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Background of Program 
 
 
The Towson University undergraduate Health Care Management (HCMN) program is a 
proud member of the Association of University Programs in Health Administration (AUPHA).  
AUPHA is a global network of colleges, universities, faculty, individuals and organizations 
dedicated to improving health by promoting excellence in healthcare management 
education.  AUPHA has established a rigorous peer review process modeled for those 
programs willing to undergo the rigors of external review in the interest of program 
excellence (www.aupha.org). The Board of Directors of AUPHA recently awarded Full 
Certified Undergraduate Membership status to Towson University for another six years, the 
longest term awarded, illustrating ¢ƻǿǎƻƴΩǎ ŎƻƴǘƛƴǳŜŘ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ŜȄŎŜƭƭŜƴŎŜ ƛƴ ƻǳǊ 
HCMN program. Further, AUPHA recommended our HCMN program internship be 
ǊŜŎƻƎƴƛȊŜŘ ōȅ ǘƘŜƛǊ ƳŜƳōŜǊǎƘƛǇ ŀǎ ŀ ά.Ŝǎǘ tǊŀŎǘƛŎŜέ program component; we consider this 
honor reflective of our commitment to our students and to our community. 
 
The Towson University HCMN Internship is a supervised educational experience in a health 
care organization that serves as the culmination of the student's study of Health Care 
Management. This 12-unit course is a major requirement and students must commit to a 
full-time (approximately 40 hour) work week under the direction of a Preceptor.  The 
Internship is designed to provide students with an in-depth learning experience where they 
can apply health care management theories and principles in a specific health care setting. 
In addition to easing role transitions from school to 
professional work settings, the Internship will provide 
students with a range of opportunities to further 
enhance their understanding of the unique aspects of 
health care management. 

 

 

 
Purpose of Handbook 

 

The purpose of this Handbook is to provide information to improve the overall coordination 
of Health Care Management internships between the Health Science Department of 
Towson University and cooperating Health Care Organizations.  The Handbook offers a basis 
from which Interns, Program Supervisors and Preceptors can assess the benefits of the 
internship experience as well as assist in the transition from full-time student to full-time 
health care manager.   
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The Handbook also contains basic information pertaining to the responsibilities of the 
Intern, the University and the Health Care Organization, and is designed to make the 
internship experience a working relationship among all three parties - the Intern, the 
University, and the Health Care Organization.   

We are especially grateful to those organizations and professionals who share our 
commitment to excellence in health care management through participation in our 
internship program. 

 

Eligibility 

 

  Students MUST: 

V Declare HCMN as their major and Business Administration as their minor; 
V Obtain a minimum GPA of 2.0; 
V Complete all coursework for a BS degree, save for the internship; 
V Complete all courses ŦƻǊ ōƻǘƘ ǘƘŜ ƳŀƧƻǊ ŀƴŘ ƳƛƴƻǊ ǿƛǘƘ ŀ ƎǊŀŘŜ ƻŦ ά/έ ƻǊ ōŜǘǘŜǊΤ 
V {ǳōƳƛǘ ǘƘŜ άwŜǉǳŜǎǘ ŦƻǊ LƴǘŜǊƴǎƘƛǇέ ŦƻǊƳ to the Program Director; 
V Submit a copy of their Degree Progress Report, signed by their Faculty Advisor 

indicating their eligibility for the internship. 

 
  Health Care Organizations MUST: 
 
V Submit a completed form that provides a description of the health care organization 

to the University; this description will be included on the HCMN website to assist 
potential Interns in the selection process.   

V Assign Preceptors who have:  

¶ a minimum of one year tenure in their current role at the organization; 

¶  responsibility for a health care management project, or component of a 
larger health care management function in the Organization;  

¶ experience in health care management and/or related fields as well as 
supervisory experience;  

¶ a commitment to, and have sufficient time to devote to, the professional 
growth and development of the Intern. 
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I.  RESPONSIBILITIES OF TOWSON UNIVERSITY  

A. The University 

During the Internship, the University has several responsibilities to the Intern, the Health 
Care Organization and to the Preceptor. They include but are not limited to the following:   

 Maintain a pool of quality internship placements for 
students to choose from and assist students in 
securing a match appropriate for their skills and 
ambitions;  

 Serve as a resource for both Interns and Preceptors 
during the Internship and help ensure that the 
experience is beneficial to both parties; 

 Obtain certificates of insurance for each 
organizational ŦŀŎƛƭƛǘȅ ŦǊƻƳ ǘƘŜ {ǘŀǘŜ ¢ǊŜŀǎǳǊŜǊΩǎ 
Office; 

 Provide professional leadership for the 
Internship component of the HCMN Program. 

B.  The Intern  

During the internship, the Intern has several responsibilities to the University, the Health 
Care Organization and to the Preceptor. They include but are not limited to the following:   

 One full-semester will be spent in the health care organization internship experience. 
The Intern should expect to commit to a fulltime work week for each week of the 
semester (16 weeks). Any adjustment in work schedule from this policy must be 
discussed and approved by the Preceptor and ¢¦Ωǎ Program Director.  
 

 The Intern should view his/her internship experience as an opportunity to learn how 
to apply theory and principles in the context of work situations and to develop skills 
essential to these tasks. The Intern will be placed in a health care organization and is 
expected to function as a staff member with responsibilities commensurate with 
his/her capabilities and position.   
  

 The Intern is expected to adhere to the policies, procedures, and working hours that 
apply to professional and administrative staff members of the health care 
organization. Interns may be required to meet additional specific requirements for 
employment in the health service organization (e.g., liability insurance, pre-
employment physical examinations, personal background checks, etc.), and it is their 
responsibility to find this out during the interview.   

Mallory Weinstein is honored with the 
Health Care Management Award 2008. 
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 The Intern may assume major responsibility for a program or project in the health 
care organization, commensurate with the IƴǘŜǊƴΩǎ competencies and the health care 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƴŜŜŘǎΦ The program/project will be discussed and approved by both 
the Preceptor and the Program Supervisor. The following are examples of health 
care organization management processes in which active participation would be 
appropriate for student interns:   

¶ Assessment of the health care needs of the population or sub-populations 
served by the organization;  

¶ Supervising personnel in the implementation of a program/policy;  
¶ Developing a business plan or marketing strategies for community programs 

and services; 
¶ Assessing staffing needs for programs and services;  
¶ Developing a budgeting plan for program/services;  
¶ Planning meetings or other project/programmatic events;  
¶ Organizing/Coordinating personnel and other resources for project/program 

implementation;  
¶ Working with health care organization personnel to write funding proposals 

or identify funding sources for community programs.  

 The Intern is expected to establish a productive and respectful working relationship 
with his/her Preceptor, co-workers, volunteers and other members of the 
department/division with the health care organization with whom s/he may come in 
contact in the course of performing duties/responsibilities. The Intern is expected to 
respect the confidentiality and dignity of the client population and employees of the 
health care organization at all times.   
 

 The Intern must maintain communication with the Program Supervisor throughout 
the internship experience.   Interns must monitor a TU email account daily and 
access to the Internet to participate in the web-supported portion of this course. 
Communication will take the form of emails (including weekly Learning Logs), 
responses to discussion questions posted at the online portion of the course, 
telephone conversations, face-to-face meetings and seminars.  
 

 If the Intern experiences difficulties that may be related to an improper placement, 
the student must discuss the issue with his/her Preceptor at the health care 
organization FIRST. The Intern should apprise the Program Supervisor in a timely 
manner of the issue and the steps proposed to resolve the problem.   
 

 When required, the Intern is expected to adjust the scheduling of his/her working 
hours at the Health Care Organization.  
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II. RESPONSIBILITIES OF THE HEALTH CARE ORGANIZATION  

A.  The Organization 

During the internship, the Health Care Organization has several responsibilities to the Intern 
and to the University. They include but are not limited to the following:   
 

 Supervision of Intern - this includes guidance and professional supervision. It should 
also include helping the Intern obtain additional opportunities for learning. A 
Preceptor should be assigned who has the appropriate education and experience to 
carry out this function. 

 
 Orientation of Intern - the Health Care Organization should provide an orientation 

experience that provides an overview of the organization, introductions to other 
staff members and clear guidelines for performance assessment.   

 
 Work Environment - the Health Care Organization will provide appropriate 

workspace and necessary equipment to meet work obligations and responsibilities 
(e.g. computer with access to the Internet, desk space, access to phone, etc.).   

 

B.  The Preceptor  
  
During the internship, the Preceptor has several responsibilities to the Intern 
and to the University. They include but are not limited to the following:   
 

 Maintain a current resume on file at the University; 
 

 Agree to interview potential interns.  Consent to complete the Interview Form and 
return it to the HCMN Program Director within one business day after interviewing 
the prospective Intern.  Upon acceptance of a placement, consent to complete the 
Letter of Agreement form and return it to the HCMN Program Director prior to the 
start of the internship; 
 

 Assist the Intern in establishing goals and objectives for his/her particular experience 
that will mutually benefit the Intern and the Health Care Organization. Agree to 
conduct two performance evaluations of the Intern and complete all required 
Evaluation forms.   
 

 Meet with the HCMN Program Supervisor as needed to discuss the Intern's progress, 
and maintain ongoing communications with the Program Director in a timely 
manner; 
 

 {ƛƎƴ ƻŦŦ ƻƴ ǘƘŜ LƴǘŜǊƴΩǎ Ŧƛƴŀƭ ǇƻǊǘŦƻƭƛƻ for release of information and contents. 
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III. INTERNSHIP POLICIES 

Absences:  

The Intern is expected to maintain a regular work schedule pursuant to the health care 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ Ƴǳǎǘ ƴƻǘƛŦȅ ōƻǘƘ ǘƘŜ tǊŜŎŜǇǘƻǊ ŀƴŘ ǘƘŜ Program Supervisor in a 
timely manner in the event of an unexpected work absence (e.g. sickness).  If the Intern is 
out from work for three consecutive workdays or more, s/he must submit a doctor's 
note/report to both supervisors. Time lost due to illness must be made up (or 
compensatory time may be used) before the last day of the internship.  Physician and 
dentist appointments should be scheduled outside of work hours. 

Intern Seminars:  

The Intern should report to work during the morning hours on the days of scheduled 
Seminars. Unless s/he makes special arrangements in advance with their Preceptor, the 
Intern is expected to meet the work obligations for that day.  All Intern Seminars are 
mandatory. One missed Seminar for any reason will result in a warning letter. Upon a 
second miss, the following statement will automatically be included in the summary 
evaluation placed in the LƴǘŜǊƴΩǎ permanent file by the Program Director:   

"This is to inform you that you have failed to attend each of the required seminar 
sessions. Your absences are unacceptable, you are not in compliance with the 
requirements for the Internship, and you are at risk of failing the course." 

Holidays:  

The Intern will follow the work schedule of the Health Care Organization and not of the 
University. S/he will be off from work on the holidays recognized by the Health Care 
Organization for their employees.   

Religious Holidays:  

The Intern is entitled to observe his/her religious holidays.  When these holidays conflict 
with regular working hours of the Health Care Organization, hours missed for the 
observance will require that the time be made up at the discretion of the Preceptor and the 
Program Supervisor.  Interns should discuss religious holidays with their Preceptor and 
Program Supervisor at least one week prior to the holiday. Preceptors are asked to work 
with Interns regarding meeting their needs for religious reasons.   
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Travel, Parking, and Other Fees: 

 Interns are expected to pay for their own travel expenses, parking fees, conference fees, 
professional wardrobe etc. as incurred as a result of the internship. If there are questions 
about such fees, the Intern may discuss them with their Preceptor; however the Intern 
cannot expect the Health Care Organization to pay these fees.  These costs considered to be 
a part of ǘƘŜ LƴǘŜǊƴΩǎ professional responsibilities.   

Additional Courses:  

The policy of the Health Science Department is that all coursework be completed prior to 
the start of the internship.  The Intern cannot register for other courses during the 
internship without advance written permission from both the Health Sciences Department 
Chair and the Program Director.  Preceptors must be notified in advance of the start of the 
internship of any additional coursework to be taken concurrently.   

Outside Employment:  

There are no policies regarding outside employment, however the Internship is a full-
time obligation, therefore, Interns should not be leaving the Health Care Organization early 
nor arriving late due to outside employment. Also, outside employment cannot interfere 
with ǘƘŜ LƴǘŜǊƴΩǎ duties and responsibilities at the organization if those duties and 
responsibilities include being at the organization evening hours or weekends; to do so will 
jeopardize ǘƘŜ LƴǘŜǊƴΩǎ final grade and possibly future recommendations.  
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IV. TOWSON UNIVERSITY ADMINISTRATIVE CONTACTS 
 
 

Health Care Management Program Administration 
 
 
 
 
 
         
 
 
 
 
 
 
 

Health Sciences Department Administration 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Susan Casciani, FACHE 
Program Director and Supervisor 

410-704-3866   scasciani@towson.edu 

Sharon Buchbinder, PhD 
Chair 

410-704-4219   sbuchbinder@towson.edu 

Donna Cox, PhD 
 Assistant Chair 

410-704-4214   dcox@towson.edu 

Toby Tighe, FACHE 
Program Supervisor 

Ttighe1@towson.edu 



TU HCMN Internship 11 

APPENDIX A - INTERNSHIP PROCEDURES 

The internship is an integral part of the Health Care Management curriculum and should be 
ǇƭŀƴƴŜŘ ƛƴ ǘŜǊƳǎ ƻŦ ǘƘŜ LƴǘŜǊƴΩǎ ŀōƛƭƛǘƛŜǎΣ ƴŜŜŘǎ ŀƴŘ ƛƴǘŜǊŜǎǘǎΦ The following procedures 
guide is intended to assist the Intern in planning and completing the internship experience.   

The Health Care Management student preparing for an internship experience must be 
active in planning his/her internship by seeking advice and assistance of his/her faculty 
advisor and/or the Program Director, speaking to current Interns about their experiences 
and maintaining a personal calendar whereby all pertinent information, dates and deadlines 
related to the internship preparation and experience are maintained.   

 

 

 

 

 

SELECTING AND INTERVIEWING FOR THE INTERNSHIP 

The student MUST: 

V Review the list of health care organizations offering placements to become familiar 
with the various opportunities offered; 

V Meet with his/her faculty advisor and/or the Program Director to discuss planning 
information and selection of an appropriate organization; 

V Complete and submit the "Internship Request" form located 
ƻƴ ǘƘŜ I/ab ǿŜōǎƛǘŜ ŦƻǊ ǘƘŜ tǊƻƎǊŀƳ 5ƛǊŜŎǘƻǊΩǎ ǊŜǾƛŜǿ; 

V Prepare a resume and cover letter; resumes and cover 
letters must be approved by the Program Director before 
being sent to the organization; 

V Upon approval by the Program Director, contact the 
selected health care organization to arrange for an 
interview;   

V Notify the Program Director in writing of the arranged 
interview date and time;   

V Prepare for the interview; this includes researching the 
organization, the department and the Preceptor; 

Tineeka Pugh        Ryan Macey     
Class of 2009 Class of 2010 
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V Bring the Interview Form to the interview and ask the Preceptor to fax it to the 
Program Director at 410-704-4670 within one business day; 

V Submit a memo/email to the Program Director within 1 business day following the 
interview that summarizes the interview experience, identifies work expectations 
discussed and provides a self-assessment of performance during the interview 
process; 

V  Send a professional written note of thanks to the Preceptor in a timely manner. 
 

PREPARING FOR THE START OF THE INTERNSHIP 
 
Once individual placements have been officially confirmed the Intern MUST:  

V Meet with the Preceptor prior to the internship start date to establish goals for the 
internship and to complete the Learning Contract;   

V Submit the Learning Contract, signed by both the Intern and the Preceptor, and a list 
of potential evaluation meeting dates to the Program Director at the first scheduled 
Intern Seminar;  

V Confirm with the Preceptor any additional requirements of the Health Care 
Organization (e.g. criminal background check, physical exam, PPD and/or 
vaccinations) and work to ensure these requirements are met prior to the scheduled 
start of the internship. 
 

DURING THE INTERNSHIP 

The Intern MUST: 

V Attend Intern Seminars and meetings with University faculty and peers to discuss 
experiences and exchange information with other interns;   

V Correspond with their Program Supervisor on a weekly basis, (i.e. Learning Log) via 
email to apprise her/him of progress toward meeting the internship goals;   

V Arrange and prepare for meetings between the Intern, the Preceptor, and the 
Program Supervisor; 

V Complete and submit evaluation forms online; 
V Respond to online discussion questions posted by the Program Director at 

the HCMN Blackboard website and monitor the site for updates.  
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CONCLUDING THE INTERNSHIP 

The Intern MUST:  

V Prepare a professional portfolio of work/products 
completed during the internship experience.   This 
internship portfolio should also include a (minimum 5 
page) reflective paper about the internship experience, and 
a case study analysis of the organization where the 

internship occurred.  A complete assessment portfolio for 
the HCMN major is required to receive a grade for the 
internship. Details of the requirements for this portfolio are posted on the 
Blackboard site for the course; 

V Interns are required to create and keep a second copy of the above noted internship 
portfolio for their own professional goals;  

V Complete and submit evaluation forms online; 
V Send a note of thanks and appreciation to the Preceptor. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chiko Abengowe 
Class of 2008 
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APPENDIX B ς SAMPLE INTERNSHIP REQUEST FORM 
 

 
Health Care Management Internship  

Internship Request Form  
 

 
 
Name:  _____________________________________________  TU ID:  _________________ 
 
Email:  ____________________________________________________________________ 
 
Home Address:  _____________________________________________________________ 
 
Home Telephone:  ___________________________________________________________ 
 
School Address:  _____________________________________________________________ 
 
School Telephone:  ___________________________________________________________ 
 
Semester and Year of Internship:  _____________________________  GPA:  ____________ 
 
Courses currently taking and expected grade in each course: 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
  
 Site Request (CHOOSE three (3) and LIST in ORDER of PREFERENCE):  

1.  ____________________________________________________________________ 
 

2.   ____________________________________________________________________ 
 

3. ____________________________________________________________________ 
 
I have been informed that Health Care Management Interns must pay a lab fee of no less 
than $300 for their internship, along with regular tuition (initial here):  _________________ 
 
Department of Health Science  
Burdick Hall, Room 141 
410.704.2637 (Tel)     410.704.4670 (Fax) 
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APPENDIX C ς SAMPLE INTERVIEW FORM 
 

 
  

Health Care Management Internship 
Interview Form 

  
 

____________________________has concluded an interview with me regarding possible  

placement in my organization as an Intern for the _____________  semester.   This 

placement will be:    _______Acceptable  ________Unacceptable  

 
Agreement if placement is acceptable:  
I understand that full-semester Interns are expected to work a minimum of 450-500 hours 
during the semester at the Health Care Organization (matching the normal full-time 
worker's hours at a given placement). The initial plan is to have this Intern work the 
following schedule: 
 
_____________________________________________________________________ 
 (hours/days, including likely evenings and/or weekend activities) 
 
I agree to promptly notify the Program Director if these hours/days need to change.   
 
_____________________________________________________  
Preceptor Signature    Date  
 
_____________________________________________________  
Intern Signature    Date 
 
______________________________________________________ 
Organization 
 
Return to:  
 
Susan Casciani, MSHA, MBA, FACHE  
Clinical Assistant Professor HCMN Program Director  
Towson University  
8000 York Road  
Towson, MD  21252-0001  
410.704.3866 (Tel)   410.704.4670 (Fax)   scasciani@towson.edu  
 

mailto:scasciani@towson.edu
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APPENDIX D ς SAMPLE ORGANIZATION DESCRIPTION FORM 
 
 

 
Health Care Management Internship  

Organization Description Form  
 
 
 
Name of Organization:  ______________________________________________________ 
 
Address:  _________________________________________________________________ 
 
Contact Person:  ___________________________________________________________ 
 
Job Title:  _________________________________________________________________ 
 
Telephone:  _______________________ Fax:  _________________________________ 
 
Email:  ___________________________________________________________________ 
 
 
Intern Projects / Duties (Work Effort %): 
 
 
 
 
 
Compensation Available?    If yes, please describe: 
(Note: Towson University HCMN Program does not require compensation)  
 
 
 
 
Is this Health Care Organization an equal/opportunity employer in compliance  
with all EEO guidelines and legislation?     Y      N 
 
 
 
 
Department of Health Science  
Burdick Hall, Room 141 
 410.704.2637 (Tel)     410.704.4670 (Fax) 
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APPENDIX E ς SAMPLE LETTER OF AGREEMENT 
 

 
  Health Care Management Internship 

Letter of Agreement Form 
 
 
 
 
This agreement is entered into this _____ day of __________, 20___ between Towson  
 
University, an agency of the State of Maryland (hereinafter referred to as the  
 
άUniversity"), and_________________________________(hereinafter referred to as the 
"Organization"). The Letter of Agreement shall govern the use of the Organization's facilities 
by the faculty and students enrolled in the University Bachelor of Science Degree Program 
in Health Care Management.  The Organization identified above agrees to the following 
conditions in accepting and supervising the University's Health Care Management Interns:  
 
V A description of the Organization must be submitted to the University for inclusion 

in the Internship Site directory; 
V Notification must be made in advance to the University Health Care Management 

Program Director when (a) a semester becomes inappropriate for internship 
experiences, (b) when there is a change in Preceptor, and/or (c) when the 
Preceptor(s) will be on leave of absence; 

V The Organization must, at all times, provide adequate supervision. The Intern should 
not replace any employee or assume unsupervised command of any project or role;  

V The Organization will inform the Intern at the time of the interview of any 
reimbursement policies for on-the-job travel, liability coverage, parking, 
immunizations, criminal background check or other job related expenses;  

V The Intern should be provided oral and/or written information (e.g. annual reports, 
description of the hǊƎŀƴƛȊŀǘƛƻƴΩs goals, organizational charts, nature of the 
placement, anticipated tasks of the Intern, working conditions) about the 
Organization to assist the Intern in making an informed decision when selecting an 
internship placement. This exchange must be done at the time of the interview.  

V The Preceptor must:  

¶ have a minimum of one year in her/his current position;  

¶ be responsible for a health care management project, or component of a 
larger health care management function in the Organization; 

¶ have experience in health care management and/or related fields as well as 
supervisory experience;  

¶ be committed to and have sufficient time to devote to the professional 
growth and development of the Intern; 
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¶ agree to interview potential Interns;  

¶ consent to complete the Interview Form and return it to the University's 
HCMN Program Director after interviewing the prospective Intern;  

¶ agree to meet with the University's HCMN Program Supervisor on a periodic 
basis and as needed to discuss the Intern's progress;  

¶ agree to complete all evaluation forms;  

¶ agree to provide daily supervision for the Intern.  
 
This Letter of Agreement binds both the University and the Organization to the 
requirements specified in the Health Care Management Internship Handbook. Should either 
party be desirous of terminating this Agreement, prior notice must be given sixty (60) 
calendar days in advance of its termination. Such termination shall not take effect, however, 
until Interns already engaged at the Organization have completed their internship 
experience. If no termination by either side is sought, the Agreement will be in effect until  
 
__________________________.   During the performance of this agreement it is agreed 
that there will be no discrimination against any student because of race, color, religion, 
gender, sexual orientation or national origin.  
 
 
_________________________________________________________________  
Organization Representative      Date 
 
 
_________________________________________________________________  
Preceptor         Date  
   
   
_________________________________________________________________  
Susan Casciani, Towson University HCMN Program Director Date 
 
 
Towson University 
Department of Health Science  
Burdick Hall, Room 141 
8000 York Road 
Towson, MD 21252-0001 
410.704.2637 (Tel)     410.704.4670 (Fax) 
 
Hours:   MondayςFriday, 8:30 a.m.ς5 p.m. 
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APPENDIX F ς LEARNING CONTRACT TEMPLATE  
 
 

 
Health Care Management Internship 

LEARNING CONTRACT 
 
 

This Learning Contract will be between (your name), Intern, Towson University and (PǊŜŎŜǇǘƻǊΩǎ 
name, title, organization).  The Internship will be designed to lead toward the Intern developing the 
following health care executive  competencies to a level equivalent to that expected of an entry-
level management position.  
 
* Competency 1: Communication and Relationship Management  

The ability to communicate clearly and concisely with internal and external customers, establish and 
maintain relationships, and facilitate constructive interactions with individuals and groups. 

  
* Competency 2: Professionalism 

The ability to align personal and organizational conduct with ethical and professional standards that 
include a responsibility to the patient and community, a service orientation, and a commitment to 
lifelong learning and improvement. 

 
* Competency 3: Leadership Skills 

The ability to inspire individual and organizational excellence, create a shared vision and successfully 
ƳŀƴŀƎŜ ŎƘŀƴƎŜ ǘƻ ŀǘǘŀƛƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎǘǊŀǘŜƎƛŎ ŜƴŘǎ ŀƴŘ ǎǳŎŎŜǎǎŦǳƭ ǇŜǊŦƻǊƳŀƴŎŜΦ  

 
*Competency 4: Knowledge of the Healthcare Environment 

The understanding of the healthcare system and the environment in which healthcare managers and 
providers function. 

 
*Competency 5: Business Skills and Knowledge 

The ability to apply business principles, including systems thinking, to the healthcare environment. 

 
With the above competencies in mind, during the course of the Internship from (first day of 
semester) to (last day of semester), I, your name, would like to accomplish the following goals*: 
 
Goal 1:  _________________________________________________ 
 
  * specific project/task to meet goal: _________________________ 
 
Goal 2: _________________________________________________ 
 
  * specific project/task to meet goal: _________________________ 
 
9ǘŎΧΦ 
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Through diligent work and appropriate guidance, the above goals should be able to be 
accomplished.  In completion of the above tasks/projects, a set of deliverables will be presented to 
the preceptor including at a minimum an organizational case study and a major project as defined in 
the Towson University HCMN Internship Handbook. 
 
Signed: 
 
 
 
__________________________  ________ ________________________________ 
LƴǘŜǊƴΩǎ {ƛƎƴŀǘǳǊŜ   Date   tǊŜŎŜǇǘƻǊΩǎ {ƛƎƴŀǘǳǊŜ 
Your name, Intern      tǊŜŎŜǇǘƻǊΩǎ ƴŀƳŜΣ ǘƛǘƭŜ 
 
 
 
 
 
* Based on the Healthcare Executives Competencies Assessment Tool from the American College of 
Healthcare Executives (2008). 
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APPENDIX G ς SAMPLE EVALUATION FORM 
 
 

Health Care Management Internship 
Supervisor Evaluation of Intern 

 
 
 
Intern Name: 
Semester and Year of Internship:  
Name of Organization: 
Site Supervisor Name: 
 
Site Supervisor Email: 
Faculty Supervisor: 
 
The evaluation of your Intern provides important feedback to the student and the 
University. Please rate the IƴǘŜǊƴΩǎ ǇŜǊŦƻǊƳŀƴŎŜΣ ǊŜǾƛŜǿ ǘƘŜ ŜǾŀƭǳŀǘƛƻƴ ǿƛǘƘ ƘƛƳκƘŜǊ 
and then return the form to the Program Director. 
 
For each statement, choose the number 1-5 that best identifies the degree to which 
you agree or disagree; 1 = strongly disagree, 5 = strongly agree.  
 

The intern always conducts him/herself in a professional manner. 
 
The intern is adequately prepared for the job duties in this organization. 
 
The intern is always punctual. 
 
The intern always works well with others. 
 
The intern demonstrates strong communication skills. 
 
The intern maintains an appropriate professional appearance at all times. 
 
The intern takes initiative appropriately. 
 
The intern shows an aptitude for this kind of work.  
 
The intern exhibits a positive attitude toward this work. 
 
The intern does careful and thorough work. 
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The intern carried out assigned duties efficiently. 
 
Overall, this student is an asset to this organization.  
 
The intern always listens and respects team members. 
 
The intern acts on feedback received from team members. 
 
The intern engages actively in team problem-solving. 
 
The intern communicates effectively with other team members. 
 
The intern demonstrates strong collaborative skills when working with others. 
 
I would strongly recommend this student if a position were available in this 
organization. 
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APPENDIX H ς PORTFOLIO CONTENTS AND INSTRUCTIONS 
 
The Towson University HCMN Program requires a professional portfolio to be submitted 
from each student as the capstone assignment.  The contents of the portfolio are gathered 
throughout the course of study in the Program, with several major pieces being developed 
during the Internship.  It is expected that the HCMN student will develop and submit this 
portfolio in such a manner as if it were being presented to a Board of Directors at a health 
care organization; it is to be of the highest quality, in terms of both content and 
presentation.  Contents of the portfolio are to be as follows: 
 
Cover Page 
Letter of Release from Preceptor 
Table of Contents 
Cover Letter to Internship Preceptor 
Resume 
Case Study of Management Issue (from HCMN 305) 
Case Study of Insurance Issue (from HCMN 415) 
Case Study from Internship 
Reflective Paper 
Appendices - Major Projects completed during Internship  
 
The portfolio is to be assembled in a 3 ring binder, including typed, labeled tabs for each 
section in the Table of Contents. 
 
Details of the Case Study from the Internship and the Reflective Paper can be found below: 
 

A.  Internship Case Study Assignment 
  

In previous courses you read and analyzed case studies.  In this course you will WRITE a case 
study based on your Health Care Management Internship experience.  The purpose of this 
assignment is for the student to demonstrate the ability (as applicable) to: 
  

¶ locate information on the health care needs of U.S. population in general, as well as in 
reference to specific populations; 

¶ ŜǾŀƭǳŀǘŜ ŀ ƘŜŀƭǘƘ ŎŀǊŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀōƛƭƛǘȅ ǘƻ ǇǊƻǾƛŘŜ ƘŜŀƭǘƘ ŀƴŘ ƳŜŘƛŎŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ 
to a specific population in terms of access and availability of services; 

¶ synthesize theoretical perspectives on managing complex, formal organizations (e.g. 
hospitals, health maintenance organizations, etc.); 

¶ apply basic problem solving skills along with health care financial management 
knowledge to develop recommendations related to the financial issue(s) confronted by 
a health care organization; 

¶ organize information for the purpose of formulating a plan with associated 
recommendations for changing organizational behavior; 
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¶ communicate clearly and professionally through writing. 
  

The written, typed case study should be 5-10 pages long, double spaced, 12 point Times 
Roman font with 1 inch margins.  Your Internship project could be, but may not necessarily 
be, a focal point of this case study. The case study should have the following components. 
  

1. Background statement.  ²Ƙŀǘ ŀǊŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳƛǎǎƛƻƴΣ Ǝƻŀƭǎ ŀƴŘ ƻōƧŜŎǘƛǾŜǎΚ 
What populations does the organization serve? Who are their customers? What is 
their position in the marketplace? In other words, how do they measure up to their 
competition? Describe the organization, setting, situation, who is involved, who 
decides what, etc.  

  
2. Identify your role.  Describe what department(s) you worked in, who your preceptor 

was and the preceptoǊΩǎ ǊƻƭŜ ƛƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘion.  Where did your department, your 
preceptor and YOU fit into the overall organization?  

 
3. Identification of diversity issues and their impact in this case. How do matters of 

race, color, ethnicity, gender, sexual orientation, age, national origin, religion, 
and/or disability appear in this case and what impact might they have on this case?  
Be sure to include diversity issues in each section of the case study, identifying how 
they relate to Major Problems and Secondary Issues, Organizational Strengths and 
Weaknesses,  Alternatives and Resolutions, and  Evaluation. 

 
4. Major Problems and Secondary Issues.  What major problems and secondary issues 

did the organization and/or department face that you observed during your 
internship?  What were the real issues? Analyze the causes and effect.  What is your 
analysis of the situation?  Think about the underlying motivators. Fully explain your 
reasoning. 

 
5. Organizational Strengths and WeaknessesΦ ²Ƙŀǘ ŀǊŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻǊ 
ŘŜǇŀǊǘƳŜƴǘΩǎ ǎǘǊŜƴƎǘƘǎ ŀƴŘ ǿŜŀƪƴŜǎǎŜǎΚ  ²Ƙŀǘ ǎǘǊŜƴƎǘƘǎ Řƻ ǘƘŜȅ ōǊƛƴƎ ǘƻ ǘƘŜ 
marketplace? What weaknesses do they need to address?  

 
6. Alternatives and Resolution. What alternatives does the organization or department 

have available to them?  What feasible strategies would you recommend?  State 
what should be done--why, how, and by whom.  Specify the actions, steps and 
recommendations.  

 
7. Evaluation.  What evaluation plan would you have them put in place to enable them 

to assess whether they are reaching their goals?  
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B.  Reflective Paper and Project Assignment 
  
In this course you will write a Reflective Paper based on your Health Care Management 
Internship experience.  The purpose of this assignment is for the student to demonstrate 
the ability to: 
  

¶ set explicit goals for own work; 

¶ monitor progress towards meeting goals; 

¶ seek out and use feedback from others;  

¶ evaluate your learning and performance; 

¶ assess personal strengths and weaknesses; 

¶ communicate clearly and professionally through writing. 
  
The written, typed reflective paper should be 5 pages long, double spaced, 12 point Times 
Roman font with 1 inch margins.  Using the objectives listed above as a basis for your 
reflection, you should answer the following questions:   
  

¶ How valuable was the internship experience to you?  

¶ What SPECIFIC experiences did you feel made you stretch and GROW as a 
professional?  

¶ What could you have done differently during your internship to improve the 
learning experience?  

¶ Would you recommend this placement to others?  Why or why not? 
  
 

Project 
 
This can be any project for which you had major responsibility.  A detailed description of the 
project, its purpose and your role should be included as background information.  Examples 
of your written work (e.g. memos, charts, power point presentations, etc.) that can be 
included in your portfolio are strongly encouraged.   Check with your Preceptor regarding 
confidentiality and proprietary nature of materials.  NO patient names should appear in any 
documents.  It would be NICE if you could take this piece on a job interview, but it is not 
required. 
  
 
 
 
 
 
 
 
 


