarding the double registration
process with the lab, which has been documented in the patient satisfaction surveys. While I was doing leadership rounds
in the outpatient lab area, I was able to ask a few patients in the waiting room about their experience and what we can do
better. They unanimously agreed that the double registration is confusing and causes a longer wait time. A Lean Process
Improvement project was started on 7/17/2019 in response to this double registration process with the goal of improving

é
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The current process for lab registration is twofold: First, the patient must come into the west main entrance of the
hospital and register at the main outpatient registration, then take a seat and wait to be called to register. Secondly, they
must g0 un one floar to the outnatient T ah atea reeister acain at a Kinsk station then take a seat once aecain and wait for a

re

second time. The kiosk station ,which was put in over a year ago, was a hardship for some patients who didn’t know how
to use the technology to self-register and also was a point of frustration and confusion for both patients and staff, since
some patients weren’t aware they even had to register at the kiosk. They now have an employee who sits by the kiosk in
the lab area to help patients register, but this is still a complaint from many patients that the double registration is causing

oruhingyed* fimen g igmeanfraine —

The goal of the Lean improvement project with lab registration is to eliminate any areas of non-value within the
lab registration process and strategize a plan of improvement to increase the patient’s experience when getting lab draws.

This project will also serve as a test pilot for other registration areas at . Meaning, if this project works to reduce
the steps in the registration process, thus reduces wait time, they will implement the same process for other areas of
registration.

Team Members:

| Name Title



experience.

e Finally, after implementation of the new process, we will give it a week and then audit the new process
to see if there’s a significant improvement in three ways:

o Monitoring and observing the patient flow process again.

o Getting feedback from patients.

‘ o Getting feedback from lab employees.

Tasks/Activitieg
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¢ Initial meeting with the Lean Project Manager to discuss my role in the first phase of the project-
7/30/19 (see notes).
s  Meeting with the Lean change manager to discuss the first steps and define the team members who
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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 fellowship or program:
4, Recommended Course Grade (Circle)

A A- B+ B- B C F

Student Signature Date
Preceptor Signature ‘ Date
Fieldwork Coordinator Signature Date

39







Well Acceptably | Somewhat | Underdeveloped | Did not
Developed | Developed | Developed Observe
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APPENDIX C-2

REFLECTION PAPER

Prepare an Internship Summary Paper which summarizes the resident's analysis of his/her internship experience and

discusses the sighificance of specific activities contained in the Internship Log. This summary paper must include a
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APPENDIX C-3

GOALS/OBJECTIVES SUMMARY
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University of Scranton
HAD 581 — Administrative Residency
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:
“Hardly Ay \ Dl )nnagjnna]]“ A Bweaniiantls £ Almanct Ahuate

Instructor
Overall, I rate this instructor an excellent teacher. 1 2 3 4 5 NR

Course

_._ 11
1 Jﬁhéf

|

|

Question: Was enthusiastic about overseeing your residency 1 2 3 4 5 NR
(for example, was dynamic and energetic in discussion about your

residency site selection and as it relates to your career goals and

personal/professional objectives).

Question: Used evaluation methods which were fair and appropriate 1 2 3 4 5 NR
(for example reviewed the grading rubric with you and clarified course

expectations and requirements prior to the start of your residency).

Question: Provided clear and well organized fieldwork manual materials 1 2 3 4 5 NR
and met with you regarding the fieldwork manual.
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Question; Gave sufficient support and feedback at the final site-visit 1 2 3 4 5 NR

R I r Lomi 1 —

(for example, discussed the quality and sufficiency of project documentation,
outcomes and deliverables)

Question: Did the work plan assist you in assessing your final competencies 1 2 3 4 5 NR
and assessing your attainment of your previously established goals and
objectives of your overall residency experience

‘Workload
Ay;crao;nn_mhﬁr of hours T sngnt comnleting weeklv and monthlv reports Monthlv Revorts

Weekly Reports

What would you suggest to improve this course?
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APPENDIX C-5

EXIT SURVEY

UNIVERSITY OF SCRANTON
GRADUATE HEALTH ADMINISTRATION PROGRAM
MHA Degree

EXIT SURVEY
[Administered to graduating students upon exit from the MHA program.]

1. EDUCATION EVALUATION
1. Year of graduation from MHA Program.
2. Year of first course in the MHA Program.
3. Which 3 courses have you found to be of most value? (Explain)
4, Which topics not currently taught in the MHA Program would be beneficial?
5. Please evaluate the usefulness of the following classroom experiences:
Useful Somewhat Useful Not Useful
Case Studies
Reaction Critiques
Group Projects
Group Discussions
HAD 509-Comprehensive Project
Class Debates
Class Discussion of Cases
fi. Y R & Q] Vi 0 i 0
.I-{emdency Extemship Administrative Residency Directed Study
Please comment on your fieldwork experience:
7. Do you feel prepared to function in the workplace? (If not, please explain on other side of this page)
8. Do you feel satisfied with your MHA education? (If not, please explain on other side of this page)
9. Are there any strengths or skills not emphasized in the program that should be? (If so, please explain on

other side of this page)

46



10. Indicate the extent to which you feel the program develops the following strengths or skills:

Very Much Very Little
Health Status Improvement 5 4 3 2 1
Conflict Management 5 4 3 2 1
Conceptual Skills 5 4 3 2 1
Financial Analysis 5 4 3 2 1
"y D . N o Y . —

Sy it
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3. Was the MHA faculty available to discuss your career progress?

Yes No (please explain)

TR ety = ' ;
e

5. Did you use:
Yes No Reason (Why or Why Not?)
The Office of Career Services
Counseling Center
Other University Services

(Specity)

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

II1. OVERALL EVALUATION/FUTURE PROJECTIONS

1. Did the courses offered in the program adequately prepare you for your desired career?
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APPENDIX D

HAD 581 Rubric

Date:
Rater: Course: Student:
Category Description Points Goal Score
Available
Communication Skills, As a professional you must be proficient 10 points Effectively communicates both written

Organizational Skills and
Time Management

residency opportunities and
attaining a residency site
placement, development of
work plan, course registration
& initial paperwork graded
here.)

(Researching and identifying

in finding an attaining pertinent
information for decision making,
competent in written and verbal
communication including the marketing
of oneself and ones interests and
capabilities. Professionalism and time
management are key.

and verbal. Always professional and
timely.
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APPENDIX E

Fit-for-the-Profession
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