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Dear Student,

Congratulations, for joining the Post Graduate Diploma Programme!

Please find herewith an instruction sheet for your perusal. Kindly go through the same. We will
be posting important notices on this website www.schcpune.org . make sure you visit the site
regularly.

Those candidates, who haven’t sent us their email ids, please inform us about the same at
distancelearning@schcpune.org at the earliest.

We would like to extend a warm welcome to you from all of us at SCHC and wish you success
throughout your academic endeavor.

Congratulations again & wishing you all the best.

With Best Wishes

Adv (Dr) Milind Salunkhe

HOD-PGDHHM, PGDMLS

Hospital / Health Care Management & Medico Legal Systems
Symbiosis Centre of Health Care (SCHC)

Senapati Bapat Road, Pune 411 004 Maharashtra (INDIA)

Ph - +91 20 - 25655023/25667164/25655362

Email: distancelearning@schcpune.org Website: www.schcpune.org
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Please note following things before you submit your assignments.

ASSIGNMENTS Marks 1000
1. Student will have to forward either handwritten or computerized printed assignments.
Only online students can forward assignments by e mails, in Microsoft Word Format.

2. Write your name; Roll number and subject of the assignments on the first page of each
assignment.

3. Write assignment on full scape or A4 size paper. Leave sufficient margin on each side

4. Each module of assignment should be sent in separate file / folder as they go to different
authors for evaluation. Please try to submit all the modules of 1% set of assignment at
once. (similarly for your 2™ set of assignments whenever it is due)

5. Each page of the assignment should be correctly numbered.

6. Retain a duplicate copy of each assignment with you. In case the original assignment is
lost in transit or misplaced; you will be required to submit that assignment again.

Online students can submit their assignments online by sending email attachments at
info@schcpune.org & distancelearning@schcpune.org .
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Please note following things before you submit your Logbook.

LOGBOOK Marks 200

The PGDHHM Programme is formatted such that students spend a substantial amount of their
learning time in Healthcare set-ups where they are exposed to actual hands on practical training.
Candidates will have to establish contact on their own with a local hospital/ nursing home or
health care insurance set up, NGO, pharma organization, Healthcare organizations. For practical
training, establishing such contact with local organizations will be the sole responsibility of the
candidate.

You will have to establish contact with a local hospital/ nursing home, NGO or health care set up
near your place of residence. You will have to record all activities seen in different departments
of the health care set up that you have chosen. The departments to be covered are mentioned in
the Prospectus, as per the choice of the students and the availability of departments in the
organization selected by student.

It is possible that the Hospital or Organization that you have chosen may not have all the
departments listed. In that case, you can select another hospital or hospitals or
organization where the remaining departments can be covered.

For each department, please enter the starting date when you first commenced your study of the
department and the end date, when you finished. List the total number of hours. In the table,
enter the number of hours attended on each date that you visited the department. In the next
page, record all the activities that you have seen in the department.

Each department to be covered under the following headings:

Location

Area

Staff

Financial Profile

Activities

Suggestions (your suggestion for the improving & smooth functioning of the
department)

Ask questions to the administrative staff working in each department and try to understand how
they do things. If you notice any shortcomings or problems, note them down as well. Minimum
description of 250 words or 20 lines per department is expected. Try to summarize your
findings. Neat, legible and to the point writing will score higher grades.

A total of 40 hours must be logged per department and you can choose as to how many hours per
day you wish to devote to this task. The departmental head must sign and certify that you have
attended the required number of hours to his/ her satisfaction and have recorded the activities
carried out by the department.
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Once the logbook is complete it will have to be countersigned by the hospital superintendent or
head of the institution. If you have covered two or more hospitals or companies, the
signatures of the heads of each hospital or organization will be required. The loghook may
then be submitted to SCHC for review. Candidates wishing to graduate in May must submit
the logbook to SCHC by 31% January 2010. If the logbook is approved, you will receive
marks out of 200 marks.

In case of any clarifications please feel free to contact:

Adv (Dr) Milind Salunkhe

HOD- PGDHHM, PGDMLS.
Symbiosis Centre of Health Care,
Senapati Bapat Road,Pune 411 004.

E mail distancelearning@schcpune.org
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Please note following things before you submit your Project Report.

Project Report: Marks 300

You will also have to carry out an original piece of work in health care administration, which
may be in any one of the departments that you have visited. You need to identify an
administrative problem and attempt to solve it with the help of the staff. This must be submitted
in a dissertation format. Candidates wishing to graduate in May must submit the dissertation
to SCHC by 1* March 2010. If the dissertation is approved, you will receive marks out of 300

marks.

The following format is helpful on “How to write a Project Report”. The requirements vary
according to areas you have chosen. The report should closely follow the standards outlined in
the notes. There is no reason to match the exact format but make sure you prepare the report as
per the general format.

Project proposal:

Prepare the project proposal as the first draft of your final Project Report. Please download the

requisite format from our website (Www.schcpune.org). How have you identified this as a

problem for the department or organization? The proposal should have the following headings:

> Title of project

> Problem identification — What are going to work on?

> Proposed methods for data collection — How are you going to study this?

> Expected results and inferences — What will you find out from your results?

Please note that the project has to be on an original piece of work carried out by you.
Construction of a hospital, copying hospital plans or simply writing what you have seen in a
department (as you would do in your logbook) is not a project. You have to be directly involved
in the project and not observe it as a bystander.
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Sample size for surveys should be around 20 to 50. Smaller samples will not have a statistical
significance while a large sample will be difficult to handle in the time allotted. You can do your
project in a clinic, nursing home, hospital, health insurance or pharmaceutical company or on
field.

If you are involved in designing or building a new set up (e.g. you are building your own hospital
or extending your department), this can be a project, provided you are involved in making the
designs or planning. If while writing your logbook on the waste department you notice certain
problems or drawbacks, you can suggest changes to the hospital superintendent. If you think the
records department needs improvement, get the hospital to make the changes and study their
effect on staff and patients i.e. better access to records, increased speed in searching for records,
improved patient satisfaction etc. There are hundreds of such small projects that you can do on
health care administration. No clinical topic will be entertained unless it is linked to hospital or
health care administration.

Send a copy of your project proposal to the Academic Center, SCHC for evaluation. We
will send you an approval letter. Please note that it is essential to obtain approval of your project
before carrying out your work and submitting your project report. This approval letter has to be
included in your final project report as well. The last date for submission of project proposals
is 31% December 2009. Submissions after this date will not be considered for the academic
year 2009-10.
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FINAL PROJECT REPORT
Once you have completed your project, it is time to write your project report. Please ensure that

you have at least two weeks to do this. Report should be typewritten. Handwritten reports will
not be accepted. Bind your report (hard cover) to make sure that pages do not go missing during
transit. Obtain a certificate from the head of the institution where you carried out the work that
this is an original piece of work done by you and attach it to your report on the first page,
without which the project will not be evaluated. Include a copy of the Project Approval letter
sent by the Faculty, SCHC in the final report. Make two copies of your project report. Send one

copy to SCHC and retain the other for your records.

Word limit:

The final project report should be between 5000 and 7000 words (30 — 45 pages of typed text).
Photographs, drawings, graphs, tables, survey forms and appendices can be added over and
above the page limit. Project reports will not be considered for evaluation if:
e They have been submitted without an approved project proposal
e They are either less than 5000 words (30 pages of text) or more than 10000 words (60 or
more pages of text)
e They are simply a study of the activities of a department i.e. no original work
e They are copies of hospital expansion plans or setting up of departmental networks such
as IT systems where the candidate has no role to play
e They are hand written
e They are not related to the initial project proposal that was sent for approval

Heading:
Write your name, the course name, title of the project, registration number and date.

Introduction:

This should outline the purpose of your project. The objective of your project should be to find
out a problem in the organization or department and implement or suggest any changes.

The introduction should not be more than 2 — 3 pages and should be on what you wanted to do

and why. Why did you think it was interesting or important to investigate the problem? Has any
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previous work been done on this? Do not write pages and pages of description on the hospital
where you worked. All we want is a brief description and the size of the institution (e.g. number
of beds or employees) to give us an idea of the place where you did your project work. Please
include contact details of the Director of this particular institution for us to verify the Project.

Method:

This should outline how you went about collecting material and data for your project. You
should also include any problems you encountered while collecting your data. Include a copy of
your sample questionnaire or survey form in the report. Do not put in the survey forms

which have been filled by the patients or staff. These are for your analysis.

Results:

Here you discuss the final outcome of your project. What is the information that you obtained
from your data search or survey? What was your sample size? Put your results in tabular form.
Provide statistical inference and interpretation on your final results. Report all the tests and
analyses you did. You should include the statistical techniques you used during analyses. You

can use the services of a statistician if you wish, but please mention that you have done so.
Discussion:

This is basically an interpretation of your results. It forms the key element of your report and
marks are awarded here for summarizing your results. Select the major findings from your
project results and explain them. What have you understood from your project? Summarize and
interpret your results.

Conclusion:

It should not be more than a page. Discuss what you have learned from the project.

References:

Provide references on the data source and literature review wherever possible and applicable.
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Appendices:

If you conduct a survey, include your questionnaire here. If you collect your data from published
sources, attach a photocopy of the first page of each data source. Onsite photographs of the
institution may be included.

In case of any clarifications please feel free to contact:

Adv (Dr) Milind Salunkhe
HOD- PGDHHM, PGDMLS.
Symbiosis Centre of Health Care,

Senapati Bapat Road Pune 411 004 E mail distancelearning@schcpune.org
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PROJECT PROPOSAL:

Name of StUdeNt: ... e ROIINO: oo

Title Of ProjeCt: .o

Name of Hospital / Organization............ ..o e

Address of Hospital / Organization: ......... ..o

Name & Designation of Project Guide: .......... ..o,

Title of Project:

Problem Identification (Please be Precise):

Proposed methods for data collection (Please be Precise):

Expected results and inferences (Please be Precise):

Project Proposal: Approved / Disapproved Signature: HOD, SCHC.
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Assignments
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1st SET OF ASSIGNMENTS

(Applicable for 2009-10 batch)

Postgraduate Diploma in Hospital and Health Care

Management

BASIC PRINCIPLES OF MANAGEMENT

Total Marks-100
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FINANCIAL MANAGEMENT

Instructions: Answer any 5 questions. Each question carries 20 Marks. Total Marks 100
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MATERIALS MANAGEMENT

Instructions: Answer all questions. Each question carries 20 Marks. Total Marks 100
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PUBLIC HEALTH CARE

Instructions: Answer all questions. Each question carries 20 Marks. Total Marks 100
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INTEGRATED HEALTH CARE

Instructions: Answer all questions. Each question carries 20 Marks. Total Marks 100
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2ND SET OF ASSIGNMENT

HOSPITAL PLANNING & FACILITIES MANAGEMENT

Instructions: Answer all questions. Each question carries 20 Marks Total marks 100
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MANAGEMENT & ORGANIZATIONAL BEHAVIOUR

Total marks 50
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HOSPITAL SUPPORTIVE SERVICES

Instructions: Answer all questions. Each question carries 20 Marks Total marks 100
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QUALITY MANAGEMENT IN HEALTH CARE

Total marks 50
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STAKE HOLDERS IN HEALTH CARE SECTOR

Instructions: Answer all questions. Each question carries 20 Marks. Total marks 100
boz#" & & 1"0¢&
5 ST SHE B e # %"
65 9, 2% " & & ST %%
%H 9&¥TI¥$ "16 7 "7 B# %
5o oz#" & & 1"0&

5 3&,$"& &
65 1+ &
W *&, & $6, % 7
<5 ZH" & & 1"0&
5 %, 4$+1 "1 $2 WH# $ "#1
65 "# "& ,0 %, 4%+ "0 $) WH $ "#1
W o $6,% #3 " # #T+
= Z#" & & 1"0&
5 ST Y% # "O&#(
65 +7 #1 % $"% , $"#l
o -$"$# " 1S, " 2u# +7 #1 % $"% , $"#l

@ —#" & & 1"0&
5 1+ &7$Y  # &SH#h # 4% # b, % ,# #h7
65  "7h h, % ,# #h7
% &h$ET " & b, % ,# #h7

MARKETING HEALTH CARE

Instructions: Answer all questions. Each question carries 20 Marks Total marks 100
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Important Dates-
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