Health Administration Practicum

Internship Packet

HADM 496 
The following procedures must be followed before you can be registered for HADM 496.
Complete and submit with required signatures, as indicated, the following documents:

Co-Op Ed in Library 100

A. Registration in CareerLink, uploaded & approved résumé,

https://www.myinterfase.com/msubillings/student/
B. Learning Outcomes (from the HADM internship Packet) and Job Description (Both are to

be jointly developed by student and site supervisor.)

C. Learning Agreement, Turn in to Co-Op Ed (signed by student, site supervisor, 


Faculty Supervisor, and Co-Op Ed Specialist)

D.
Complete a final Co-Op Evaluation available at 
http://www.msubillings.edu/forms/formStudentEvaluation.htm 

Health Administration

A. HADM  Internship Packet - Turn in to HADM Office

B. Make 2 copies of the complete HADM Internship Packet

· Original for Faculty Supervisor

· 1 copy for your Organization or Agency Supervisor
· 1 copy for yourself

C. Submit completed and signed documents to the administrative assistant in Health Administration - Apsaruke Hall, Room 107.  
D. Submit a completed and signed midterm and final preceptor evaluation.

Registration

When all necessary and complete paperwork is turned in the Co-Op Ed Specialist, Mandy Brottem, will register you. 
Questions
Contact Mandy Brottem, Co-Op Ed Specialist, at 657-1717, mbrottem@msubillings.edu or at LI 100.
*Hours of participation documentation, Midterm/Final evaluations, and any additional course assignments must be completed and submitted to your faculty supervisor in accord with deadlines determined by the University Calendar or by your faculty supervisor.  THESE DUE DATES ARE YOUR RESPONSIBILITY.  Failure to submit these documents as required will result in an “Incomplete” grade for this internship.
Credit Hours

Beginning in the Fall 2008 credit hours will be as follows:

1 credit=120 hours of work

3 credits = 360 hours of work

Health Administration Practicum
Internship Packet

HADM 496 

HADM Internship Description:  Provides students in Health Administration the opportunity to develop an understanding of the roles and responsibilities of a health administrator. The placement should offer entry level professional administrative learning with substantive work experience.  The student assists the mentor(s) by participating in health administration work assignments or projects that make a meaningful contribution to organizational goals.  No more than 20% of the student’s work should be clerical.  To that end, the preceptor and intern will jointly develop a specific administrative issue, problem, or task for the internship assignment.  The student will complete a minimum of 120 hours per credit hour.  

Student Requirements

The responsibilities of the student Intern are as follows:

1. Complete 120 hours of Internship at the health care organization for each semester credit.  Thus, a three credit internship requires 360 hours.
2. Time sheet - Students will keep track of Internship hours.  The mentor will sign the time sheet on a weekly basis.

3. Journal – Students will keep a daily journal of Internship activities.

4. Evaluations – The internship preceptor will complete an evaluation form at the middle and end of the internship.

5. Adhere to the health organization’s policies, procedures, and rules governing work requirements and professional behavior.

6. Assume personal and professional responsibilities for his/her actions and activities.

7. Maintain professional relationships with employees, supervisors, volunteers, patients/clients and other associates of the sponsoring organization.

8. Relate and apply knowledge acquired in the academic setting to the company/agency setting.

9. Complete all work assignments; provide periodic progress reports, and other work requirements as required by preceptor.

10. Submit any required papers, projects, and other learning requirements as required by the faculty supervisor.
Confidentiality

The Intern is expected that to maintain confidentiality and protect privacy regarding any privileged or sensitive organizational and personal information received during the course of the internship, in accordance with organizational policies, professional standards, and applicable laws.

MONTANA STATE UNIVERSITY-BILLINGS

HEALTH ADMINISTRATION PROGRAM

Internship Learning Outcomes
Student’s Name: _______________________________________ Date: _________________

Preceptor’s Name: ___________________________________________________________

Health Care Facility_​_________________________________________________________

Learning Outcomes:

Goal 1:  To develop an understanding of the roles and responsibilities of a health administrator. 

Specific outcomes

1.

2.

3.
Action plan to achieve 

What you will do to achieve the outcomes.

1.

2.

3.

Goal 2:  To observe exemplary business, administrative and communication skills in the health administration workplace. 

Specific outcomes

1.

2.

3.
Action plan to achieve 

What you will do to achieve the outcomes.

1.

2.

3.
Goal 3:  To observe exemplary technical competencies, leadership and communication skills, and professionalism in the workplace. 
Specific outcomes

1.

2.

3.
Action plan to achieve 

What you will do to achieve the outcomes.

1.

2.

3.

Goal 4:  To gain insight into current and future career opportunities in the field of health administration. 

Specific outcomes

1.

2.

3.
Action plan to achieve 

What you will do to achieve the outcomes.

1.

2.

3.

MONTANA STATE UNIVERSITY-BILLINGS

HEALTH ADMINISTRATION PROGRAM

Internship Time Sheet
NAME____________________________SEMESTER____________________________

PRECEPTOR _________________________FACILITY_____________________________

	DATE
	TIME IN
	TIME OUT
	HOURS/MIN.
	PRECEPTOR’S SIGNATURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


HEALTH ADMINISTRATION

MONTANA STATE UNIVERSITY-BILLINGS

Preceptor Assessment
Student Intern Experience

Student __________________________
 Term/Year_____________________

Mentor___________________________
Organization_____________________

Successful graduates of the Health Administration program are expected to develop the following characteristics and competencies. Internships offer the opportunity to integrate, demonstrate, and test knowledge, skills and behaviors under the guidance of an experienced preceptor.  The preceptor is asked objectively evaluate and rate the student on each characteristic and recommend ways to improve.

Please rate the student’s performance by circling the appropriate number:




1=Strong
2=Average
3=Needs Improvement

Mid Term
     Final 
Evaluation
     Evaluation

	Conceptual Competencies
	S
A
NI
	S
A
NI

	Ability to make mature, appropriately assessed decisions regarding professional activities.

Ability to develop and objectively evaluate ideas.

Ability to foresee and objectively evaluate the implications of decisions.

Ability to see how work contributes to organization’s mission and operations.
	1
2
3 

1
2
3 

1
2
3 

1
2
3 
	1
2
3 

1
2
3 

1
2
3 

1
2
3 


	Technical competencies
	S
A
NI
	S
A
NI

	Ability to perform tasks necessary to complete projects.

Ability to organize, manage, and complete multiple tasks.

Ability to apply fundamental competencies such as accounting, finance,  marketing, quality assessment and improvement, etc.
	1
2
3 

1
2
3 

1
2
3 
	1
2
3 

1
2
3 

1
2
3 


	Leadership Ability
	S
A
NI
	S
A
NI

	Demonstrated resourcefulness.

Functions independently.

Demonstrates the ability to organize and/or join in the work of colleagues.

Demonstrates the ability to gain respect through assuming responsibility and accountability for results.
	1
2
3 

1
2
3 

1
2
3 

1
2
3 
	1
2
3 

1
2
3 

1
2
3 

1
2
3 


	Communication Skills
	S
A
NI
	S
A
NI

	Ability to listen.

Effective and appropriate oral communication. 

Writes clearly and without errors. 

Organizes written communications well.
	1
2
3 

1
2
3 

1
2
3 

1
2
3  
	1
2
3 

1
2
3 

1
2
3 

1
2
3  


Mid Term
     Final 

Evaluation
     Evaluation

	Professionalism
	S
A
NI
	S
A
NI

	Ability to interact professionally and effectively with colleagues.

Appropriate assertiveness with preceptor and fellow staff members.

Meets time and schedule commitments to the internship and work.

Appropriate manners and dress.

Respect for colleagues.
	1
2
3 

1
2
3 

1
2
3 

1
2
3 

1
2
3  
	1
2
3 

1
2
3 

1
2
3 

1
2
3 

1
2
3  


Areas of strength

Opportunities to improve
Student’s Signature: _____________________________________________  
Date: ________________

Preceptor’s Signature: _____________________________________________  
Date: ________________

Revised:  July 2008
Y: HADM_Interns

