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INTRODUCTION

Preface
This practicum guide is to be used as a tool by UW-Eau Claire Health Care Administration students and their preceptors in fulfilling the internship requirement for the Bachelor of Science Degree in Health Care Administration. The practicum guide has been developed keeping the following goals in mind:

1) to provide a “reasonably” uniform exposure to the knowledge, skills and attitudes involved in being a manager and/or leader in the health and aging services profession regardless of the organization in which the student serves his/her practicum;

2) to provide a comprehensive framework to guide the student and his/her preceptor in study and on-the-job experience, thus eliminating the need for excessive time expended by the preceptor and/or student trying to decide what activities and study should be included in the experience;

3) to foster a learning environment that will encourage growth and maturity in the student throughout the practicum experience and; 

4) to provide for exposure to the fundamental knowledge and skills needed to become licensed as a Nursing Home Administrator, for those interested in that segment of the field of Health and Aging Services Administration.

Format

The practicum experience is comprised of three parts:

1) Fundamental Skill Needs: This segment consists of two units of fundamental skills needed as a baseline for understanding of the operational components of a health care facility. These units are comprised of departmental/service learning objectives outlined in HCA 401 and 402. They depend on rotations with a prescribed set of learning goals and experiences, and seek to provide a basic understanding of operational, regulatory, and environmental standards of departments and services. They contain current prescribed minimum practice requirements and provide safety net information for the new health and aging services administrator. These rotations provide direct experience of the day-to-day activities occurring in a health and aging services organization by observing and/or assisting the employees in each department or functional equivalent.  The preceptor, student and department heads involved will schedule rotations through the departments or areas.  
During each assignment, it is expected that the student will be assisted by the administrative head of the department in becoming acquainted with the organization of the department, in terms of personnel, policies and procedures.  It is also expected that the student will be given the opportunity to engage briefly in the work of the department, where possible. For activities restricted to qualified professionals (e.g. pharmacy, nursing, etc.), it is expected the student will be allowed to observe. An outline in checklist format for these practicum content areas is included to help direct the student’s experiences and study to those items with which he or she should be familiar as a graduate of the Health Care Administration Practicum. The units are intended to provide an orientation to skill expectations for this field. 

2)
Broader Knowledge Areas. These areas are identified as core knowledge areas that cross or transcend several organizational lines. They comprise six units of the program as outlined below:

HCA 403 Resident Service Management  

Exposes the student to the responsibility of administration to translate concepts of patient care into policies and procedures, which ultimately impacts the quality of care and service.

HCA 404 Quality Management Systems 

Students gain an awareness of quality management principles and practices in health care settings and learn how to use various quality tools for effective problem identification and solving.
HCA 405 Human Resources Management

Students learn the basic goals and principles of human resources, understand the driving forces of human resource outcomes, and gain an awareness for the application of human resources practices in health care today.
HCA 406 Information Use and Systems 

Students develop an understanding of how to identify, prioritize and use data and information to help them strategically manage a health and aging services organization.  
HCA 407 Financial Management 

Students apply the basic and overall principles of financial management to the operation of a health and aging services organization, and learn the key areas of budgeting and reimbursement.
HCA 408 Marketing and Public Relations 

Students are exposed to the basic goals and principles of an effective marketing and public relations program in health care and participate in the application of a variety of marketing strategies.
The learning goals and activities associated with these units can be summarized in the following way.

· To gain an awareness and ability to describe the specific functions;

· To gain an ability to describe the interrelationships of the function between departments, service lines, and locations;

· To participate in a concrete and tangible way in each area, such as projects, activities, committee assignments, including an assessment of managerial performance; 

· To actively pursue knowledge about current best practices;

· To identify and discuss the leadership and/or management role or involvement in each area;

· To make specific recommendations for the facility or organization to change or remain the same in each area; and 

The student’s accomplishment in learning the material outlined above will be measured by the completion of a written document covering all of the above goals and describing their activities within each knowledge area. They will also respond to an exam provided in each unit. 

3)
Capstone Leadership Projects. One growth area for the student during this practicum year is focused in their leadership and management development. Our program has a strong commitment to allowing the student to gain management and leadership experience by actually taking on significant projects during his/her practicum. Students are required to provide a leadership role with both an operational and customer related management project within a health care setting. They are also expected to take on a leadership role with projects deemed to have an impact in the broader health care community and that advances organizational innovation. These projects may present themselves in the early to middle stages of the practicum, and yet may not be finished until the practicum experience is nearly complete. The student and preceptor will propose four significant projects and/or tasks in which the student plays a lead role. These projects allow the student to develop their leadership and management practices throughout the course of their practicum year. They include two courses, HCA 409 Health Care Management and 410 Community Leadership, and the projects need to involve the following areas:

1)   internal operations (e.g. SNF); 

2)   a client or customer related activity or outcome;

3)  external (e.g. housing, community alternatives, or clinic/acute care related services); and 

4)  a project that advances organizational innovation. 

The student is expected to submit a summary of the management project, including an assessment of the experience and success of the project. An internally comprised assessment team will evaluate the leadership and management practices of the student related to these projects. An evaluation tool will be used to assess their progress in a number of different areas, including project specific assessment. This group will meet quarterly to assess the student’s professional growth, and progress and performance on projects. 

The university faculty will have final say on the suitability of a proposed project.  In general, it may be desirable to consult with faculty in advance regarding acceptability of these projects.   


Student Responsibilities
1)
Hours: Since the Health Care Administration student is being trained to become an independent manager or leader, it is expected that he/she will share the same working hours as the administrator/preceptor.  In addition, it is expected that he/she will make himself/herself available during other than usual office hours for board meetings, seminars, public relations and any other such activities engaged in by the preceptor.

2) Study Time: Experience has shown the need for some scheduled time during the practicum to allow students to read, prepare reports, satisfy examinations, etc.  In accordance with this need, the student should be allowed approximately one-half day per week during which time he/she will be relieved of other responsibilities in order to engage in these type of activities. This time should be scheduled in a manner, which avoids conflict with other student responsibilities and should be spent at the facility.  
3) Organization of the Practicum Experience:  Most students, having come from the traditional university setting where knowledge and skills are neatly segregated into bundles of like facts and concepts and labeled as classes, will need to make some adjustment to the practicum setting.  In a functioning health and aging services organization, the activities engaged in by the student will be determined, at least in part, by what is happening in the facility during a given day, week or month.  For example, when the time arrives to prepare the yearly budget, the student will be involved in this activity.  Likewise, when the state surveyors arrive, working with them will be the student's top priority.

The student is also responsible for setting his/her schedule for the year. This is especially important for the fundamental skill rotations through the departments. You will find attached a sample schedule with preliminary recommendations for time spent in each department or service area. This time will vary depending on the student’s background and the characteristics of the practicum site. A tentative schedule should be put together and approved by the preceptor within the first two weeks of the practicum experience. An approved copy of the schedule should be forwarded to the University.  

4)
Time Off:  The student is entitled to the holidays listed in a handout distributed at the beginning of the practicum and one week agreed upon by the preceptor and the student.

Student/Preceptor Relationship

Through the years, we have found a few things that are imperative to make a relationship between the student and the preceptor work. These include the following:

· Honesty in all conversations;

· Respecting confidentiality;

· Development of mutual trust;

· Scheduling time to discuss progress; and

· A shared interest in learning. 

Initially it is understood that the student may require more of the preceptor’s time. 


Role of the Preceptor
The role of the preceptor is critical to the experience the student will have during their practicum year. In addition to assigning and evaluating the performance and progress of the student, it is expected that the preceptor (administrator) will serve as a model and a tutor. He/she will be expected to meet with the student regularly to assess needs and progress.  Also, he/she will be expected to take the student into his/her confidence and allow the student not only to accompany the administrator during important administrative activities but also to "think aloud" to the student both before and after an administrative activity.  In this way, the student will benefit from the preceptor’s experience and more fully understand the process of administration.

Grading
Your performance will be measured using the feedback and grading of the preceptor, along with assigned faculty in these courses.  A fuller description of the grading criteria and weighting for each of the respective courses is listed in each of the course syllabus. Due to access and exposure to all students, the faculty reserves the right to recommend adjustments based on objective comparison of performance. Please ask any questions you may have about this area to alleviate any anxiety or clarify issues.  

Final Remarks
This Practicum Guide may require additions, subtractions and rewriting after the initial pilot year. We encourage critique and feedback of this document, especially this first year. It is therefore urged that this document be viewed not as a rigid set of requirements, but rather as a flexible and dynamic outline which will be subject to revision during use as well as after each year's experience lends more insight. An important function of the regular meetings of the student, preceptor and University coordinator is to review and revise the 

practicum experience as needed to make it a usable and valid tool of learning in each student's practicum setting. 
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