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INSTRUCTOR NOTES:

1.
This is an independent study course, not a tutorial. It is your responsibility to read, understand, and comply with all of the requirements and directions included in this syllabus and all attachments to the syllabus. 

2.
It is your responsibility to contact me if you have any questions about this course or if you are encountering problems that may keep you from meeting the submission dates for the assignments. If you have questions or problems, contact me as soon as possible. Do not wait until the last minute and do not let any questions, difficulties, or problems cause you to submit assignments later than the due date unless I have given you an extension. 
3.
All independent study students enrolled in HCM 450 are required to attend the independent study briefing that is conducted on the first class day of the semester (Saturday). This briefing is held at 0800 in the HCM classroom. Failing to attend this session for any reason other than deployment, serious illness/injury, or death in the family will result in a substantial point penalty.

4.
PLAGIARISM WILL NOT BE TOLERATED. Attachment 4 provides examples of incorrect and correct paraphrasing. Any paper that contains sentences or paragraphs similar to the example of incorrect paraphrasing, shown in Attachment 4, will result in a severe penalty. Because instances such as this can only be done intentionally, papers containing such instances will receive zero (0) points. In most cases, this will result in a failing grade for the course. IF YOU HAVE ANY QUESTION AS TO WHETHER OR NOT YOU ARE COMMITTING PLAGIARISM, YOU SHOULD CONTACT ME IMMEDIATELY. 

5.
Checklist Requirement:  All independent study students are required to complete and submit the HCMIS ASSIGNMENT SUBMISSION CHECKLIST, (see Attachment 5), with each assignment. The purpose of this checklist is to remind you to check each of your papers to ensure that you have met all requirements of the syllabus.  Do not submit a paper until you are sure that you have met all the requirements on the checklist to the best of your ability.
COURSE DESCRIPTION:  HCM 450 addresses the identification and study of problems related to management within the Health Care industry. The applications of Health Care Management theories, concepts, and practices to the identified management problems are studied. The use of written material and Health Care media research resources to produce a written problem-solving report is required. This course may be independent study.

PREREOUISITE:  HCM 401 and Health Care Management major, or the consent of the department.

PREREOUISITE TO:  None

TEXTBOOKS:

Aaron, J. E. (2001). The Little, Brown compact handbook (7th ed.). New York: Addison Wesley Longman, Inc.

American Psychological Association. (2001). Publication manual of the American Psychological Association (6th ed.). Washington, DC: Author.

COURSE OUTCOMES, ASSIGNMENTS, AND DUE DATES

	COURSE OUTCOMES
(Cognitive objectives established by SIU)
	Assignments
	Due Date
	% of

grade
	Points

	Use both written and electronic media resources to identify and define a current problem related to management within the Health Care industry.
	Assignment 1:  Annotated Bibliography

	12 February 12
	20 %
	80

	The student will identify and document Health Care Management theories, concepts, and practices that relate to the identified problem. The student will use both written and  electronic media resources to select research relative to the identified problem and recommendations for a resolution to the problem.
	Assignment 2:

Problem Identification and Definition

	28 February 12
	10%
	40

	The student will write a 15 to 20 page comprehensive formal research report that identifies the selected topic; identifies the related Health Care Management theories, concepts, and practices; identifies written and electronic media research resources relative to the topic; and  uses the identified Health Care Management theories, concepts, practices, and research to develop and apply possible solution(s) to the problem.
The student will apply the criteria of the Publication Manual of the American Psychological Association to the written research report.

	Assignment 3:
Comprehensive research report

APA requirements will be graded as part of the research paper grade.


	10 April 12
	60%

10 %


	240

40




Two (2) points will be deducted for each day past the prescribed due date that assignments are mailed or e-mailed. Assignments mailed or e-mailed over 10 days past the prescribed due date will be assigned a grade of zero. 
GRADING SCALE:

This course has a total of 400 points. Final course grades will be based on the total number of points obtained on all three assignments. Grades will be computed as follows:

	Points Scored
	Percentage
	Grade
	
	Points Scored
	Percentage
	Grade

	360-400
	90- 100%
	A
	
	240-279
	60- 69%
	D

	320-359
	80 -89%
	B
	
	0-239
	59% or less
	F

	280-319
	70 -79%
	C
	
	
	
	


NOTES FOR ASSIGNMENT ONE:

1.
The title on your cover sheet for this assignment should be “Research Bibliography”. 
2.
You have approximately six (6) weeks to complete this assignment. If you do not meet this requirement, you will not have the time available to produce a quality research paper. Therefore, I will grant no extensions to the due date for this assignment. If you find that you will not be able to complete Part 1 by the due date of 30 May 11: you need to withdraw from the course. If you do not withdraw, you will be awarded a failing grade which may cost you money.
Assignment One:  Annotated Bibliography (80 points)
1.
Indentify twenty-five (25) sources that will provide the information required to write a comprehensive research report on your chosen topic. When considering books and most journals, look for those that provide detailed information about management concepts and practices that are relevant to Health Care Management. Current journals and documents issued by health care organizations, as well as various government documents, should be used as much as possible. 
2.
Each one of the 25 entries in the bibliography must include a brief annotation that explains why that source is important to your research. Follow the example provided in the box below. NOTE: You do not have to place your entries in boxes; it is done here only for illustrative purposes:
	Aaron, J. E. The Little, Brown compact handbook (6th ed.). Reading, MA:  Allen Bacon Longman, Inc.

Importance:  This book contains detailed information on organizing sentences, paragraphs, and reports. It also provides clear examples of correct grammar usage.




	Points Available (80)
	Point Allocation

	50 Points
	Two (2) points for each entry that meets APA format requirements and that contains the Importance statement shown in the box above. (Entries must be in alphabetical order; refer to APA manual.)

	30 points
	Acceptability of sources for use in research project. (Currency, professional credibility, applicability to stated research problem).


Assignment Two:  Management Problem Identification & Definition (40 points)
Write a two-three page summary paper that identifies the problem of your research and defines the importance of the problem. You should not write this summary paper until you have completed reviewing the documents that you plan to use in your annotated bibliography. Your summary paper must contain headings for at least 3 major sections. A sample of a summary paper is included in Attachment 3 to this syllabus. You do not need a reference list or citations in this summary paper.
	Points Available (40)
	Point Allocation

	15 points
	Clearly stated thesis statement that contains the major points to be covered in the research paper.

	15 points
	Use of headings, organization, transition, diction, argument, style and tone.

	10 points
	Grammar, editing and proofreading (punctuation, spelling, capitalization, etc.).


Assignment Three:  Comprehensive Research Report (280 Points: 70 Percent of Final Grade)
Instructions for Assignment Three
1.
Report Scope: Your comprehensive research report must be between 15 – 20 pages in length. This page requirement does not include the Title (Cover) Page or the Reference List. The page requirement starts with the Introduction and ends with the Problem Resolution.
2.
References:  Entries in the reference list must be cited in APA style. For each reference on the reference list, there must be at least one citation, in APA format, in the body of the paper. Make sure you check the APA manual (6th edition).  Reference list entries must be single spaced, with double spaces between entries. You need at least 25 references, 20 of which must come from the list you submitted for Assignment One.

2.
Typing instructions: Papers must be double-spaced, typewritten, and use a 12-point font. The font must be Times New Roman or Arial. Use one-inch margins on all sides and do not use any double-double spaces.

3.
Proofreading:  Papers must be proofread and edited to ensure that all grammar, style, report elements and content requirements have been met.

4.
Quotations:  Use direct quotations sparingly and only where they are necessary to provide strong support of a point or to ensure that the author's concepts are not distorted. Too many quotations will not only weaken your paper, they will adversely affect your grade.

5.
Format:  Your comprehensive research report must contain the following sections. Make sure that you include appropriate headings and subheadings within applicable sections. 


a.
Title Page

b.
Abstract

c.
Introduction and Statement of the Problem (Combined total of 1 ½ pages maximum)
e.
Body of the Paper: (Minimum of 11 ½ pages-maximum of 16 ½ pages). Must contain at least 3 major sections and each major section must contain two to three subsections with appropriate sub headings. 
f.
The body of the paper does not include the Introduction, Summary, or Problem Resolution. 

g
Summary: (No longer than one page). The summary will present a synopsis of the main points of each section of the paper. It will include only those details that are required to ensure the reader understands the main points.
h. 
Problem Resolution: (At least one full page and no longer than two full pages. Must use appropriate paragraphing and end with at least one recommendation). The problem resolution will present inferences based on the main points of the paper. All inferences will flow logically from the various paragraphs in the paper. Based on these inferences, a problem resolution will be proposed that will include any recommendations that may be required.
Grading Criteria for Assignment Three
1.
This assignment is worth 280 points: 

2.
Point Allocations:

APA          (40)
All APA format requirements for references and text citations are followed. Each paragraph that is obviously taken from a source includes the proper citation. (Minus 5 points for each APA error).
Content    (80)
Appropriate scope and depth for a comprehensive research paper. Must have a clearly written problem statement, that defines the topic to be addressed in the paper. The paper must clearly support the problem statement with extensive use of documented examples (not quotations), facts, and statistics. The paper must contain well thought out and logically presented arguments and points of view. Figures and illustrations are encouraged; however, these items should be placed in an appendix and does not count in the total page count.

Quality    (80)  Overall quality of the paper. Clearly written and well defined statement of the problem. Organization, transition, diction, argument, style and tone. Minimal use of quotations. All written directions and requirements (including using all required headings and subheadings), are complied with including the submission of the Assignment Submission checklist. Editing and proofreading (punctuation, spelling, capitalization, etc.). Minimum of three sentences in every paragraph (Minus 5 points for each paragraph that does not include 3 sentences).
Grammar (40) 
Minus 5 points for each of the following errors:  subject-verb disagreement, pronoun-antecedent disagreement, incorrect verb tense, incomplete sentence (sentence fragment), run-on sentence (fused sentence or comma splice), vague antecedent, misplaced or dangling modifiers, mixed sentences. 

Ethics (40) 
Adherence to ethical standards; other than outright plagiarism or cheating. Submitting an obviously falsified Assignment Submission Checklist *Penalties for plagiarism can be quite severe and range from an "F" for the course to suspension from the University. 

Note:
Failure to submit a completed Assignment Submission Checklist or submitting an obviously falsified checklist will result in the loss of 25 points.  
Attachment One to the Syllabus-Basic Requirements
1.
Instructor Contact: I am always available via phone or email to help you (email is the primary means of communication). If you have questions or other problems at any time during this course, you should not hesitate to contact me for answers to your questions or to help you resolve other course related problems. My contact information is on the first page of this syllabus.
2.
Due Dates: : Assignments will be sent by e-mail attachment (File name must include: Name, Course#, Assignment#). Assignments that are faxed will not be accepted. Each assignment must be e-mailed by the due date. Please be aware that if e-mail is used, the actual date of the completed transmission is the date that will be recorded. Two (2) points will be deducted for each day past the due date. Assignments e-mailed over 10 days past the prescribed due date will be assigned a grade of zero. 
3
Extensions to Due Dates:  There will be NO EXTENSIONS to due dates in this course for the reasons stated in the syllabus. 
4.
Plagiarism:  There is A ZERO TOLERANCE POLICY REGARDING PLAGIARISM. Any paper that is plagiarized, whether intentional or unintentional, will receive zero (0) points. In most cases, this will result in a failing grade for the course. All questionable papers will be closely checked for plagiarism. A questionable paper does not appear to have been written by the person who submits it. In the “real world”, writers are responsible for proving that they have not plagiarized. The same holds true in the academic world. Papers will be submitted to www.turnitin.com to check for plagiarism. Any resulting penalties will depend on the degree of plagiarism that is evidenced.

5.
Class Meetings: I meet with Independent Studies classes at the beginning of each semester on Saturday morning of the first regularly scheduled class. All students who live within a 50-mile radius of NAS Jacksonville, Florida are expected to either be present at these meetings or arrange to meet with me on Friday afternoon at the NAS Jacksonville SIU office. Failure to meet these attendance requirements may result in a reduction of your final grade by one full letter grade.

6.
Incomplete Grades: A grade of Incomplete (INC) may be assigned when, for reasons beyond their control, students engaged in passing work are unable to complete all required assignments. Students must request the incomplete grade, in writing. Incomplete grade request forms are available in the SIU office. A student may not enroll in additional independent study courses with an outstanding incomplete in a prior independent study course. Incomplete grades that are not removed within 30 days will be converted to a WF or an F grade.

7.
Time Expectations: An independent study course must be approached as you would approach any 3 credit hour college course. The amount of work and time required are equivalent. The time expectations for a normal class are 40 hours in class and 2 hours of out of class work and study for each class hour (80 hours). This is a total of 120 hours. All four independent study courses typically require at least 120 hours of effort if a good grade is to be achieved. You can get a rough estimate of the total time it will take to complete a paper allowing 4-5 hours per page. That means that if you have a 15-page paper to complete, you will need around 60 hours. This leaves about 60 hours for your other assignments. Each semester consists of 12 weeks, which means that to balance your independent study course with other commitments; you need to devote about 10 hours a week (1.5 hours per day) to that course. 

8.
The seven (7) most frequent errors that result from not using the checklist properly are listed below. Any one of these seven (7) errors will result in a 10 point penalty for checklist falsification in addition to the points lost for each individual error:

a. 
Reference lists that are not in APA format.

b.
Reference lists that do not include the required number of references.

c.
Citations in the paper from a source that is not on the reference list.
d.
Direct quote citations that do not include a page, paragraph, or section number, as applicable to the referenced source. 

e.
Papers that do not include the required number of pages in the body of the paper as defined in the instructions for each assignment.

f.
Papers that do not contain specific sections, such as conclusions, recommendations, etc as defined in the syllabus.

g.
Papers that do not conform to the required number of paragraphs in specified sections of the paper as defined in the syllabus.

9.
To avoid losing these points, the following steps are recommended:


a.
Print out your final paper.


b.
Print out a copy of the checklist.

c.
Start with the first item on the checklist. Review the syllabus for the requirements for that item for that specific assignment. Then check your paper to make sure that the requirement has been met. 
d.
Go to the each of the following items on the checklist and repeat the process. When a specific number of pages, paragraphs, or references are required, physically count the number in your paper. 

e.
There are some items on the checklist that may not be contained in the syllabus requirements for a specific lesson. In this case, check your paper to make sure that the item on the checklist has been accomplished in your paper.

10.
If you are not sure whether or not you are committing one of the seven errors listed above, contact me as soon as possible to get the confusion cleared up so you do not lose points unnecessarily.
Attachment Two to the Syllabus: Cover Sheet/Title Page Format
Center your Course Number and Title at the top of the paper

Center the assignment number

Center the title of your paper 

Prepared for

Mr. Paul A. Horn
HCMIS Visiting Instructor
By

Your Name

Southern Illinois University

	Put a one-paragraph abstract of your paper here. No fewer than three complete sentences and no 
more than five complete sentences. The abstract should be left justified.



Date Submitted

Attachment Three to the Syllabus: Sample Summary Paper

Developing Learning Objectives

Introduction
The Instructional Systems Development (ISD) process is a systematic approach to developing a training course that consists of five phases: analysis, design, development, implementation, and evaluation. Perhaps the most critical phase is the design phase, because it here that the learning objectives that govern the remaining phases are developed. It is essential that the Instructional Developer understand the purpose for developing learning objectives, the different levels of learning objectives, and the three elements that are required to construct a learning objective. 
Purpose of Objectives

The results of the analysis phase are used to develop learning objectives. A comprehensive set of learning objectives is crucial to ensuring that all the important topics in the course are covered adequately. When all the learning objectives have been developed for a course of study, they provide a detailed outline that course developers follow to develop the required course materials. The detailed outline referred to consists of the various levels of learning objectives, the three most important of which are described in the next paragraph

Levels of Objectives
The highest-level learning objective is the course objective, which describes what the student will be able to do when the course is completed. This is sometimes stated as the course goal. The next level consists of terminal objectives, which are assigned to each unit of instruction. Terminal objectives state what a student will be able to do upon completion of each unit of instruction. Completion of all terminal objectives constitutes attainment of the course objective. Finally, the terminal objectives are broken down into enabling objectives, which identify the discreet tasks that must be accomplished to achieve the unit terminal objective. Terminal objectives are attained by satisfactorily completing all of the tasks required by the enabling objectives. 

Required Elements
At each level, well-constructed learning objectives contain three elements: conditions, behavior, and standards. First, the conditions clearly state what the student must be given or provided if successful achievement of the learning objective is to be realized. Next, the behavior element utilizes action verbs to specify what the student must do to demonstrate that the objective has been achieved. Finally, the standards set forth the criteria by which the student’s performance will be measured; this measurement will be used to determine to what degree the student has successfully attained the objective. 

Summary
Learning objectives provide a detailed outline for a particular course of study. In addition to providing a detailed outline for course development, the three levels of objectives-course, terminal, and enabling-spell out exactly what the student is supposed to accomplish. Learning objectives accomplish this by ensuring the conditions for learning are present, that the desired student behavior is plainly expressed and the standards for student success are clearly stated.

Problem Resolution


In education, as in life, success is most readily attainable when goals are clearly stated. Learning objectives fulfill this need by providing the structure upon which effective learning experiences are constructed. Clearly, understanding the importance and the three critical elements of learning objectives is important in developing an effective course of instruction.


Anyone who wants to become a competent Instruction Designer should become proficient in developing learning objectives. To acquire this knowledge, the aspiring Instructional Designer should first acquire a thorough understanding of the Instructional Systems Development process and how it is applied to develop instruction. Then, he/she should attend formal education/training courses that focus on the development and application of learning objectives.

ATTACHMENT FOUR TO THE SYLLABUS: PARAPHRASING

You cannot take sentences and/or paragraphs from a source and just change a few words. If you are not going to use the information taken from a source as a quote, you must read the information, make sure you understand it, and then write it in your own words. The entries below show the original text from a source, followed by the incorrect way to paraphrase and the correct way to paraphrase. Also, remember that even if you provide a citation, the use of the original words that are not designated as a quote is considered plagiarism and will be treated as such.

If you paraphrase incorrectly, the full penalty for plagiarism will be applied. This is a zero grade on the paper, which in almost all cases, will result in failing the course.

ORIGINAL TEXT

Abraham Maslow (1954) attempted to synthesize a large body of research related to human motivation. Prior to Maslow, researchers generally focused separately on such factors as biology, achievement, or power to explain what energizes, directs, and sustains human behavior. Maslow posited a hierarchy of human needs based on two groupings: deficiency needs and growth needs. Within the deficiency needs, each lower need must be met before moving to the next higher level. Once each of these needs has been satisfied, if at some future time a deficiency is detected, the individual will act to remove the deficiency Huitt, (2004).
INCORRECT WAY TO PARAPHRASE

Abraham Maslow (1954) tried to fuse a large body of research related to human motivation. Before this, researchers generally looked at general factors such as biology, achievement, or power to explain how human behavior is energized, directed, and sustained. Maslow identified a hierarchy of deficiency needs and growth needs. Within the deficiency needs, each lower need must be met before moving to the next higher level. Once each of these needs has been satisfied, a deficiency is detected later; the individual will act to remove the deficiency. Huitt, (2004)

CORRECT WAY TO PARAPHRASE

In 1954, Maslow published a study that distilled a major portion of the existing research dealing with human motivation into a concise, simple to understand model. Maslow’s model of human motivation placed all human needs on levels that were constructed in the form of a hierarchy of deficiency needs and growth needs. According to Maslow, each successive need, from the lowest deficiency need to the highest growth need, would have to be met in sequence. Only when a lower level need is met can a person move to the next level in the hierarchy. However, if a deficiency need should later return, the person will need to drop back and eliminate that deficiency before further progress can be made in fulfilling the higher level needs (Huitt 1004).
ATTACHMENT FIVE TO THE SYLLABUS:  ASSIGNMENT SUBMISSION CHECKLIST

HCM ASSIGNMENT SUBMISSION CHECKLIST

(Revised July 2010)
This checklist must be completed and attached at end of each paper that you submit. Failure to do so will result in a 10-point penalty. Indicate that you have accomplished each of the following actions on this checklist by putting a checkmark in the box after the action statement. Attach your completed checklist at the end of your paper and submit it in the same file.

	1
	Assignment cover sheet has been completed correctly, including the correct course number, title, and a one paragraph abstract on the cover sheet. 
	

	2
	Paper includes the required number of pages in the body of the

paper as defined in the syllabus. All pages are numbered. 
	

	3
	Paper conforms to the required number of paragraphs in specified sections of the 
paper as defined in the syllabus. Paper has one inch margins on all four sides and 
only one double space between paragraphs. Paper contains no paragraphs longer
 than 1/3 of a page.
	

	4
	Reference list is in APA format and includes the number and type of 

references for the assignment required by the syllabus. Lines in each reference list entry are single spaced with double spaces between entries.
	

	5
	All citations in the paper refer to sources that are on the reference list. Paper contains no citations from sources not on the reference list. Direct quote citations are in the proper format for the type of quote (short or long(block)) and  include all of the following information: author(s), date or n.d., and a page, paragraph, or section number, as applicable.
	

	6
	Introduction contains a clearly written problem statement that defines the topic what will be discussed in the paper.
	

	7
	Paraphrasing has been accomplished in accordance with guidance provided on the information sheet entitled “Correct Way to Quote and Paraphrase From a Source”. (NOTE:  If you do not have this information sheet, contact me via email and I will send you a copy).
	

	8
	Checked the syllabus to ensure you have followed all directions for the assignment. 
	

	9
	Proofread your paper for format, grammar, correct citations, and redundancy.


	

	10
	Ensured that there is no instance of plagiarism in your paper. 


	


By completing and attaching this checklist, I certify that I have accomplished all of the above actions to the best of my ability. I also understand that completing and submitting this checklist without having actually accomplishing each of the 10 items will result in a 10 point penalty for not observing the ethical standards required by the grading criteria for this course. I also certify that I understand that if my paper contains instances of flagrant plagiarization, either intentional or unintentional, I will receive a failing grade in this course.

NOTE:  CONTACT ME VIA EMAIL TO RECEIVE AN ELECTRONIC COPY OF THIS 
               CHECKLIST. 

SAFETY INSTRUCTIONS:

Instructors will provide guidance and direction to students in the classroom in the event of an emergency affecting your location.  It is important that you follow these instructions and stay with your instructor during an evacuation or sheltering emergency.   If you are located on a military installation, and depending on the type emergency a senior military member may take control of the situation and direct you on the action to take.  Please follow their instructions and do as asked.  Similarly, if you are at a community college, their security personal may arrive and take control of a situation, please follow their instructions as well.  

ACADEMIC DISHONESTY:
Students may be subject to disciplinary proceedings resulting in an academic penalty or disciplinary penalty for academic dishonesty.  Academic dishonesty includes, but is not limited to, cheating on a test, plagiarism, or collusion.

ADA STATEMENT FOR STUDENTS REQUIRING SPECIAL ACCOMMODATIONS:  

As per 504 of the Vocational Rehabilitation Act of 1973 and the American Disabilities Act (ADA) of 1990, if accommodations are needed, inform the instructor or program advisor as soon as possible.  

PAGE  
12

