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HOD’s Message 

Dear Student,
Congratulations, for joining the Post Graduate Diploma Programme!
We would like to extend a warm welcome to you from all of us at SCHC and wish you success throughout your academic endeavor. 
Please find herewith, instruction manual for your perusal. Kindly go through the same. We will be posting important notices on our 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.
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 - 25655023/25667164/25655362/20255051
Email: mailto:academics.hhm.distance@schcpune.org distancelearning@schcpune.org  Website: www.schcpune.org  



Assignment Instructions:- 
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 1st set of assignment at once. ( similarly for your 2nd  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 .  

Passing criteria: - Students will have to score at-least 50% marks in each assignment.
Log Book Instructions:- 
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
· 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. 
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 logbook may then be submitted to SCHC for review. Candidates wishing to graduate in May must submit the logbook to SCHC by 31st January 2011. 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  

Passing criteria: - Students will have to score at-least 50% marks in Log-Book.


Project Report Instructions:- 
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 1st March 2011. 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.
1. GUIDELINES AND REQUIREMENTS FOR THE
     PROJECT
The purpose of the project is to give students the opportunity to carry out an in-depth study of an applied nature, synthesizing various elements, yet pursing one area of interest in depth. Your project report should make clear what you have attempted and why you have attempted it; the methods that you have used to collect, collate and analyze the information obtained; and how you have evaluated it. Any recommendations made should be supported by the evidence presented and by logical argument using deductive and inductive reasoning. 

2. CHOOSING A TOPIC
If you are in employment/summer internship/on the job training, you may be able to research into a real life problem or, if you are not employed, you may choose a more general business issue. 

2.1. Most Project ideas come from: 
· Personal experience during on the job training: this is an obvious starting point for the project because in every organisation there would be some issue that can be researched into. An example of a project originating from this way could be an evaluation of the Training Department of your organisation 
Observation of events: An example of this could be that as an employee you observe that the employee turnover in your organisation is very high and as your project you could research into the reasons for this and make suitable recommendations. 
Issues of current interest: Reviewing key issues of broader relevance may be another useful indicator for a project idea. Specific consideration of the aspects of the effect of a government policy or a phenomenon on the performance of an organisation/segment/system may provide suitable ideas for a Project.. 
3. SCOPE OF THE PROJECT
An acceptable project will normally fall into one of the following categories:
· Exploratory- a study that involves carrying out original research in order to meet the organization’s continual need for new information for forward decision-making. 
· Explanatory- a study, which would involve studying relationships between different variables like a cause & effect relationship study.
· Descriptive- a study that would need an in-depth representation of an accurate outline of situations from the business environment.
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
· Name of Hospital / Organization
· Address of Hospital / Organization 
· Name & Designation of Project Guide
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. 

4. 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 Centre, SCHC for approval. 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. Last date for project approval is 31st December 2010. Submissions after this date will not be considered for the academic year 2010-11. 
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:
· They have been submitted without an approved project proposal
· They are either less than 5000 words (30 pages of text) or  more than 10000 words (60 or more pages of text)
· They are simply a study of the activities of a department i.e. no original work
· 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
· They are hand written
· 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.
· ORGANISATION OF PROJECT REPORT

This section presents some of the norms associated with a project. It is strongly recommended that you follow these guidelines. The final report should be presented in the following sequence:
· Title page
· Student’s Declaration  
· Certificate from project Guide 
· Abstract
· Acknowledgements 

· Table of Contents:

· List of Tables

· List of figures

· List of Appendices

· Introduction:  This section includes the research problem, need for study/significance of the project, objectives, hypotheses, methodology – scope, sample design, sources of information, tools and techniques of analysis, structure of the study with sound justifications/explanations. 

· Literature Review:  This chapter should reflect the student understands of the relevant theoretical and empirical background of the problem.   Focus should be more on the logical presentation of the empirical evolution of conceptual and methodological issues pertaining to research problem.  Also highlight the methodological clues drawn through this review for your project.

· The company/Organisation/System: This chapter should contain a brief historical retrospect about the entity of your study.

· The Main Body of the Project

A project will include a literature review; most will involve the reporting of primary research; all will need to draw conclusions and consider recommendations. Additionally, all projects will include a section outlining, and justifying, the methodology and should link research methods to the objectives and literature review.
The main body of the project must take the reader logically through a variety of linked arguments, relating theory and practice, concepts and concrete observations, so that the reader can understand and identify with the conclusions and recommendations of the author.  Arguments should be presented in a tight structured form – using headings at regular intervals to achieve this – they should also have an essential discursive character, i.e. you should fully explore the implications and ramifications of the topic by developing the arguments in a relevant way.
You should ensure that you have covered all the major issues pertinent to the topic by the end of the main body of the project.
Depending on the nature of your project, it might be appropriate to include a summary of your findings before embarking on your conclusions.

· 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. 
· Summary and Conclusions: Gives an overview of the project, conclusions, implications and recommendations.  Also specify the limitations of your study.  You may indicate the scope for further research. 
· Bibliography: List the books, articles, websites that are referred and useful for research on the topic of your specific project.  Follow Harvard style of referencing. 
· Appendices 
You should locate in the appendices all that information which gives an additional, quasi-relevant support to the arguments you are constructing. It is important that you put all the information you require the reader to attend to, in the main body of the text. Appendices should be consistently signified by letter (APPENDIX A, or by number (Roman) and give titles that indicate their contents.   
· PLAGIARISM
Any attempt to copy from another (present or previous) student or to copy large chunks from academic or other sources without appropriately referencing those sources will trigger the full weight of plagiarism procedures. 
PROJECT PROPOSAL:
Name of Student: ………………………………….. Roll No: ………………

Title of Project: ………………………………………………………………..

Name of Hospital / Organization…………………………………………………………………….

Address of Hospital / Organization: …..………...........................................  
……………………………………………………………………………………
Tel of Hospital:(with STD) :……………... Email ID of Hospital…………….
…………………………………………………………………………………….
Name & Designation of Project Guide: ………..……………………………..

Title of Project











Project Proposal: Approved / Disapproved		             Signature: HOD, SCHC.



Kindly send your Project Proposal through email at distancelearning@schcpune.org & info@schcpune.org you will receive the approval letter for the same through email.











Assignments 
1st SET OF ASSIGNMENTS 
Postgraduate Diploma in Hospital and Health Care Management 
BASIC PRINCIPLES OF MANAGEMENT
							Total Marks-100
Answer any five questions. All questions carry equal marks
1. Describe the managerial levels & managerial roles in hospital administration with special reference to the 21st century.
2. Compare the Management theory advocated by FW Taylor and Henary Fayol. Which theory, you feel is more suitable in Hospital Management? Why?
3. Define planning. Explain strategic and tactical planning .How will you apply them in a hospital setup?
4. Your hospital wants to organize a Cataract detection & surgery camp. Describe in detail as to how you propose to go about it and make the camp a great success.
5. Write about Maslow’s need of Hierarchy and Herzberg Two Factor Theory 
6. What is SWOT analysis?
7. Write short notes on any Two:
a) Centralization & Decentralization. 
b) Peter Drucker’s contribution in management.
c) Delegation
d) Directing.



FINANCIAL MANAGEMENT
Instructions: Answer any 5 questions. Each question carries 20 Marks.                   Total Marks 100        
1. How will you define concepts of Accounting? How is it applicable in the Hospitals?
2. How will you define ‘Depreciation’? How it is considered in the Hospital setup?
3. Classify the various costs in the healthcare sector. Give the details of each cost with examples. 
4. Define & classify the Budget.
5. Discuss the relevance of Investment Decisions in the Hospital setup with the examples.
6. Elaborate the concepts of Shares, Equity & Debentures.

MATERIALS MANAGEMENT
Instructions: Answer any 5 questions. Each question carries 20 Marks. Total Marks 100
1. Purchase procedure is one of the important tasks of procurement of any material. Discuss in detail the purchase procedure of any one item in 300 bedded Hospital.  
2. What is an inventory control? Discuss various techniques of inventory control. Give examples of any five items in a 500 bedded hospital.
3. What do you understand by equipment planning? Discuss its importance in proper utilization of financial resources of the hospital.
4. What are various types of maintenance procedures? Discuss advantages/ disadvantages of preventive maintenance of equipments in a hospital.
5. Discuss in detail condemnation and disposal procedures in a General Hospital.
6. Explain briefly the following: 
a) Lead Time
b) Buffer Stock 
c) Reorder Level
d) EOQ.  
PUBLIC HEALTH CARE
Instructions: Answer all questions. Each question carries 20 Marks. 
Total Marks 100
1. Discuss the basic concepts of Health. What are public Health Concepts of Disease control? How the different levels of Prevention, promote the Health of the Community?
2. What do you understand by the term Epidemiology? How the study of Epidemiology helps us to know the Health status of the Community? Discuss the importance of surveillance in the Community Health.
3. What is the importance of Demography? Enumerate any ten demographic indices of Indian Population and compare them with world Population Trends.
4. Providing pure drinking water to the population is a major concern of the Administration. Discuss various methods of water purification and problems in supplying pure drinking water.
5. Enumerate the concept of Bio-medical Waste.

INTEGRATED HEALTH CARE
Instructions: Answer all questions. Each question carries 20 Marks.
 Total Marks 100
1. Discuss the American Health Care System. Can we implement it in India?
2. What is DOTS? How will you organize and implement DOTs Programme at a district level? Discuss in detail.
3. Describe the National Health Policy of India. What goals are to be achieved by 2010?
4. Write notes on
a. WHO
b. UNICEF
c. Health problems of Developing Nations.
5. Write notes on
a. National Anti Malarial Programme
b. National AIDS control programme
c. National Rural Health Mission. 
2ND SET OF ASSIGNMENT 
HOSPITAL PLANNING & FACILITIES MANAGEMENT
 Instructions: Answer any 5 questions. Each question carries 20 Marks Total marks 100 
1. What do you understand by feasibility study of a hospital project? Enumerate the income generating departments and items of expenditure with standard assumptions to work out the anticipated income. 
2. Discuss the criteria for selection of a site for a 300 bedded hospital. What is the importance of circulation in a well planned hospital? 
3. Discuss the planning and designing of an intensive care unit for teaching hospital of 500 beds. 
4. Describe a Radiology Department of a super specialty hospital. Comment on the Radiation Hazards and safety measures to be practiced in this department 
5. Describe Central Sterile Supply Department of a 300 bedded hospital. What preventive measures will be carried out to ensure sterility of the instruments / other items?
6. Formulate a Hospital Project Team. How will you plan for Out Patient Department of 100 bedded multispecialty Hospital? 
7. What is Disaster Management? Explain the objective of Disaster Management plan.
8. Design a mass casualty committee for a 200 bedded hospital. How will you put it into effect in handling Mass Casualty Incidents explain with help of example?
     


MANAGEMENT & ORGANIZATIONAL BEHAVIOUR 
	Total marks 50 
1. “The major challenge Management faces today is living in a world of turbulence and uncertainty where new competitions arrive daily and competitive conditions change." Explain with an example of any one product or services in the market. Validate your answer with research findings/statistical data. What measures can be taken to meet these challenges?	   	           20
					Or 
2. Taking in view the wide skill differential among the people working in healthcare institutions how will you apply OB concepts to bring about proper management & organization in these institutions? Explain with relevant examples.		
				
3. How can a leader transform potential into reality? What type of leadership is best suited in service providing units like healthcare centers? Give reasons for your choice.		                       20
					Or 
4. For motivating the office staff in a healthcare institution which theory of Motivation will you apply and why? Explain the theory and its application.			
5. What are the indicators which tell you about the HRD climate in a healthcare centre? 	                                                                      10	
6. Write short notes on: 
a. Job analysis & Job Description of Nursing Superintendent
b. Methods of Patient Assignment.
c. Objectives & Quality of Patient Care.



HOSPITAL SUPPORTIVE SERVICES
Instructions: Answer any 5 questions. Each question carries 20 Marks Total marks 100 
1. What are Public Relations? Discuss its importance in a hospital and methods to promote good Public Relations 
2. Purchase and management of stores require effective planning and implementation Discuss how you will organize this function in a 300 bedded hospital 
3. Discuss the importance of house keeping services in a hospital and their role in improving patient satisfaction
4. Discuss the management of the maternity services in a 500 bedded hospital 
5. Discuss the importance of medical records. How will you organize a medical records department? What standard operative procedures are required for its effective functioning? 
6. Explain the role of Support services in Hospital Management.
7. Brief the functional activities of dietary department.
8. Define nursing administration. Discuss the major responsibilities associated with administration of nursing services. Give an account on the methods involved in handling and treatment/ transportation of bio medical wastes.
9. What are the legal aspects involved related to Bio Medical waste. As a Hospital Administrator how will you ensure and proceed about it.
10. Write down the important planning elements and management aspects of occupational hazards.


QUALITY MANAGEMENT IN HEALTH CARE
Total marks 50 
1. Discuss the concept of ‘The Need For Quality’	
				OR			                    20
2. What is accreditation? What are its benefits? How a successful accreditation system helps hospital explain in detail.
3. As patient, what would you look for in a hospital that would assure you of a good quality of service?                                  20 
OR
4. As a doctor, what steps would you take to ensure good quality care for your patient? 						
5. Write note on ‘Quality Management Cycle’.		           10   

STAKE HOLDERS IN HEALTH CARE SECTOR 
Instructions: Answer all questions. Each question carries 20 Marks.    Total marks 100 
1. Write Notes on any two 						 
a. Health Insurance contracts  
b. Classification of Health Insurance 
c. Community based health Insurance 
2. Write notes on any two 						 
a. Evolution of NGOs in India 
b. Types of NGOs 
c. Role of NGOs in Public Health
3. Write notes on any two 						 
a. Medical equipment manufacturing industry in India 
b. International medical equipment manufacturing Industry 
c. Public Private Partnership (PPP) 
4. Write notes on any two 						 
a. Health care network 
b. Indian pharmaceutical industry 
c. Future stimulants for Indian pharmaceutical industry 
5. Write notes on any two 						 
a. Types of human resources required in clinical research
b. Ethics in clinical research 
c. Documentation in clinical research  




MARKETING HEALTH CARE
Instructions: Answer any 5 questions. Each question carries 20 Marks Total marks 100 
1. How do sales differ from marketing? You go in for a checkup as a patient to a diagnostic center. What is the value, cost, and benefit you get? What is the customer satisfaction that marketing talks of in this case? How can this diagnostic center communicate and promote itself? 

2. You plan to set a large hospital of 150 -200 beds in a large city like Pune or Bhopal, etc. How would you do a market research for the same? Explain also how you would do SWOT analysis? 
3. You are presently running a maternity hospital expanding into other areas of female health care, especially preventive healthcare. Explain the design of products, what product mix, and what segments you will target?
4. Elaborate the concept of ‘pricing’ with special reference to Hospital.
5. As a healthcare professional, explain how various facets of buyer behaviour will help in understanding the customers better? Give examples and how this can be used to get better profits?
6. Your Hospital is organizing a free eye-check up camp for 1 day. Explain how you will help in its promotion & its successful implementation.
7. Discuss the elements of service- mix in health care organization.
    



Important Dates* 

· Submission of 1st set of assignments: 
30th November, 2010
· Submission of Logbook: 31st January,2011
· Submission of 2nd set of assignments: 
15th February, 2011
· Submission of Project report: 1st March,2011

*Tentative dates; subject to change
For regular updates, please log on www.schcpune.org


Note: Please do not wait for last dates for submission of assignments, Log Book & Project Report. Please try to submit all above as early as possible so that evaluation would be hastened.  

Attendance to National Seminar & Convocation will be one of the Mandatory Criterion towards eligibility for award of Post Graduate Diploma, for all students excepting International students. 

Students completing all the academic requirements successfully i.e. Assignment, Log – Book, Project Report & attendance at the national Seminar would become eligible for award of Diploma i.e. PGDHHM  

Legal Jurisdiction: 	
All disputes pertaining to the Programme, including admission shall fall exclusively within the jurisdiction of Pune, Maharashtra only.
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