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INTRODUCTION

On behalf of the entire Department of Health Systems Management (HSM) family, we welcome you to Rush
University and are delighted you have study with us. During your orientation, you will receive information about
the Rush University student handbook provides a comprehensive overview of student services, campus
resources, and academic support services, the medical center, and student policies and procedures. The
following pages provide supplementary information that HSM reiterates is important and is specific to your
status as an HSM student.

HSM is part of the College of Health Sciences, which is one of the three colleges comprising Rush University. The
university itself is an integral part of RUSH. The mission and vision of each are described below.

MISSION AND VISION STATEMENTS

Rush Mission

The mission of Rush is to improve the health of the individuals and diverse communities we serve through the
integration of outstanding patient care, education, research and community partnerships.

Rush Vision
Rush will be the leading academic health system in the region and

nationally recognized for transforming health care.

Values

Rush's core values — innovation, collaboration, accountability, respect I CAR E

and excellence — are the roadmap to our mission and vision. o
These five values, known as our ICARE values, convey the philosophy .
behind every decision Rush employees make. Rush employees also '7@, 0;5“
commit themselves to executing these values with compassion. This "oa€ 6\&\
translates into a dedication — shared by all members of the Rush hical Diverse a®

community — to providing the highest quality patient care.
HSM embraces the ICARE values.

Rush University Mission

Rush University provides outstanding health sciences education and conducts impactful research in a culture of
inclusion, focused on the promotion and preservation of the health and well-being of our diverse communities.
Learn more about Rush University’s student learning objectives

Rush University Vision
The Rush learning community will be the leading health sciences university committed to transforming health
care through innovative research and education.

College of Health Sciences Mission

The Mission of the College of Health Sciences is to advance the quality and availability of health care through
excellence in education, research and scholarship, service and patient care. The college promotes the values of
diversity, access and inclusion in all of its endeavors.

College of Health Sciences Vision

The College of Health Sciences at Rush University will be a world-class school of allied health sciences whose
programs are recognized as among the best in the United States.
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Graduate Program in Health Systems Management Mission

Our mission is to prepare individuals for roles of increasing leadership in the field of health care management,
with the ultimate goal of transforming health care organizations to deliver the highest-quality patient care and
improve the lives of patients, their families and the community.

Graduate Program in Health Systems Management Vision
Through our practitioner-teacher model, our Program will be recognized as the premier health administration
graduate program in the nation.

DEPARTMENT OF HEALTH SYSTEMS MANAGEMENT

Professionalism in HSM

We are preparing individuals for professional roles in health care. This preparation starts with your presence on
campus, in the classroom, and in the workplace. We provide the information below to guide your professional
development.

Attire:
Students are expected to dress in business casual or better while on campus. Business attire is requested for
guest speakers or presentations.

Attendance:

Residential: The Residential HSM track is a mostly in-person educational program. HSM classes will only
transition to remote or be canceled if the university officially closes or Rush University Medical Center restricts
operations to essential personnel due to inclement weather or due to a planned or unplanned critical incident
event. In all other circumstances, students are expected to attend classes in person as scheduled. In rare cases,
an individual faculty member course instructor may need to move a class to virtual or cancel a class due to
planned or unplanned reasons; however, that change should not affect a student’s attendance in any other class
or their in-person work schedule on that day. Please plan accordingly.

Executive: The Executive HSM track is mostly an asynchronous educational program with a required one-week
in-person session each semester.

First-Year Internship for Residential Students Work Arrangements:

All students will work fully in-person from mid-October through the end of January (except during any
breaks/holidays where student may be assigned remote work). Starting in February students may revert to a
hybrid work schedule based on the preceptor’s approval. If your site does not have a workspace for you (i.e., the
team is fully remote), the student is required to work from the HSM office.

Professional Behavior:

All students are expected to:

=  Show respect for other students, instructors, and guest speakers in the classroom, and preceptors and
colleagues in the workplace.

=  Be sensitive to the fact that there will be cultural and linguistic backgrounds, as well as different political
and religious beliefs.

= Respect the privacy of other students and patients.

=  Your full attention during class sessions is a basic expectation. Mobile phones and laptops should be used
for class purposes ONLY, otherwise devices should be put away. It is also a common courtesy to remain
attentive and undistracted in formal meetings and an important professional habit to develop.

= Prompt attendance is expected. Students are expected to give one-week advanced notice of planned
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absences. For unplanned absences, students are to alert faculty, group members, preceptors, and
colleagues as soon as possible.

=  Write emails in formal language using sentences, capitalization, punctuation, and appropriate Use
salutations and titles in your email messages. Formal titles (Dear Dr. Smith, Dear Professor, Dear
Classmates) are always acceptable. It is also appropriate to end your note with a closing, (Thank you,
Sincerely, Respectfully) when emailing others.

Class Participation Expectations:

Active participation in the classroom is critical and expected. Residential HSM students are expected to attend
scheduled classes, prepare for each lesson, and complete the suggested reading. Executive HSM students are
expected to attend all onsite-week sessions. All course assignments are expected to be submitted on time and of
professional quality in terms of content, format, and presentation.

Access to HSM offices

HSM staff and full-time faculty work in the HSM office suite in AAC 1044. During the academic year, the HSM
office is typically open from 8 a.m. to 4:30 p.m. on weekdays. The office is typically closed on university-
recognized holidays, and may close other days during breaks between academic quarters/semesters. On rare
occasions, the office may also close for periods when all departmental staff are participating in all-university or
all-HSM events.

Communications

All Rush students are assigned an email account with Rush University. The HSM department communicates
regularly with all students via these accounts. You are responsible for checking this email account on a regular
basis. University IT Support staff can answer most email related questions, at 312-942-6799 or at
3CLAS@rush.edu. If you experience problems with your email account, please contact the Help Desk at 312-
942-4357 (2-HELP) or via email at help@rush.edu.

HSM Group emails:

Residential Students Executive Students HSM Office & Calendar
HSM.FirstYrFtMstr.rush HSM.Exec.FirstYrMstr.rush HSMOffice.RushU
HSM.SecondYrFtMstr.rush HSM.Exec.SecondYrMstr.rush HSM_Calendar@rush.edu

In addition to email contacts, you are expected to keep us informed of changes to your contact information —
phone numbers and addresses, in particular. This information should be sent to our program coordinator and
the Office of the Registrar at Registrars_Office@Rush.edu.

To dial phone numbers internal to the medical center (using on-campus and house phone lines), dial only the
last five digits (such as 2-5402, rather than 312-942-5402).

HSM Committees

HSM has the following Committees to oversee office operations: Faculty Affairs & Development, and Faculty
Appointments/Promotions. The following HSM Committees include student participation and are selected by
either position or application: Alumni, Career Services, Curriculum, and the HSM Advisory Committee. The
Residential track and Executive track also have a Student, Governance & Professional (SG&P) Committee, that
are formed via election or volunteering, respectively.
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STUDENT WELLNESS
Students have access to a number of resources for assistance, including their academic advisor, preceptor, Rush
Wellness, Employee Assistance Program resources.

Rush Wellness is creating highly innovative, evidence-based solutions that are positively impacting our
community and the future of health care.

Remember, you are not alone. All currently enrolled students are eligible to receive free, confidential services
throughout their time at Rush. Students explore a wide range of issues in individual therapy, including
depression and anxiety, relationship concerns, sexual orientation and “coming out” issues, eating disorders,
substance use and abuse, academic difficulties, bereavement, family mental illness and career issues. Our
trained mental health professionals are here to support you with both on-site and telehealth appointments.

Rush Center for Clinical Wellness RUSH Employee/Student Assistance Program

= 24/7 Page: 312.942.6000 x2323 = 24/7 Support: 877.465.1324
=  RushWellness@rush.edu

Feel free to access the Rush Wellness Toolkit for more information.

ACADEMIC POLICIES, PROCEDURES, RESOURCES

RUConnected

Rush uses an all-electronic registration system, which automates almost all aspects of the registration process
and will make this process far more convenient for students as well as faculty. You will be provided with more
information about RUConnected during the College of Health Sciences orientation.

RU Portal
The RUPortal is the home page of all work stations in any academic area.

If you run into any trouble with the system, please contact the Office of the Registrar for help. Their phone
number is 312-942-5681 or you can email them at registrars_office@rush.edu. Their normal hours of operation
are 7:30 am-4:30 pm, Monday through Thursday and closing at 1:30 pm on Fridays. We also strongly encourage
you to allow extra time (i.e. not to wait until the last minute) to complete steps such as registration for classes.
They are located on the 4th floor of the Armour Academic Center.

Please visit https://www.rushu.rush.edu/current-students for most information and portals connected to the
above.

Registration
Full-time students are batched enrolled by HSM, which means you do not need to self-register unless there is an
outstanding issue with your student account.

Part-time students’ classes are filled on a first-come, first-served basis according to the following order of
priority: 1) continuing students in degree programs, 2) new students in degree programs, and 3) at-large
students. It is the responsibility of continuing students to register each semester during the designated period
for “continuing students” to avoid any late registration fees that may apply. Students must also clear any “holds”
on their permission to register prior to registration for a particular semester. Any continuing student registration
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that cannot be processed by the end of the “continuing student” registration period because of a “hold” will be
assessed any late fees that may apply.

For more info, please visit: https://www.rushu.rush.edu/rush-experience/student-services/office-registrar

Academic Terms

HSM operates on a semester system within the College of Health Sciences. Each semester involves 14-15 weeks
of course work, followed by a one-week examination period. MS-HSM students attend two semesters per year
(fall and spring), and do not normally take courses during the summer term. This schedule is structured to allow
MS-HSM students to gain full-time work experience offsite during the summer.

Completion of Registration

Registration is complete only when tuition and other charges for the semester are paid or satisfactory
arrangements for payment are made. Registration for subsequent semesters is denied to students not cleared
by the Office of Student Financial Affairs. Tuition and fees are due on the first Friday of the semester. Please see
https://www.rushu.rush.edu/student-life/student-affairs/office-registrar for additional information about
registration.

Course Waiver and Transfer of Credit

The MS-HSM transfer and waiver policies are designed to support two goals: (1) provide some flexibility for
students who may have completed graduate-level coursework that overlaps HSM curriculum content that has
not already been applied to an earned graduate degree, while also ensuring that (2) all graduates of the HSM
program are adequately prepared vis-a-vis our program’s curricular goals.

All transfers and waivers require: 1) HSM department approval, 2) course director approval (not guaranteed.)
Before planning for any transfers or waivers, please speak to your academic advisor as an initial step.

Course waivers may be pursued by students if their previous coursework has already provided them with the
requisite knowledge/competencies of a required graduate course in the HSM curriculum. No credit shall be
granted for a course that has been waived; the student shall be required to take an additional graduate course
at Rush to meet the credit hour requirement for program completion. Any exception would require the specific
approval of the Curriculum Committee. A total of no more than 8 semester-hours of credit may be transferred
or waived.

To be eligible for a waiver, the course must have been taken at a college or university accredited by the regional
accrediting association as well as the relevant accrediting body for the college or school (e.g. CAMHE, AACSB,
CEPH), and the student must have earned a minimum of a B (or 3.0 on a 4.0 scale). The course must also have
been taken within the previous five calendar years.

No course waivers are allowed for the following courses:

= Health Care Planning & Marketing (HSM 640)
= Leadership in the Changing Health System (HSM 664)
= HSM Capstone: Strategic Management of Health Care Organizations (HSM 672)
=  Master’s Project | & Il (HSM 656 and HSM 660)
*  HSM Internship (HSM 620, HSM 622, HSM 624, HSM 626) *
Students seeking approval of a course waiver need to follow the procedure outlined below:

' Courses do not apply to part-time students
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a. The student first submits a written request for the course waiver to the Course Director and the Program
Director - Operations, Faculty and Students. The request shall explain how the student has acquired the
competencies targeted in the HSM course, as reflected by the most recent syllabus for this course. If
previous coursework is being used to argue for a waiver, then the student needs to submit documentation
of this course or courses, which minimally needs to include the course syllabus. The absolute deadline for
submitting a petition is the end date of the registration period prior to the semester in which the course
the student desires to waive would occur. Ideally, however, the student should make the request at or
near the start of the program to facilitate the student’s course planning.

b. The Course Director has the prerogative of determining the method by which the student's request shall be
evaluated. The method may include a proficiency examination or other oral or written test. The Course
Director shall use objective measures for determining equivalency.

c. The Program Director of Operations, Faculty and Students shall provide a response to the student within
ten business days of receiving the waiver request. If the Course Director, Curriculum Committee Chair, and
Program Director approve the course waiver, the Program Director shall provide an email notification, with
copies of the notification sent to the Registrar the Course Director, and student advisor. If the request is
denied, the student shall receive a written explanation of the reason(s) for denial. A printed copy of the e-
mail will be retained in the student’s permanent file.

d. The Office of the Registrar shall provide the official communication from Rush University to the student
regarding the approval of the course waiver and post the waiver on the students’ transcript.

e. The student shall prepare a separate request for each course for which a waiver is being sought.

Transfer of credit provides a method by which Rush University will accept credit earned at another accredited
institution in lieu of credit required for a Rush degree. Only graduate-level coursework will be considered for a
transfer of credit. A total of no more than 8 semester-hours of credit may be transferred or waived.

To be eligible for transfer credit within HSM, the course must have been taken at a college or university
accredited by the regional accrediting association as well as the relevant accrediting body for the college or
program (e.g. AACSB, CEPH), and the student must have earned a minimum of a B (or 3.0 on a 4.0 scale). The
course must also have been taken within the previous five years.

All transfers and waivers require: (1) HSM department approval. (2) Course Director Approval. Course Director
approval is not guaranteed. All students should prepare to take the full curriculum as a result.

No transfer of credit is allowed for the following courses:

= Health Care Planning & Marketing (HSM 640)

= Leadership in the Changing Health System (HSM 664)

= HSM Capstone: Strategic Management of Health Care Organizations (HSM 672)
= Master’s Project | & Il (HSM 656 and HSM 660)

= HSM Internship (HSM 620, HSM 622, HSM 624, HSM 626) 2

Students may apply for transfer credit using the procedure outlined below. Decisions concerning transfer of
credit should be made after admission and prior to matriculation. A student will need to submit a separate
petition for each course for which a transfer of credit is being sought.

a. The student obtains the "Petition for Transfer of Credit" from the Office of the Registrar
https://www.rushu.rush.edu/rush-experience/student-services/office-registrar/registrar-forms. The
deadline for submitting the petition shall be the end date of the registration period prior to the

2 Courses do not apply to part-time students
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semester in which the course for which the student desires to transfer credit would occur. However, if
possible, the student shall make the request at or near the start of the program to facilitate the
student’s course planning.

b. While enrolled in the HSM program, if you are planning to register for a course outside HSM and are
planning to request transfer of that course, it is strongly recommended to consult with the Academic
Advisor, Program Director - Operations, Faculty and Students, Curriculum Committee Chair, and Course
Director prior to enrolling in the course.

c. The student completes the petition and submits it accompanied by supporting documentation to the
Office of the Registrar. Supporting documentation minimally must include the course syllabus. The
Program Director - Operations, Faculty and Students shall refer the petition to the appropriate Course
Director for comment and review. It is the prerogative of the Course Director to determine the method
by which the student's petition shall be evaluated. The Course Director shall use objective measures for
determining equivalency.

d. The Course Director will recommend approval/denial of the petition to a subcommittee of the Curriculum
Committee. The subcommittee will convene or communicate by email within ten business days of the
recommendation being communicated.

e. The subcommittee’s decision on the transfer of credit shall be communicated to the student in writing,
with copies of the letter sent to the Registrar, the Course Director and the student's advisor. The
Program Director - Operations, Faculty and Students shall provide this response to the student within
ten business days after the Curriculum Committee meeting. If the petition is denied, the student shall
receive a written explanation of the reason(s) for denial. A copy of the paperwork shall be retained in
the student’s permanent file.

f. The Office of the Registrar shall provide the official communication from Rush University to the student
regarding the approval or denial of the transfer of credit and post the approved transfer of credit on the
student’s transcript.

Since this is a multiple step process, and does not guarantee approval, we ask you provide at least four weeks of
notice prior to the semester in question to allow time for registration and planning.

Independent Study

An independent study is a learning experience that is initiated and designed by a student with the assistance of
an instructor who is a member of the HSM faculty. Independent studies can be used as credit toward elective
credit hour requirements.

It is the responsibility of the student to select a faculty preceptor, and to work with that preceptor to develop
the goals and objectives of the independent study, including a description of linkages with other courses and a
bibliography. The student and preceptor jointly identify checkpoints and assessment tools to evaluate the
independent study. The instructor's responsibility is to guide the student through this learning experience and
ensure its quality.

HSM Curriculum Review Process for Independent Studies
1. The deadline for submitting a proposal shall be before the beginning of the registration period prior to the
start of the semester in which the independent study will occur. By this date, the student must:
a. Complete the Rush University Independent Study Contract Form

https://www.rushu.rush.edu/rush-experience/student-services/office-registrar/registrar-forms
(Please call the registrars for more info). In addition to information required on the form, HSM
students shall submit a cover memo and a study plan. The cover memo should provide the title of
the independent study, and the reason or reasons why the student plans to pursue it (in particular,
how the topic fits the students degree completion and learning goals.)
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The study plan must include:

= Title

= Objectives

= Timeline for completion

= Evaluation mechanism

= Bibliography (abbreviated)

= Naming of HSM faculty member
= Number of credit hours

Please note: independent study proposals are most often denied because the proposal is underspecified
(i.e. the elements above are not properly documented). Students are strongly encouraged to request a
sample, completed independent study proposal from the HSM Program Director - Operations, Faculty
and Students to use as a model in preparing their own independent study.

b. Review the Independent Study Contract with the HSM faculty member who will serve as instructor,
who must approve it before the process can continue.
c. Obtain the required signatures on the Independent Study Contract form.
d. Submit the completed form to the Program Director - Operations, Faculty and Students for review
and approval.
The proposal shall be reviewed by a subcommittee consisting of the Curriculum Committee chair the
proposed faculty preceptor, and one additional curriculum committee member. The committee shall
provide a response to the student within ten business days of submittal. Independent studies will be
approved, approved with revisions or disapproved.
Any student whose independent study is approved with revisions should resubmit the revised contract
within ten business days.
Any student whose independent study request is denied but who needs the credit to fulfill the department
requirements may register for an elective or resubmit an independent study request in the subsequent
semester.

Grading Policies

All course grades are assigned by the Course Director of a given course. Guidelines for how course grades are
determined are provided in each course’s syllabus, which is provided to students during the first week of the
class.

The following grades may be awarded:

An “A” grade, indicating performance well beyond expectations.

A “B” grade, indicating effective mastery of the course content.

A “C” grade, indicating there were one or more serious deficits in a student’s performance of the course.
A “D” grade is not awarded at the discretion of the HSM department.

A grade of “F,” indicating that the student's performance did not demonstrate sufficient mastery of the
course content for the course to be considered completed. A course with a grade of F earns no credit and
cannot be applied toward fulfillment of degree requirements. If a student is allowed to continue in the
program after receiving an “F,” they will need to repeat the course.

A grade of “P” for pass, indicating adequate performance when a course is taken on a pass/no-pass grading
scale.

A grade of “N” for no-pass, indicates inadequate performance when a course is taken on a pass/no-pass
grading scale.

The following non-credit designations may be assigned instead of a letter grade:

HSM Student Manual
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= Agrade of “I” (“Incomplete”) may be assigned by the Course Director if the student has not been able to
complete all of the requirements of the course by the end of the semester, and if the student has received
permission from the Course Director to defer completion of the unmet requirements. The Course Director
shall determine the requirements that must be met to remove the Incomplete grade and shall establish a
time within which the student shall complete the work. Under no circumstances shall the time be more than
one additional semester without approval of the Program Director - Operations, Faculty and Students.
Should completion not occur on time, the grade shall revert to an F. An Incomplete is not intended to
provide students the opportunity to remediate poor quality of work, but rather is used in circumstances
where the completion of all course requirements was not possible. Reasons for granting an Incomplete
include death in the family, serious illness, or other substantial life circumstances that are beyond the
control of the student. Upon completion of the course, the Course Director shall complete a Change of
Grade form as soon as possible and award an A, B, C, or F.

= A “W”indicates that the student withdrew from the course prior to the university-defined midterm date.

=  A“WP” (“Withdrawal Passing”) indicates that the student withdrew after the midterm date, and had been
earning a passing grade at the time of withdrawal.

=  A“WF” (“Withdrawal Failing”) indicates that the student withdrew after the midterm date, and had not
been earning a passing grade at the time of withdrawal.

= A“WN” (“Withdrawal Not-Passing”) indicates that the student withdrew after the midterm date, and had
not been earning a passing grade at the time of withdrawal.

The IDEA evaluations are a requirement for each course as listed on the syllabus. The program administrator will
send reminders to those students that have not completed all evaluations.

Students are strongly discouraged from withdrawing from a required course, as it can cause problems in
subsequent course sequencing which may delay graduation.

Enroliment. Students can enroll in the program either on a full- or a part-time basis. Full-time students typically
attend the program over two academic years (Fall, Spring terms for two years). Part-time students attend
courses at a half-time pace, for four years (Fall, and Spring terms for four years). The program must be
completed within a five-year time limit unless the student is granted a waiver by program and university
officials.

Academic Progression. All students in the Department of Health Systems Management must maintain a grade
point average of 3.0 or above (an A = 4.0) each semester to maintain satisfactory academic status.

To be eligible to graduate, a student must successfully complete all the HSM academic requirements, which
includes earning 58 semester hours of credit and achieving a cumulative grade point average of at least a 3.0.
Prior to graduation, the Student Progress and Promotion subcommittee determines if students have met the
program requirements; the subcommittee then makes a recommendation to the Program Director - Operations,
Faculty and Students, who gives final approval for the awarding of degrees.

Student progress will be discussed, as needed, at each Core Office faculty meeting. Any persistent or egregious
issues will be discussed by the Student Progress Subcommittee.

Student grievances and appeals. Student grievances and appeals are addressed following the guidelines set forth
by the College of Health Sciences in the document, “Student Academic Appeal and Grievance Procedures,”
which are available online as a link to the main College of Health Sciences page (CHS Student Grievances Policy).
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Academic Probation

A student on academic probation remains on probation until they have met the the GPA requirement and
reviewed by HSM core faculty in their Student Progress Review. If a student fails to demonstrate acceptable
performance in their course work, they may be placed on academic probation. Recommendations for
probationary status shall be communicated to the student by the Program Director or the student’s academic
advisor. The communication to the student shall state the reason(s) why the student is on probation and the
conditions that must be satisfied to be removed from probation.

The following constitute grounds for automatic academic probation:

=  Astudent's Semester GPA falls below 3.0

= Astudent’s cumulative GPA falls below 3.0

= Astudent receives an F in any course

=  Astudent withdraws from a course due to academic performance

Each student placed on academic probation must arrange a meeting with their assigned Academic Adviser
and/or the Program Director within 10 business days of the subsequent semester following notification of
probationary status, and at approximately mid-semester to review his/her progress during the semester.

After each semester has been completed, the Academic Adviser and Program Director will review the performance
of each student who has been on academic probation during the semester and recommend one of the following
courses of action:

a. Remove the student from academic probation
b. Dismiss the student from the program
c. Permit the student to continue in the program on academic probation

The recommendation will be reviewed by the Student Progress Subcommittee, who will make the final
determination concerning the most appropriate course of action.

Student Progress Subcommittee. The Student Progress and Promotion Subcommittee is convened on an as-
needed basis, whenever one or more students’ progress needs to be reviewed vis-a-vis the academic progress or
probationary guidelines set forth above. The Subcommittee is convened by the Department Chair, with
membership drawn from the HSM faculty.

DEPARTMENT OF HEALTH SYSTEMS MANAGEMENT POLICY ON ACADEMIC INTEGRITY

Health Systems Management students are responsible to both the internal and external communities for the
preparation and presentation of work that represents their individual efforts. Honorable conduct, or academic
integrity, is the highest principle of scholarship and professionalism. It rests on the assumption among all—
faculty, students and staff—that mutual trust emanates from individual responsibility. Students in the HSM
program should respect the integrity of those who make available their work either in hard copy, electronically,
or through oral presentations. All assignments submitted for a grade and exams must be original work, or in the
case of assignments, give credit to other works.

Definition

Academic dishonesty is defined as representing or attempting to represent another’s work as one’s own or
participating actively in such falsification. Examples of academic dishonesty include, but are not necessarily
restricted to: Plagiarism, cheating, facilitating academic dishonesty, and unauthorized examination behavior.
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Plagiarism

Plagiarism is the act of intentionally using material, wherever it comes from (other than material which is
common information) that is not yours, without acknowledging the source of that material. Some examples of
plagiarism include but are not limited to: (1) copying a table or figure or other information from a web site
without referencing the source; (2) rephrasing materials from another source without referencing the source;
(3) using word-for-word passages from another source without placing those passages in quotes, even if that
source is referenced.

Written Assignments

To ensure consistency in the preparation of written assignments in the HSM Program, students are required to
follow an established style format such as the American Psychological Association, Chicago Manual of Style, etc.
Failure to appropriately acknowledge the works of others regardless of the medium (e.g. video, computer
program, etc.) or failure to use quotation marks where appropriate is considered plagiarism and a violation of
this policy.

Students may choose to attend the complimentary METC sponsored Refworks session that covers multiple
methods of citing work. In addition, Rush’s LEAP program has complimentary business writing classes
throughout the year to help students who need business writing. These sessions are typically on the second
Tuesday of each month from 9am to noon. Examples of recommended classes include Clear Sentences, Writing
the Flows, Focus: Choosing & Creating It, Grammar and Proofreading, and Organizing Documents.

Other Examples of Academic Dishonesty
Besides plagiarism, other behaviors are also considered a violation of academic integrity. A few are listed as
examples, but are not meant to be all-inclusive:

= Permitting anyone to copy or duplicate your work (for example: copying computer output for your use that
another student produced).

= Providing another student’s answers during an exam or looking at another student’s responses paper during
an exam.

= Copying or downloading computer software without proper authorization.

= Using Artificial Intelligence (Al) without Instructor consent to complete coursework and exams.

= Breaking into or using university/medical center owned computer files in an unauthorized manner.

= Performing any course work (e.g., exams or assignments) of a web course for someone else or having
someone other than yourself complete your web course work.

=  Submitting the same assignment with substantively the same content for a grade in two courses of the HSM
Program without permission from the Course Directors of both courses.

= Using materials or answers hidden on one's person, personal effects, or electronic device that contains
answers for an exam without the explicit approval of the Course Director.

Procedure for Handling Charges of Academic Dishonesty

Students share with faculty the responsibility for maintaining the integrity of the educational process. Therefore,
any student who has observed the apparent violation of academic integrity has the obligation of reporting the
incident immediately to the Course Director. Failure to report an apparent violation of academic integrity also
constitutes a violation of academic integrity.

The Course Director will document the incident and request a meeting with the student(s). The Course Director
will meet with the student(s) soon after the report of the incident or the suspected incident to discuss the
apparent violation. The Course Director may impose a disciplinary action consistent with the penalties itemized
below. The Course Director shall determine the sanction for a violation in consultation with the Program
Director - Operations, Faculty and Students. The Course Director shall inform the Program Director - Operations,
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Faculty and Students and the Chairperson in writing of his/her final determination and disciplinary action, if any.
A copy of this letter shall also be sent to the student. The Course Director’s decision shall become final and
binding if not appealed by the student.

The Course Director may impose any of the following disciplinary actions:
= Having the student do the assignment/exam again.

= Giving a grade of F (or zero points) on the assignment.

= Giving a grade of F in the course, which results in academic probation.

The Chairperson may also institute disciplinary actions subsequent to the decision. These may include:
= A written warning of the consequences of academic dishonesty.
= Dismissal from the Program.

Student Appeal of Course Director’s Determination and/or Disciplinary Action

A student may appeal the Course Director’s determination and/or disciplinary action. This appeal must be made
by the student in writing with original signature and must be sent to the Chairperson within five business days of
receiving a copy of the Course Director’s written notification of determination and/or disciplinary action. The
Chairperson shall then transmit the appeal to the Student Progress Subcommittee for its consideration and
determination. Within twenty days of receiving the written appeal, the Student Progress Subcommittee shall
conduct an informal hearing, attendance at which shall be at the direction and discretion of the Committee. The
Chairperson may attend the hearing at his/her discretion. The student and Course Director must be given the
opportunity to introduce and question witnesses. Thereafter, the Committee shall consider all of the
information, documentation, and testimony provided at the hearing, and shall determine the validity of the
charge and/or the suitability of the proposed disciplinary action. The recommendation of the Committee shall
be transcribed and transmitted to the Chairperson within five days of the conclusion of the hearing. The
Department Chairperson’s decision shall be put in writing and sent to the student, Course Director, and Student
Progress and Promotion Subcommittee. If the charge is not upheld, the Chairperson shall request the Course
Director to re-evaluate any work produced related to the charge of academic dishonesty. This re-evaluation
need not result in a change of grade, but should not result in any penalty to the student due to the alleged
violation.

A student may further appeal the incident after following the procedure above to the Dean of the College of
Health Sciences with whom the final appeal should rest.

Repeated Violations of the Policy
For any second charge of violation of academic integrity that is upheld as valid, the mandatory penalty is
dismissal from the program.

Al: USAGE AND CITATION GUIDELINES
Using Al sources can be helpful for students to brainstorm, edit, translate, or generate ideas for their academic
work. However, all users should also be aware of the limitations and ethical implications of using Al sources.

Here are some tips and guidelines for using and citing Al sources in your academic work:

= Consider expectations set by each faculty for each course and/or assignment on whether and how you can
use Al sources in your assignments.

= Understand how to check the facts! Text Al sources like ChatGPT may write responses without concern for
factual accuracy. These tools do not disclose the origin of the information they provide and sometimes
completely make up information or fake source citations. Use non-Al sources to verify accuracy and to cite
those non-Al sources instead of the Al-generated content.
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= Declare your use of Al sources just as you would other references. Explain how it was used (prompts), what
source was used, etc. Cite the specific Al-generated content used, including text, images, videos, audio,

code, etc.).
=  We recommend adding to your References.

CURRICULUM
Full-Time Curriculum
Fall Semester, year one:

Course Name

Number

Semester hours

(%]

(%]

Health Care Organization 606 2 credits, 30 semester hours
Patient Experience Seminar 607 1 credit, 15 hours
Professional Seminar 610 3 credits, 45 semester hours
Human Resources Management 608 3 credits, 45 semester hours
Health Care Accounting 613 2 credits, 30 semester hours
Finance Fundamentals 614 3 credits, 45 semester hours
HSM Internship 620 1 credit, 15 hours
Total|15 credits
pring Semester, year one:
Course Name Number |Semester hours
Health Informatics 616 3 credits, 45 semester hours
Health Care Economics and Payment Systems 628 3 credits, 45 semester hours
Introduction to Biostatistics CHS 601 |2 credits, 30 semester hours
Quality, Safety & Operational Improvement in Health Care 636 4 credits, 60 semester hours
Topics in Health Systems Management 688 2 credits, 30 semester hours
HSM Internship 622 1 credit, 15 hours
Total 15 credits
Fall Semester, year two:
Course Name Number |Semester hours
Health Care Planning & Marketing 640 2 credits, 30 semester hours
Health Care Managerial Finance & Seminar 644 4 credits, 60 semester hours
Health Law & Ethics for Health Care Managers 648 3 credits, 45 semester hours
Health Policy 652 2 credits, 30 semester hours
Master’s Project | 656 3 credits, 45 semester hours
Total |14 credits
pring Semester, year two:
Course Name Number |Semester hours
Master’s Project Il 660 2 credits, 30 semester hours
Leadership in the Changing Health System 664 3 credits, 45 semester hours
Managerial Epidemiology 668 2 credits, 30 semester hours
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HSM Capstone: Strategic Management of Health Care 672 3 credits, 45 semester hours
Organizations
Topics in Health Systems Management 688 2 credits, 30 semester hours
Topics in Health Systems Management 688 2 credits, 30 semester hours
Total |14 credits
Years Total Credits
Total Year 1 30 credits
Total Year 2 28 credits
Total 58 credits
Part-Time Curriculum
Fall Semester, year one:
Course Name Number | Semester hours
Health Care Organization 606 2 credits, 30 semester hours
Professional Seminar 610 3 credits, 45 semester hours
Patient Experience Seminar 607 1 credit, 15 semester hours
Total | 6 credits
Spring Semester, year one:
Course Name Number | Semester hours
Introduction to Biostatistics 601 2 credits, 30 semester hours
Health Informatics 616 3 credits, 45 semester hours
Topics in Health Systems Management 688 2 credits, 30 semester hours
Total | 7 credits
Fall Semester, year two:
Course Name Number | Semester hours
Human Resources Management 608 3 credits, 45 semester hours
Health Care Accounting 613 2 credits, 30 semester hours
Finance Fundamentals 614 3 credits, 45 semester hours
Total | 8 credits
Spring Semester, year two:
Course Name Number | Semester hours
Health Care Economics and Payment Systems 628 3 credits, 45 semester hours
Quality, Safety & Operational Improvement in Health Care 636 4 credits, 60 semester hours
Total | 7 credits
Fall Semester, year three:
Course Name Number | Semester hours
Health Care Planning & Marketing 640 2 credits, 30 semester hours
Health Care Managerial Finance & Seminar 644 4 credits, 60 semester hours
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Health Policy 652 2 credits, 30 semester hours
Total | 8 credits
Spring Semester, year three:
Course Name Number | Semester hours
Leadership in the Changing Health System 664 3 credits, 45 semester hours
Managerial Epidemiology 668 2 credits, 30 semester hours
Topics in Health Systems Management 688 2 credits, 30 semester hours
Total | 7 credits
Fall Semester, year four:
Course Name Number | Semester hours
Health Law & Ethics for Health Care Managers 648 3 credits, 45 semester hours
Master’s Project | 656 3 credits, 45 semester hours
Total | 6 credits
Spring Semester, year four:
Course Name Number | Semester hours
Master’s Project Il 660 2 credits, 30 semester hours
HSM Capstone: Strategic Management of Health Care 672 3 credits, 30 semester hours
Organizations
Topics in Health Systems Management 688 2 credits, 30 semester hours
Total | 7 credits
Internship
HSM Part-time Internship 624 1-2 credits
HSM Part-time Internship 626 1-2 credits

Years Total Credits
Total Year 1 13 credits
Total Year 2 15 credits
Total Year 3 15 credits
Total Year 4 13 credits
Internship 2 credits
Total | 58 credits
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Executive Curriculum

Year 1: Fall Semester

Course Name Number |Credit Hours
Health Care Organization 606 2 credits
Patient Experience Seminar 607 1 credits
Professional Seminar 610 3 credits
Health Informatics 616 3 credits
Total|9 credits
Year 1: Spring Semester
Course Name Number |Credit Hours
Health Care Accounting 613 2 credits
Finance Fundamentals 614 3 credits
Health Care Economics and Payment Systems 628 3 credits
Total|8 credits
Year 1: Summer Semester
Course Name Number |Credit Hours
Introduction to Biostatistics CHS 601 |2 credits
Human Resources Management 608 3 credits
Quality, Safety & Operational Improvement in Health Care 636 4 credits
Total|9 credits
Year 2: Fall Semester
Course Name Number |Credit Hours
Health Care Managerial Finance & Seminar 644 4 credits
Health Law & Ethics for Health Care Managers 648 3 credits
Managerial Epidemiology 668 2 credits
Total|9 credits
Year 2: Spring Semester
Course Name Number |Credit Hours
Health Care Planning & Marketing 640 2 credits
Master’s Project | 656 3 credits
Health Policy 652 2 credits
Topics in Health Systems Management (elective) 688 2 credits
Total|9 credits
Year 2: Summer Semester
Course Name Number |Credit Hours
Master’s Project Il 660 2 credits
Leadership in the Changing Health System 664 3 credits
HSM Capstone: Strategic Management of Health Care 672 3 credits
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Organizations

Total|8 credits

Years Total Credits
Total Year 1 26 credits
Total Year 2 26 credits
Total 52 credits

HEALTH SYSTEMS MANAGEMENT: COURSE DESCRIPTIONS

606: Health Care Organization

This course provides an overview of the health care in the United States — covering the political, economic and
social organization of the delivery of care as well a newly emerging factor - the perspective of the

patient. Students will understand and analyze the historical evolution, the structure, the financing mechanisms,
the major provider components, performance, and how the point of view of the patient is increasingly shaping
the future direction of health care.

The course will provide students with a framework to organize knowledge of the health care system to support
further study in health services administration. Through reading, class discussions and debates, students will
gain an understanding of the major issues facing the health care system and consider alternative approaches to
improve the system.

607: Patient Experience Seminar

This seminar will introduce the patient experience, help future health care managers and leaders understand
what the patient experience means, and how patient experience can be enhanced to improve the quality of the
overall experience and quality of care. This course will introduce students to measurement and monitoring tools
designed to measure patient experience, as well as introduce techniques for listening to the “voice of

the patient” to effect positive change. Finally, this seminar will introduce and highlight “patient centered care”
and the importance of it as it relates to health care operations and outcomes.

608: Human Resources Management

This course provides an understanding of the human resource management knowledge and skills required of the
health systems manager in an environment that is constantly changing. Skills acquired include managing talent,
developing talent, engaging/motivating employees, and leadership capability.

610: Professional Seminar

The purpose of this course is to review basic professional principles in preparation for careers in health care
management. In this course, professionalism in terms of time management, project management, and written
verbal, and oral communication skills, including email and executive memo etiquette is re-enforced with helpful
tips and in-class exercises. Building upon these skills, the course will then be designed to prepare students for
employment interviews and for careers in health management. Exercises include recorded video, consulting
case studies, dining simulations and interactions with health care experts in the areas of association, consulting,
insurance, group practice, and federal government management. Students will gain confidence and competence
in networking and job search strategies.

613: Health Care Accounting

The course will provide students with the fundamentals of healthcare financial accounting and reporting needed
in healthcare leadership. This includes an overview of financial statements, transaction analysis, financial ratio
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analysis, and principles of financial reporting. Students will be able to read, understand and analyze healthcare
organization financial statements.

614: Finance Fundamentals

HSM 614 is intended to give generalist administrators the financial and accounting knowledge necessary to
manage health care organizations. This course will concentrate on corporate finance topics but touch upon prior
coursework in accounting. In addition, it will integrate corporate finance and accounting theories, institutional
knowledge of health care finance, and applications to specific problems.

616: Health Informatics

The purpose of this course is to prepare future health care executives with the knowledge and skills they need to
leverage information gathered from and processed by electronic systems. Students will learn the value of
information systems from a business and clinical perspective and then be introduced to Health Informatics, a
field concerned with the use of information technology in healthcare. Finally, students will receive an overview
of data analytics with an emphasis placed on developing students’ abilities to identify, understand, manage, and
effectively utilize electronic health care data. The course provides a good foundation for any career in health
care given the pervasiveness of information systems.

620: HSM Internship

The HSM internship requires a minimum of 440 hours of real-world work experience in a health care
organization. HSM fulltime students will almost always fulfill this requirement through part-time jobs within
Rush University Medical Center or its affiliates during their first year in the program; however, fulltime students,
under extenuating circumstances, do have the option of fulfilling the requirement through a summer internship
that they identify and secure, dependent upon departmental approval. The internship emphasizes the 10
distinguishing competencies plus the Professionalism competency contained within the full set of 26
competencies for the National Center for Healthcare Leadership; these include: accountability, achievement
orientation, leadership, collaboration, communication skills, professionalism, project management, and self-
confidence. Demonstration of behavior consistent with the Rush ICARE values is also expected. During the first
semester, data management sessions will also build upon basic and intermediate excel and access knowledge,
data management skills are further strengthened to handle real world data challenges (i.e., domain and data
understanding, data cleaning, data transformation, output generation, and creating reports and dashboards) to
facilitate decision making.

HSM 622: HSM Internship

The HSM internship requires a minimum of 440 hours of real-world work experience in a health care
organization. HSM fulltime students will almost always fulfill this requirement through part-time jobs within
Rush University Medical Center or its affiliates during their first year in the program; however, fulltime students,
under extenuating circumstances, do have the option of fulfilling the requirement through a summer internship
that they identify and secure, dependent upon departmental approval. The internship emphasizes the 10
distinguishing competencies plus the Professionalism competency contained within the full set of 26
competencies for the National Center for Healthcare Leadership; these include: accountability, achievement
orientation, leadership, collaboration, communication skills, professionalism, project management, and self-
confidence. Demonstration of behavior consistent with the Rush ICARE values is also expected.

HSM 624/626: HSM Internship (Part-Time)

The standard HSM Internship requires real world work experience in a health care organization. HSM part- time
students are almost always full-time working professionals in a health care organization. For PT students with
fulltime work experience in a health care organization, the internship experience should require the part time
student to perform duties or tasks in a highly distinguishable capacity than their current full-time role at their
employer organization. There are a number of options for part-time (PT) students, who work fulltime, to
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complete the HSM Internship degree requirement; the student’s Academic Adviser and the Internship Director
work with part-time students early in their studies to plan an approach that meets the characteristics of an
“ideal” Rush Internship and emphasizes the 10 “distinguishing competencies” plus the Professionalism
competency. Demonstration of the Rush ICARE values is also expected. During the first semester in the program,
data management sessions will also build upon basic and intermediate excel and access knowledge, data
management skills are further strengthened to handle real world data challenges (i.e., domain and data
understanding, data cleaning, data transformation, output generation, and creating reports and dashboards) to
facilitate decision making.

HSM 628: Health Care Economics and Payment Systems

This course provides students with the fundamental economic concepts and theories underpinning the health
care industry and the technical components of health care reimbursement and payment models. By the end of
the semester, students will be able to evaluate, both at a conceptual and at an analytical level, arguments about
how the markets for health care and health insurance work. This course takes a holistic look by evaluating the
perspectives of various stakeholders; the patient, provider, industry and government.

HSM 636: Quality, Safety & Operational Improvement in Health Care

This course provides students with the knowledge, skills and abilities needed to apply systems thinking,
guantitative methods, and other tools to increase the capacity for quality and operational improvements in
health care organizations. Improvement of quality, safety, operational, and financial outcomes is the main role
of the health care leader, and is a result of effective understanding and use of data and insights, and motivating
change among multi-disciplinary stakeholders. Methodologies, tools and approaches to transform data into
usable insights will be presented, including the effective use of metrics and dashboards. Students will appreciate
the utility of these for analyzing systems, improving processes, and enhancing quality and patient safety.
Empbhasis is placed on students’ abilities to work with managers and clinicians to analyze problems, identify
possible solutions, implement process improvements, and communicate with stakeholders in non-technical
terms. The course uses a combination of learning methods, including group discussion, multi- media, and
operational projects. Challenging assignments in real health care settings—such as emergency department
throughput, operating room logistics, and mortality and complication improvements —give students the
opportunity to apply what they are learning.

HSM 640: Health Care Planning & Marketing

This course develops students' understanding and appreciation of the health care planning, communications and
marketing processes. Through discussions, cases, teach back of marketing and strategic planning concepts, and
guest lecturers, topics are covered around all aspects of planning and marketing. These include frameworks for
strategic thinking and planning, consumer research, market segmentation, distribution and product strategies,
advertising and promotion, mass communications/public relations, social media, referral development and
marketing, and assessment of outcomes and effectiveness of planning and marketing efforts. As a result of this
course, students are able to discuss, assess and critically and marketing initiatives.

HSM 644: Health Care Managerial Finance & Seminar

This course moves beyond basic financial accounting to how financial information is used to manage and make
decisions. From the revenue perspective, students are expected to learn and demonstrate an understanding of
the way health care providers are paid for services based on the source of payment (Medicare, Medicaid,
managed care) and the payment methodology. From a cost perspective, cost allocation methodologies as well as
types of costs (e.g. fixed, variable, semi-variable), will be taught. Case studies, in-class exams, and team
presentations will be used to evaluate students' competencies to assemble revenue and cost information to
make strategic decisions and construct budgets and business strategies. The examples used will focus on existing
and emerging reimbursement trends that are impacting health care organizations.
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HSM 648: Health Law & Ethics for Health Care Managers

This course is designed to introduce students to the legal, regulatory and ethical landscape applicable to the
health care industry. The topics include a variety of legal and ethical issues that are relevant to the practice of
health care administration, including regulatory and business law, fraud and abuse, corporate governance, and
organizational liability. Students will also consider the ethical issues underlying the fundamental conflicts and
decisions faced by health care managers, including identifying stakeholders, defining ethical conflicts, proposing
multiple courses of action as well as the possible costs and benefits of each.

HSM 652: Health Policy

This course introduces students to the public policy and political environments that influence and shape the
manner in which health care is obtained and delivered in the United States. More specifically, this course will
examine the organization and financing of health care, politics, and the influence of Medicare and Medicaid
policies through the lens of contemporary health policy issues. In addition to conceptual discussion, the course
includes a variety of techniques to analyze and evaluate health policy decisions and their implications on health
care organizations.

HSM 656: Master’s Project |

The overall goal of this course is to integrate quantitative methods and health care management knowledge to
address a problem that is important to health care delivery, management or policy. In this course, students will
design and conduct an applied quantitative research project that results in a high quality, compelling
management report and two professional oral presentations to key stakeholders. The key components of this
course include integrating and synthesizing information from multiple sources; developing an appropriate
research question; developing an appropriate research design and analysis plan; integrating rigorous analytic
methods with data management skills to analyze data; and interpreting quantitative or qualitative results in light
of the existing literature and best practices to provide new insight for health care management or policy.

HSM 660: Master’s Project Il

The overall goal of this course is to integrate quantitative methods and health care management knowledge to
address a problem that is important to health care delivery, management or policy. In this course, students will
design and conduct an applied quantitative research project that results in a high quality, compelling
management report and two professional oral presentations to key stakeholders. The key components of this
course include integrating and synthesizing information from multiple sources; developing an appropriate
research question; developing an appropriate research design and analysis plan; integrating rigorous analytic
methods with data management skills to analyze data; and interpreting quantitative or qualitative results in light
of the existing literature and best practices to provide new insight for health care management or policy.

HSM 664: Leadership in the Changing Health System

The primary goal of this class is to enhance students’ effectiveness as healthcare leaders by expanding their
capabilities in organizational analysis and leadership generally, and within the evolving health ecosystem
specifically. The course begins by helping students develop a solid conceptual understanding of organizational
processes from a socio-technical perspective, and gain experience in using this understanding to plan successful
control systems and change efforts for individuals, teams, and organizations. The course places particular
emphasis on developing student skills in observation and reflection on individual behavior, group processes, and
systems. The course draws on organizational and behavioral theory, but emphasizes application through team-
based learning, experiential exercises and reflection. The course concludes with an emphasis on personal
leadership and lifelong learning, with a focus on helping students enhance their self-awareness concerning
strengths and development needs as they relate to their career aspirations.

HSM 668: Managerial Epidemiology
This course emphasizes managerial epidemiologic principles that health care managers use to inform strategic

HSM Student Manual 23



initiatives and to achieve optimal organizational performance, Topics include basic epidemiological principles to
understand disease, descriptive epidemiology, research designs, cost effectiveness analysis, community needs
assessment, program planning and program evaluation.

HSM 672: Capstone: Strategic Management of Health Care Organizations

This course provides students with opportunities to apply the fundamentals of strategic planning and marketing,
economics, finance, information system, and operations acquired in previous courses in the HSM curriculum to
practical problems and decisions faced by real health care organizations. Students apply techniques of
situational assessment, data analysis, strategy development and problem solving. As the capstone course for the
HSM program, students are encouraged to integrate and refine their knowledge from all sources of learning in
the HSM program to apply to business case studies. They conduct strategic analyses and develop and present
strategic recommendations consistent with the mission, vision and values of an organization under the guidance
of a teaching team of senior health care managers. The result is an improved ability to think critically, identify
strategic challenges, complete strategic analyses for different business problems, and communicate clearly.

HSM 688: Topics in Health Systems Management (elective)

Electives have been developed to accommodate the diverse educational needs of our students. Topics in Health
Systems Management provide students the opportunity to further develop their health care leadership
knowledge, skills and attitudes.

HSM-900 Independent Study
Specialized course work designed around the needs of an individual student. [Variable credit - with permission].

HSM Student Manual 24



NATIONAL CENTER FOR HEALTH CARE LEADERSHIP (NCHL) COMPETENCIES
Health Systems Management Program uses the NCHL Healthcare Leadership Competency Model, which focuses
on developing the critical competencies that health care leaders need to be successful.

FIGURE 1 | Health Leadership Competency Model 3.0

—

Action
= Competency
Domains

Enabiing
= Competency
Domains
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STUDENT INFORMATION

Student Professional and Community Service Requirement

Participation in service activities is an important attribute of the health science professional. A hallmark of
outstanding Rush students and alumni is the desire and ability to make meaningful service contributions.
Community service activities may include volunteer activities (health fairs and clinics, health education,
provision of health services to at risk or disadvantaged populations, and other outreach education or clinical
activities) and service on community boards, committees, work groups and other service activities that promote
the health and well-being of the community and its members. Professional service may include participation in
the provision of local, state, national or international activities to advance the quality, access and effectiveness
of health care services provided by allied health professionals.

Achievement of the College of Health Sciences Excellence in Service Goal is demonstrated, in part, through:
1. Student and faculty participation in community service activities
2. Student satisfaction with and appreciation for community service.
3. Students and faculty who provide leadership and support to professional associations, boards and
committees.
4. Provision of community and professional continuing education to local, national, and international
audiences.

In order to support achievement of the college’s service excellence goals and objectives, the college has
developed a professional and community service requirement for all CHS students as a part of their academic
programs.

As a requirement for program completion, each academic degree granting program will establish a minimum
service requirement for each student enrolled in the program of at least sixteen (16) contact hours of
approved professional or community service.

Examples of activities that may be used to meet this requirement include participation in community health
fairs, community health screening and/or health services, provision of community health education,
participation in approved professional service and/or continuing education activities and assistance with the
delivery of seminars, lectures, workshops and related community or professional continuing education activities.

This program requirement must be fulfilled for satisfactory course completion for at least one course in the
student’s prescribed course of studies. As an alternative, the requirement may be listed as a graduation
requirement for the program in the catalog and program handbook.

Student Advising

The focus of academic advising within the program is the facilitation of student academic progress. It is the
student responsibility to schedule a minimum of one meetings per semester. It includes, but is not limited to,
the following functions:

=  Monitoring academic progress.

= Assessment data review.

=  Primary advice about choice of elective courses.

= Helping students address academic challenges they may be facing.

= Help students identify community service opportunities.

= Writing letters of recommendation, including those needed for fellowships.

Academic advising for the MS-HSM program is provided by the core academic faculty members. Each student is



assigned an academic advisor as they enter the HSM Program. Scheduling is driven by the student and should
take place quarterly—face to face or via email. The academic advisor could also discuss other aspects of the
graduate program, including career planning, but this is to compliment, not duplicate career advising.

Student Assessment

At the end of each semester, the department will administer individual student assessment data to both the
specific student and their academic advisor. Please be aware that the student will then have to review this
assessment through an academic advising appointment.

Advisor and Advisee Responsibilities and Expectations

Meetings. Career advisors and advisees are expected to check-in at least once per semester. Typically, these
meetings should be face-to-face, and may be initiated by either the advisor or the advisee. **The expectation is
that students schedule these meetings.

Availability. If an advisee requests a meeting with their advisor, the advisor should make an effort to be
accessible to their advisees on reasonably short notice if requested. Both advisors and advisees should make a
concerted effort to honor set meeting times.

Support. Advisors agree to provide support for reasonable requests of assistance from their advisees. Examples
of reasonable requests include:

= Critiquing resumes/cover letters for positions and/or fellowships.

=  Assistance in identifying networking opportunities (e.g. referrals to other health administrators for
informational interviews).

= Assistance in preparing for job interviews (e.g. planning/preparation, ‘mock interview’ practice).

= Advice on selection of work opportunities.

Advisors should not feel obligated to honor excessive or unreasonable requests (e.g., they are not obligated to
find a job for their advisees, tutor them academically, or provide personal or financial counseling). We
encourage career advisors to contact the HSM office for suggestions about referrals if an advisee needs
assistance beyond the normal limits of the professional career advisor role.

HSM Office assistance. The Director of Student Development is responsible for the ongoing monitoring of the
professional/career advisory function. If advisors or advisees run into difficulties or would like additional
assistance or clarifications about the process, they are encouraged to contact the Director of Student
Development for this assistance.

Program monitoring. Advisees and advisors are periodically surveyed about how the advisory process is going.
The primary purpose of these surveys are continuous quality improvement as well as documentation for
accreditation purposes. Surveys are typically very brief, but participation is critical and required.

COLLEGE OF HEALTH SCIENCES POLICY FOR STUDENT SUPPORTED TRAVEL

I. Introduction

The academic programs in the College of Health Sciences (CHS) recognize the importance of students
participating in activities such as professional presentations, national, international, and state student
competitions and in fulfilling leadership roles in professional organizations. These pursuits may enrich students’
academic experiences, and they are expected among competitive academic programs. To the extent that
resources are available, the college and programs in the CHS may provide support for travel expenses related to



these activities.

This document describes the college policy related to eligibility and process for student travel which is
supported either through the College or through department/program support directly. Departments may have

separate policies related to student travel supported by philanthropic or grant funds, as long as these policies
are consistent with the main Rush travel policies.

II. Eligibility

To be eligible for financial support, student travel must meet the following criteria. For the purposes of this

document, travel expenses are those that are incurred related to the activities described above and that are in
keeping with RUSH travel guidelines.

a. Only state-wide, national, and international professional activities are eligible for travel support.

b. For professional presentations, the student must be listed as the lead (primary) author. Submission of the

presentation must have taken place while the student was enrolled at Rush. The conference program must
identify the individual as being affiliated with Rush University.

c. For professional leadership roles, the student must be the designated Rush representative of the program in
which he or she is enrolled.
d. Inall cases, the travel request must be endorsed by the student’s associate chair and/or department chair.
lll. Procedures
a.

Travel arrangements must follow Rush and CHS travel guidelines.

The request for travel support is submitted to the person in charge of the funding source (department chair,

associate chair, fund signatory, or dean). The request must be submitted at least 6 weeks in advance of the
event.

b.

Two forms must be completed: (1) CHS Student Travel Request form, which includes student name; contact
information; program name; title of presentation name, dates and location of meeting; signature of a
sponsoring faculty member; (2) The Rush Travel Authorization form plus required attachments.

Within 10 days of receipt of the request, the student will be informed by the person in charge of the funding
source (department chair, associate chair, fund signatory, or dean) as to whether the travel will be
financially supported. Depending on the availability of funds, support may be awarded fully, partially, or not
at all.

Students must also complete and submit the Rush Expense Report with required receipts within two weeks
of travel.



CONTACT INFORMATION

Department of Health Systems Management

Current location: 600 S. Paulina St.
Armour Academic Center (AAC), Suite 1044

Shital C. Shah, PhD
Professor & Chair (interim)
shital_c_shah@rush.edu
(312) 942-7926

Diane Howard, PhD
Professor
diane_m_howard@rush.edu
(312) 942-5406

Matthew DePuccio, PhD, MS
Assistant Professor
matthew_j_depuccio@rush.edu
(312) 942- 7935

Andrew Garman, PsyD
Professor
andy_n_garman@rush.edu
(312) 942-5402

Additional Contact Information
3CLAS Tech Support
AAC, Room 9th Floor

3clas@rush.edu
(312) 942-6799

Help Desk

TOB, sub-basement
help@rush.edu
(312) 942-4357

Registrar’s Office (312) 942-5681

Armour Academic Center (AAC), Room 440
Registrars_Office@Rush.edu

(312) 942-6799

Security
Atrium, First floor
(312) 942-5678

HSM STUDENT QUICK-REFERENCE GUIDE

Chien-Ching Li, PhD
Professor
chien-ching_li@rush.edu
(312) 942-7456

Kristen Smith, Ph.D., LMSW
Assistant Professor
kristen_smith@rush.edu
(312) 942- 5402

Steven Wightkin, PhD

Assistant Professor & Program Director —
Operations, Faculty and Students
steven_p_wightkin@rush.edu

(312) 942-5402

Elena Delahera

Program Manager
elena_delahera@rush.edu
(312) 942-7110

Tricia Johnson, PhD
Professor
tricia_j_johnson@rush.edu
(312) 942-7107

Student Life

Armour Academic Center (AAC), Room 984
student_life@rush.edu

(312) 942-6302

Office of Student Financial Affairs
TOB, Room 283A
(312) 942-6584

Financial Aid

AAC, Room 440
financial_aid@rush.edu
(312) 942-6256

Employee Health Services
Atrium 475
employeehealth@rush.ed
(312) 942- 5878


mailto:Shital_C_Shah@rush.edu
mailto:Diane_M_Howard@rush.edu
mailto:Matthew_J_DePuccio@rush.edu
mailto:Andy_N_Garman@rush.edu
mailto:Chien-Ching_Li@rush.edu
mailto:Kristen_Smith@rush.edu
mailto:Steven_P_Wightkin@rush.edu
mailto:Elena_Delahera@rush.edu
mailto:Tricia_J_Johnson@rush.edu
mailto:3clas@rush.edu
mailto:Registrars_Office@Rush.edu
mailto:Student_Life@rush.edu
mailto:financial_aid@rush.edu

The following summary information is provided for your quick-reference purposes. Please note that policies and
contact information can change; please refer to the Rush University website and current university student
manual for the most current information or contact the HSM department at 312-942-5402.

Parking. The Parking Garage office is open only from 8:00 am to 5:00 pm. Monday through Friday and can be
reached at 312-942-6594. It is located near the entrance to the Main Garage. The cost of a parking pass for the
various garages differ depending on the location. You will need to arrange for the parking in person and provide
them with a check for one month’s use plus the deposit.

Counseling. This service is available at no charge to all enrolled Rush students, including part-time. Call 312-942-
3687 to make an appointment. It is confidential and includes male and female counselors.

Security. Rush provides a free escort service for all on-campus locations. They can walk you to your car or
another on-campus location. This is available 24 hours/day, 7 days/week. Call 312-942-5678 (If your call is not
answered, keep calling). Theft is the biggest security issue—do not leave valuables unattended, especially in the
library. Use good judgment late at night (e.g., walk in groups, keep aware).

Bookstore. The Rush U bookstore is open from 8:30 a.m. to 5:30 p.m. Monday through Friday and from 9:30 am
to 1:00 pm on Saturdays. The Bookstore is located on the second floor at Armour Academic Center.

Rush University Catalog. You are responsible for knowing the policies and procedures contained in that
handbook. The sections on Student Services, Campus Resources and Policies and Regulations are of special
importance. Please note the university policy requiring continuous enrollment to remain an active student. If it
is necessary for you to temporarily stop taking courses, you must obtain a Leave of Absence. Please review all of
this information carefully and sign the form attesting that you have read it.

HSM Student Manual. As you can see, this HSM manual includes a variety of information about the
departmental procedures, the curriculum, the advisory process and the petition for waiver/transfer of credit,
request for special accommodations and graduation requirements. You are required to sign a form expressing
that you have received it and understand you are responsible for knowing the information contained within it.

RU Student Life Office. The student lounge is accessible through the back door via student ID at any time. The
Student Life Department offers a variety of services, including periodic raffles for sports or cultural events.

Financial Aid. Students who are taking at least 6 credit hours per quarter (which constitutes half time) are
eligible for financial assistance. Contact the Financial Aid Department at financial_aid@rush.edu or 312-942-
6256.

Health Insurance Plans. Health insurance is available to all Rush students, even if they are taking only one
credit-hour of coursework. Contact 312-942-6584 for more information.

Library. Information is available on the library home page at http://www.lib.rush.edu/library/index.html. Library
staff would be happy to discuss all of the library services with you. Students may access library resources on or
off campus. To access the materials remotely, you must obtain a proxy account at
http://www.lib.rush.edu/library/connect.html. Online applications for proxy accounts can ONLY be done on
campus. If you wish to utilize the interlibrary loan service, it likewise is necessary to apply for an interlibrary loan
account at http://www.libill.rush.edu/illiad/logon.html. Students must use their photo identification to check
out materials at the Rush University Library.

McCormick Education Technology Center (METC). Students have 24-hour access to the METC, where they are
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welcome to use the computers and other equipment. Students must use their Rush student ID to enter. The METC
has a variety of videos and educational tapes available for student use as well as student study rooms.

Outlook Account. The University will create your Outlook email account and disseminate it to you at orientation.
This email account is the primary means by which the medical center, university, course directors, and the HSM
department communicate with you; it is your responsibility to check this account regularly. You should change
your password as soon as possible and begin accessing this account — much university and departmental
information is transmitted that way, and often your fellow students will communicate with you through this
account. The URL for the student login page to use outlook is: http://webemail.rush.edu

Student Photo Identification. Each student must have a student photo identification, which should be worn
anytime the student is on Rush campus. The identification can be obtained between 8:30 a.m. and 4:30 p.m.
weekdays at the Registrar’s office, Room 440 of the Armour Academic Center. Any questions, call 312-942-5681.
This ID is necessary to gain access to the McCormick Educational Technology Center, and to gain access to the
Student Affair’s student lounge after hours.

Student Number. Your student ID is a seven-digit number and begins with two leading zeros. You will need this
number when you interact with different University offices.
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