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Columbus State Community College
Health and Human Services Division
Health Professions and Wellness Department
Health Information Management Technology


COURSE NUMBER: HIMT 2267       COURSE TITLE: Principles of Management 


INSTRUCTOR:   				CONTACT:  
   

CREDITS: 2 			CLASS/CONTACT HOURS PER WEEK:  2	


PREREQUISITES: None

Class Meeting Times/Classroom Number: This course is web-based. Check Blackboard weekly folders, Blackboard announcements, and this syllabus for online “meeting” requirements and/or on-campus testing requirements.

DESCRIPTION OF THE COURSE: 

Students study the functions related to planning, organizing, controlling, budgeting, and evaluating human resources.


COURSE STUDENT LEARNING OUTCOMES


1. Describe the impact of change on an organization and strategies of managing that change.
2. Define and describe the key management functions of planning, organizing, decision making, and controlling.
3. Demonstrate the use of management tools and quality improvement principles.
4. Describe the components of the budgeting process. 
5. Demonstrate effective written and oral communication approaches to common communication interactions. 
6. Identify core elements of effective communication and techniques to resolve conflicts.
7. Describe the use of committees and teams in organizations.
8. Describe principles of authority, leadership, and supervision.
9. Describe human resource management.

	
PROGRAM OUTCOMES

Demonstrate ethical practices as outlined in the American Health Information Management Association (AHIMA) Code of Ethics.


INSTITUTIONAL LEARNING GOALS	

For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals identified below:

· ILG #1 Critical Thinking 
· ILG #2 Ethical Reasoning
· ILG #3 Quantitative Skills
· ILG #6 Communication Competence  
· ILG #7 Cultural and Social Awareness
· ILG #8 Professional and Life Skills

Students are assessed on the achievement of these outcomes.  Names will not be used when reporting results.  Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.

AHIMA ASSOCIATE DEGREE COMPETENCIES

The Columbus State HIMT program is accredited by the Commission on Accreditation for Health Informatics and Information Management Education (CAHIIM.)  As such, our curriculum must meet or exceed designated Associate Degree competencies.  Graduation from a CAHIIM accredited program enables an HIM professional to be eligible to obtain certifications from the American Health Information Management Association (AHIMA) to enhance their careers. This course addresses the following AHIMA Associate Degree Competencies: 

· Domain III. Informatics, Analytics, and Data Use
· III.6. Describe the concepts of managing data
· Domain VI. Organizational Management & Leadership 
· VI.1. Demonstrate fundamental leadership skills. 
· VI.2. Identify the impact of organizational change 
· VI.3. Identify human resource strategies for organizational best practices. 
· VI.5. Utilize financial management processes. 
· VI.6. Examine behaviors that embrace cultural diversity. 
· VI.9. Identify processes of workforce training for health care organizations.


CAHIIM Competencies
The Columbus State HIMT program is accredited by the Commission on Accreditation for Health Informatics and Information Management Education (CAHIIM.). As such, our curriculum must meet or exceed designated Entry-to-Practice Competencies for Health Data and Information Management Professionals and Leaders identified as critical to meet workforce readiness.  Graduation from a CAHIIM accredited program enables an HIM professional to be eligible to obtain certifications from the American Health Information Management Association (AHIMA) to enhance their careers. 


COURSE MATERIALS REQUIRED:

Textbooks Required/Optional Reading Required:

· Health Information Management Technology – An Applied Approach, Sixth Edition [SAYLES] (9781584267201)  (Students should already have this book from past HIMT courses.)

·    Supplemental reading from posted articles, websites, videos, and other resources are assigned to allow for current study. 

(Note: It is recommended that you do not sell back HIMT textbooks, because you will need them to study for the certification exam.)

SPECIAL COURSE REQUIREMENTS:

1.   Reliable access to the internet.
2.   CSCC suggests using Mozilla Firefox as the web browser for best Blackboard operability.
3.   Use of the CSCC student email address – check email at least 5 days a week
4. Midterm and Final Exams must be proctored. (see LockDown Browser information below)
5. Webcam and microphone required on computer for proctoring (built in or accessory)
6. Access to MS Word, Excel, and PowerPoint.  (available with free download from the college)

LOCKDOWN BROWSER (PROCTORING) REQUIREMENT*
	*subject to change – check course announcements at least 3 times per week for updates
· This course requires the use of LockDown Browser for the Midterm and Final Exams. 
· Webcam and microphone required on computer (built in or accessory)
· Each student must have the Lockdown Browser installed onto the computer which will be used to take each exam.  Webcam and microphone required.
· Download instructions will be provided to students in the announcements during Week 1 of the course.  A practice quiz will also be provided in Week 1 to ensure that the computer is compatible with the LockDown Browser software.   If your computer is not compatible with the software, you will be required to use an alternative proctoring method as defined by the course instructor.  Please inform your instructor during Week 1 of the course if your computer is incompatible.  
· Students will NOT be able to access tests with a standard web browser. If this is tried, an error message will indicate that the test requires the use of LockDown Browser. Simply start LockDown Browser and navigate back to the exam to continue.
· Each student will be asked to show a photo ID upon beginning a proctored exam using the LockDown Browser.
  

ACADEMIC INTEGRITY 
 
Academic Integrity is important.  
 
Students are expected to follow instructions for all work done in this course.  If you have any questions about the instructions, contact your instructor for clarification.   
 
All quizzes and tests are to be completed without the use of any resources. When using Respondus Monitor, you must show a photo ID and complete a proper environmental scan to show that your workspace is free of any materials and devices including your phone.  Please view this video for instructions on how to complete an environmental scan.  http://www.kaltura.com/tiny/0djcp  
 
If you have privacy concerns, or technical issues or are unable to secure a controlled testing environment, you are encouraged to contact your instructor to inquire about alternative testing options for in person proctored quizzing. 
 
THE USE OF AI (artificial intelligence) IS NOT PERMITTED IN THIS COURSE 
 
The submission of work generated by artificial intelligence (AI) without explicit permission from the instructor constitutes a violation of CSCC's student code of conduct. Faculty may use AI/plagiarism-detection tools to ensure that student writing is original and human-created. 
 
Instances of academic misconduct will be reported to the Office of Student Conduct and a score of zero will be entered for the score on the assessment. 

GENERAL INSTRUCTIONAL METHODS

1.   Web-based course delivery.
2.   Guided study through required assigned readings and lecture videos.
3.   Reinforcement assignments, quizzes, videos, reading assignments, and discussion board postings.
4.   Instructor available via email and during online office hours to answer questions. 
5.   Announcements are posted to Blackboard to assist students.  Students are expected to check announcements at least 3 times per week.
6.  Online resources used to supplement material as needed.

[bookmark: _Hlk141014776]ASSESSMENT

Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes.  This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn.  The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness.  In class, you are assessed and graded on your achievement of the outcomes for this course.  You may also be required to participate in broader assessment activities.
CHECK ANNOUNCEMENTS FREQUENTLY:  

Important information is posted in the announcements located on Blackboard throughout the week for each course.  You should plan on checking announcements on Blackboard at least three times each week.  If you do not check announcements frequently, you will miss important information (i.e. clarifications, assignment and test deadlines, etc.).  Reading announcements will also answer many of your questions.  Be sure to click on “view all” and scroll down the screen to assure you see all announcements posted.


METHODS AND STANDARDS OF EVALUATION:

Student evaluation for this course will be based on the following:

1. Assignments: Satisfactory completion of assignments as assigned. Students are expected to turn in course assignments by the dates specified by the instructor. Assignment due dates will be announced via Announcements on Blackboard. No late assignments accepted. Assignment extensions are only granted for documentable emergency situations or unique circumstances where the student has spoken to instructor in advance. 
 
Course assignments are to be neat, accurate, and word processed (unless otherwise indicated by the instructor). All assignments must contain correct grammar, spelling, punctuation, etc. Points will be deducted from the assignment’s grade for careless and slovenly work. 
 
2. Quizzes: Quizzes will be taken at home using Respondus LockDown browser on a computer with a working camera and microphone. The download for Respondus LockDown browser is https://download.respondus.com/LockDown/download.php?id=94371236  Students must complete an environmental scan of their testing space, showing that their workspace is free of any materials/resources (including the desktop/tabletop, floor space around the desk area and the space immediately behind the monitor.  If the environmental scan is not completed or if the environmental scan does not show the student’s workspace as described in the following video, a score of zero will be entered for the quiz score. Please refer to the video on how to complete an environmental scan at http://www.kaltura.com/tiny/0djcp.   

Quizzes are closed book, meaning that the student is NOT permitted to use any reference material, notes, books, etc. No late quizzes accepted. Quizzes submitted after the due date and time will receive a score of zero. 
 
3. Examinations:  There will be a total of two (2) examinations: a midterm and a final exam. 
   The midterm covers Weeks 1 – 6.

The final exam is comprehensive (i.e., covering all material). 

Both exams are closed book.  No resources may be used.

You will need a computer with a working camera and microphone to complete the two exams.   The exams will be proctored using Respondus Monitor. You must download the LockDown browser to your computer to take the exams. The download for Respondus LockDown browser is https://download.respondus.com/LockDown/download.php?id=943712365
  
The two exams will be completed at home using Respondus Monitor Lockdown Browser.  All testing protocols must be followed, or student will risk referral the CSCC Student Conduct Office.

Students must complete an environmental scan of their testing space, showing that their workspace is free of any materials/resources (including the desktop/tabletop, floor space around the desk area and the space immediately behind the monitor. If the environmental scan is not completed or if the environmental scan does not show the student’s workspace as described in the following video, a score of zero will be entered for the exam score. Please refer to the video on how to complete an environmental scan at http://www.kaltura.com/tiny/0djcp.   
	

[bookmark: _Hlk123898353]FINAL GRADES WILL BE DETERMINED USING THE GRADING CATEGORIES BELOW:

	Grading Category*
	Weight

	 Assignments
	40%

	 Quizzes
	20%

	 Midterm Exam
	20%

	 Final Exam
	20%


 
*Note that this course has weighted grades.  Dividing the total points earned by the total points possible does not accurately calculate your final course grade.

GRADING SCALE:
 
	Grading Scale (Percent)
	Letter Grade

	100-90%
	A

	89-80%
	B

	79-70%
	C

	69-60%
	D

	Below 60%
	E (Failing Grade)
or
EN (Failing Grade, if applicable)


 
An E represents a failing grade and that a significant portion of the coursework was attempted by the student. 

An EN represents a failing grade and that a significant portion of the coursework was not attempted by the student. An “EN” is a failing grade that may be assigned if a student has not actively engaged in the course (i.e., if the student missed classes, missed exams, missed assignments, etc.) If a student receives an EN and has financial aid, they may be required to pay back a portion of their tuition. Please stay engaged with your coursework each week! 

Course grades will be posted on Cougar Web. Please look up your final course grade on Cougar Web.
 
Students enrolled in the HIMT must maintain a minimum level of performance (no lower than a “C” grade) in each required technical course to be eligible for further progress in the HIMT Program.
 
A minimum level of performance of 70% (no lower than a “C” grade) is required in this course to meet prerequisite and HIMT graduation requirements. This standard has been established to allow the student to gain the knowledge needed to successfully achieve the course objectives and pass the certification examination offered by the American Health Information Management Association (AHIMA). A grade below a “C” for this course will not meet the prerequisite and graduation requirements for the HIMT program. HIMT courses can only be repeated twice. 
 
How to Calculate a Weighted Grade 
1.     Gather the numbers you would like to average. 
2.     Determine the weight value of each number. 
3.     Multiply each number by its weighting factor. 
4.     Add the resulting numbers together to find the weighted average. 


ATTENDANCE POLICY

This is a web-based course.  It is the student’s responsibility to check announcements on Blackboard at least 3 times a week and follow instructions posted.  Due dates for course assignments, quizzes, and exams are posted in the course syllabus and often in the announcements on Blackboard.   It is your responsibility to ask questions (i.e., by e-mailing the instructor, etc.) to clarify course content that you do not understand.  

Staying current with course requirements and asking questions are important to your learning of the course material.  Non-participation and tardiness with work is considered to be non-professional.  Your participation in the course will be monitored and can lead to being dropped from the course if you are not actively engaging in completing the weekly assignments.  

The key to your success in this course is to complete all course assignments and tests by the posted due dates and to ask questions when clarification is needed.  All due dates are firm.

Web-based course:  Students enrolled in web-based course should plan to spend a minimum of six hours (6) per week on their studies for this course. You will probably find that you will spend more than six hours per week.    

Attendance Reporting:  A student will be reported as not attending for financial aid reporting, if the student has missed more than one posted assignment/quiz due date and/or the student has missed an exam.  See Financial Aid Reporting information provided in the College Syllabus Statements.  (Information about the College Syllabus Statements is provided below in this syllabus.)

COLLEGE-WIDE SYLLABUS STATEMENTS:

[bookmark: _Hlk155010000]CSCC Standard Syllabus Statements on Student Resources, Rights, and Responsibilities
can be found at www.cscc.edu/syllabus, or on the college website.  It is the student’s responsibility to review and understand these syllabus statements during the first week of the course.  
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UNITS OF INSTRUCTION & CLASS SCHEDULE
Principles of Management – HIMT 2267
TENTATIVE CLASS SCHEDULE 
*subject to change with prior notice in announcements
Please check course announcements at least 3 times per week.

Week 1:	 	 	 	 	 	 	        

Unit of Instruction:  
 
The Dynamic Environment of Health Care & The Challenge of Change 
 
Learning Objectives/Goals: 

· Describe the healthcare environment as it has evolved since the middle to late 1960s 
· Examine megatrends in the healthcare environment
· Identify how laws, technology and reimbursement methodologies affect healthcare
· Identify the impact of organizational change
· Explain the VUCA Change Management System
· Explain the concept of an Impact Analysis


	Assignment: Reading/Content
	Assessment Methods 

	Syllabus
	Syllabus Quiz 

	Assigned Readings and Videos: contemporary health environment, healthcare law regulation standards, impact of technology, reimbursement patterns of payment, change management
	Respondus Monitor LockDown Browser download for proctoring

	
	Discussion Board – Intro post 

	
	Quiz – weekly graded 


 
 
Week 2:	 	 	 	 	 	 	 

Unit of Instruction:   

Organizational Change

 Learning Objectives/Goals: 
· Examine principles of organizational behavior
· Articulate the organizational structure in a healthcare organization
· Present the concept of the organization as a total system 
· Describe the evolution of the total system approach to management 
· Describe the development and characteristics of the formal organization 
· Identify the approaches to the classification of organizations and apply these to the healthcare organization 
· Identify the need for organizational survival as a fundamental goal of organizational effort 
· Describe selected management strategies used to enhance organizational survival 
· Analyze the phases of the organizational life cycle that reflect major changes in the organization and relate these to the functions of the manager 
 
 
	Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: organizational behavior, formal vs informal organizations, organizational survival strategies, organizational change
	Week 2 quiz

	
	Organizational Survival Strategies assignment

	
	Organizational Change assignment




Week 3: 

Unit of Instruction:   

Leadership and the Manager 

Learning Objectives/Goals:   

· Address roles of manager as a principal agent of change 
· Differentiate among the terms power, influence, and authority 
· Recognize the importance of authority for organizational stability 
· Identify sources of power, influence, and authority and relate those sources to the organizational position of the line manager 
· Recognize the limits placed on the use of power and authority in organizational settings 
· Recognize the importance of delegation authority 
· Explore the nature of leadership and reasons why individuals seek leadership positions 
· Identify styles of leadership, characteristics, and circumstances under which they are applied 
· Describe the definition of leadership 
· Examine leadership theories 
· Compare/contrast concepts of leadership and management 
· Describe the concept and importance of developing followership 
· Discuss challenges of leading hybrid HIT organizations 
· Define the Project Management Institute’s (PMI) three types of organizations 
· Discuss pros and cons of temporary leadership 
 

	Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: intro to leadership, characteristics of effective manager, leadership styles
	Week 3 Quiz

	
	Leadership Matrix Reflection assignment

	
	Leadership Self-Assessment Reflection assignment 


 
 
Week 4:	 	 	 

Unit of Instruction:   

Planning and Decision Making 

Learning Objectives/Goals:   
· Define the management functions of planning and decision making 
· Identify characteristics of plans and specifically address those that make plans effective 
· Identify participants and their responsibilities in planning process 
· Describe constraints placed on planning and identify boundaries to be observed 
· Differentiate among the terms philosophy, goal, objective, functional objective, policy, procedure, method and rule 
· Determine how to evaluate a decision’s importance 
· Describe tools and techniques available to aid decision making 
		   
· Describe the importance of an IT plan 
· Describe the difficulties with aligning IT and organizational goals 
· Describe the steps in creating an IT plan 
· Describe the component parts of an IT plan 
 
 
	Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: planning, goals, objectives, policies, project planning, strategic planning
	Week 4 Quiz 

	
	Write a Job Procedure assignment


 
 
Week 5:	 	 	 	 	 	 

Unit of Instruction:   

Organizing and Staffing 


Learning Objectives/Goals:   

· Define basic management function of organizing and identify steps in organizing process 
· Define key concepts of hierarchy, chain of command, splintered authority, and concurring authority 
· Differentiate between line and staff relationships 
· Describe dual pyramid organization arrangement found in healthcare authority patterns 
· Identify basic patterns of departmentation 
· Introduce concept of matrix organization and define applicability of this apparently contradictory concept 
· Identify patterns of organizational flexibility 
· Describe principles involved in developing an organizational chart 
· Describe elements of a job analysis 
· Introduce job descriptions, including uses and necessary elements in development 
· Identify content and use of the management inventory 
· Describe role and activities of the professional practitioner as consultant 

    
	Assignment: Reading/Content 
	Assessment Methods

	Assigned Readings and Videos: organizing concepts, workforce planning, job analysis
	Week 5 Quiz 

	
	Write a Job Description assignment 


  

Week 6: February	 	 	 	 	 	 	 	 

Unit of Instruction:   

Committees and Teams 

Learning Objectives/Goals:   

· Provide generalized definition of a committee
· Differentiate among committees, standing as well as ad hoc, and plural executive and task forces
· Describe the purposes and uses of committees
· Discuss the advantages as well as limitations and disadvantages of committees
· Provide guidelines for ensuring committee effectiveness
· Identify the roles and function of committee chairperson
· Provide guidance for creating and preserving documentation of committee's formal proceedings
· Explain modern management phenomenon of the employee team as a special case of the committee
· Describe characteristic of an effective team and work group 
· Differentiate roles of IT health care professionals in teams 
· Describe the value of teams and importance of collaboration for the HIT professional 
· Describe stages of team development 
· Identify the needs of the team at each stage 
· Establish common goals and purpose for a team 
· Identify key characteristics of effective team members 
· Demonstrate use of collaborative tools 
· Develop system to provide transparency of key information 
· Design an information sharing structure 
· Create and describe SMART ground rules  
· Develop and refine a team action plan 
· Establish ground rules and initial action plan  
· Classify life-cycle stages of a team  
· Apply strategies to move team into next formative stage 
· Reposition team for new challenge 
 
   
	Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: team leadership, purposes of teams, team meetings, small group communications
	 Week 6 Quiz

	
	Organize Team for Group Project



 
Week 7: 	 	 	 	 	 

Unit of Instruction:   

Midterm & Group Project TEAM Organization
 
	 Assignment: Reading/Content 
	Assessment Methods

	
	MIDTERM - proctored

	
	Team Organization assignment to prepare for group project


 

  
Week 8: March	 	 	 	 	 	 

Unit of Instruction:   

Budgeting
 
Learning Objectives/Goals: 
· Explain the basic revenue cycle and assert the critical need for constant attention to cash flow 
· Enumerate the requirements of successful budgeting 
· Introduce the budget as a special-purpose financial plan that is an essential part of the department manager’s planning function 
· Enumerate various types of budgets and identify the common budget periods 
· Differentiate between traditional budgeting and zero-based budgeting approaches 
· Explain the steps in the budget cycle 
· Identify steps in budgetary control through analysis of budget variances  
 
	   Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: financial management, revenue cycle & budgetary process, cost benefit analysis
	Week 8 Quiz

	
	Budgeting assignment

	
	Cost-Benefit Analysis assignment 


 

Week 9:	 	 	 	 	 

Unit of Instruction:   

Training and Development 
 
Learning Objectives/Goals: 

· Acknowledge the importance of and necessity for employee orientation programs, ongoing training, and development activities 
· Relate orientation, training, and development to management functions 
· Identify components of effective employee orientation programs 
· Recommend an approach to communicating standards of conduct and behavior to new employees 
· Identify components of employee training programs 
· Explore availability of resources for training and development activities 
· Identify components of the clinical affiliation/clinical practice program and contract 


	Assignment: Reading/Content 
	Assessment Methods

	Assigned Readings and Videos: employee development and training, AHIMA code of ethics, e-portfolio intro
	Week 9 Quiz

	
	Group Project assignment

	
	e-Portfolio assignment


    

Week 10:	 	 	 

Unit of Instruction: 

Adaptation, Motivation, and Conflict Management 

Learning Objectives/Goals:   

· Address the necessity for properly and thoroughly integrating individual employees into the organization and describe common techniques of integration 
· Introduce theories that address present-day employee motivational concerns and provide manager with insight into circumstances that inspire employee performance 
· Address motivational concerns arising in conjunction with reengineering, reorganizing, and other practice that result in workforce downsizing 
· Understand origins of conflict and how to address conflict constructively 
· Describe need for discipline within the organization and introduce the concept of progressive disciplinary action, differentiating between performance problems and conduct problems related to rules and policies 
· Examine role of collective bargaining agreement (union contract) in the avoidance of and control of conflict 
 
· Define conflict 
· Describe historical views of conflict 
· Identify ways in which conflict can be both a positive and negative force for group performance 
· Describe various styles for handling conflict 
· Identify ways to minimize dysfunctional conflict in a group 
 

	Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: employee engagement, employee retention, motivational theories, labor relations & bargaining, conflict resolution 
	Week 10 Quiz

	
	Conflict Management Activity assignment

	
	Disciplinary Action Part 1 Activity assignment

	
	Disciplinary Action Part 2 Activity assignment

	
	Group Project continued

	
	e-Portfolio continued


  	 
Week 11:	 	 	 	 	 

Unit of Instruction:   

Effective Communication

Learning Objectives/Goals: 
  
· Provide a working definition of communication 
· Address the manager’s critical role in employee communication 
· Review common means of communication in the work setting 
· Provide guidelines for the proper use of electronic mail 
· Examine the essential components of successful interpersonal communications 
· Review the means of fostering, enhancing, and improving interpersonal communication and overcoming barriers to individual communication 
· Differentiate between formal and informal communication 
· Review commonly encounter barriers to effective communication 
· Define communication 
· Identify assumptions about communication 
· Identify general and health-specific communication models 
· Identify communication variables 
· Define nonverbal communication 
· Describe how nonverbal communication functions in the human communication process 
· Describe specific dimensions and give examples of nonverbal communication 
 

	Assignment: Reading/Content 
	Assessment Methods

	Assigned Readings and Videos:  written & oral communications, effective communication, using reports to communicate
	Week 11 Quiz 

	
	Using Reports Activity assignment

	
	Write an Advocacy Letter assignment

	
	Group Project Presentation


	
	e-Portfolio continued



Week 12:	 	 	 	 	 

Unit of Instruction:   

Critical Management Processes 
 
Learning Objectives/Goals:  
 
· Identify responsibilities of middle manager in developing the strategic plan, annual report, executive summary of the annual report and a project proposal 
· Examine essential elements of each plan and why they are important to the organization 
· Identify special considerations related to due diligence review reports 



	Assignment: Activity 
	Assessment Methods

	Assigned Readings and Videos: strategic & operational planning, SWOT Analysis, annual report, executive summary
	Week 12 Quiz

	
	SWOT Analysis assignment

	
	e-Portfolio continued


 

Week 13:	 	 	 	 

Unit of Instruction:   

Performance Improvement & Control Processes
 
Learning Objectives/Goals:   

· Define management functions of quality improvement and controlling 
· Introduce concept of the search for excellence and examine its relationship to the function of controlling 
· Relate controlling to directing in an essential cycle 
· Introduce concept of benchmarking and describe its plan in the management process 
· Describe techniques for improving quality 
· Enumerate essential characteristics of adequate controls and introduce commonly used tools of control 

· Create a process flowchart for a health care system using appropriate ISO 5807 symbols and conventions 
· Choose the correct scope and detail level for a process flowchart and data flow diagram  
 

	Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: performance improvement, controlling, benchmarking, workflow process
	Week 13 Quiz

	
	Create Flowchart assignment 

	
	e-Portfolio submission 


 
Week 14:	 	 	 

Unit of Instruction:  

Human Resources Management (HR Processes)
 
Learning Objectives/Goals:   
· Outline functions of human resources and indicate how these relate to role of manager 
· Highlight individual manager responsibilities in the management of human resources 
· Describe action the manager can take to obtain appropriate service from human resources when needed 
· Guide manager toward the establishment of a working relationship with human resources that will lead to improved human resource service to the department 
· Review pertinent areas of legislation the manager should know and that generally influence manager’s relationship with human resources 
 

	Assignment: Reading/Content
	Assessment Methods

	Assigned Readings and Videos: human resources management, recruitment & staffing, interview questions, interviewing
	Week 14 Quiz

	
	Write Interview Questions assignment


 
 
Week 15:  

Unit of Instruction:   

Day-to-Day Management 
 
Learning Objectives/Goals:  

· Examine the dual role of the health professional working as a manager 
· Explore potential problems and barriers encounter by health professionals entering management 
· Confirm the legitimacy of management, necessarily a second career for many health professionals, as a profession in its own right 
· Identify the nonmanagerial professional employee as a sometime-scarce resource 
· Introduce the high-skill professional and review the special management problems of directing such personnel 
· Discuss aspects of day-to-day management 
· Establish the manager’s critical role as the essential link between the employee’s profession and the remainder of the organization 
· Explain the purpose and goal of professional communication 
· Describe what is meant by effective communication  
· Discuss characteristics of ineffective communication 
· Identify communication needs of common roles in health care 
· Define contextual norms expected in health care organizations 
· Discuss importance of professional behavior, appearance, and demeanor 
 
	Assignment: Reading/Content 
	Assessment Methods

	Assigned Readings and Videos: specialist & manager, HIT communications, professional behavior
	Week 15 Quiz

	
	ROI Work Backlog Handling assignment


 
 
Finals Week 

· FINAL EXAM (proctored)
· Use Respondus Monitor with working camera and microphone
· Remember to follow proctoring protocols (complete environmental scan, photo ID, etc.) as campus proctors will be reviewing your videos.  
· Failure to adhere to online testing protocols will result in referral to the CSCC Student Conduct Office.

· Final Exam is comprehensive – see Study Guide to help narrow your studies.
	 	 	 	 
 
Please see announcements for further information each week.

*Schedule subject to change with prior notice in the announcements.  
Check announcements at least three times per week.
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