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Course Description:
Exploration and application of management concepts necessary for effective health profession

operations.

Prerequisites and/or Corequisites:
There are no prerequisites or corequisites. The course does require that you read content, interact
with your peers, think critically, and apply knowledge in real-life scenarios.

Course Notes and Instructor Recommendations:

This course is part of the AA with a concentration in Health Professions. It is designed to provide
students with foundational knowledge for entry into healthcare programs and careers. It is
appropriate for anyone interested in this topic or field. The course may be taught online, face-to-
face, or in a blended format. We will use an online textbook that is important to your success, as

well as a variety of resources that will be available to you online and from the faculty.

Instructor Information:

Instructor Name: Glynnis Gaines

MCC Email: ggaines@mclennan.edu

Office Phone Number: 254-299-8306

Office Location: Administration Building, room 303

Office/Teacher Conference Hours: In person Tu/Th 4pm to 5pm; Zoom M/W 4pm to Spm; other

times by appointment.
Other Instruction Information:

Required Text & Materials:

This is a McLennan IncludED section. You will not need to purchase your course materials as
they are included in your course fees. Digital materials will be delivered through Brightspace.
You will need to go to the bookstore to get a course code to access the resources for this
particular course. Additional information may be found at McLennan IncludED.

Title: Umiker’s Management Skills for the New Health Care Supervisor

Author: Rachel Ellison, PhD

Edition: 8th

Publisher: Jones & Bartlett

ISBN: 9781284265248
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MCC Bookstore Website: http:/www.mclennan.edu/bookstore/

Methods of Teaching and Learning:

We will use online lectures, videos, and discussions to explore the content and concepts of this
course. There will be assignments, exams, quizzes, and other activities to assess and apply your
learning. There will be a final exam. It is important to read and prepare for each week, as well as
engage with your colleagues in the online classroom. It is important to check Brightspace
frequently and read the description for each unit.

Course Objectives and/or Competencies:

e Analyze current health care trends;

e apply health care management concepts;

e distinguish supervisor and supervisory roles;

e demonstrate management of financial and personnel operations;
e cvaluate regulatory/legal processes in health care management.

Course Attendance/Participation Guidelines:

If a student is not in attendance in accordance with the policies/guidelines of the class as outlined
in the course syllabus as of the course census date, faculty are required to drop students from
their class roster prior to certifying the respective class roster. A student’s financial aid will be
re-evaluated accordingly, and the student will only receive funding for those courses attended as
of the course census date.

Since this is an online course, your attendance will be documented through participation in a
weekly reflective discussion or short activity in D2L Brightspace. I just want to make sure we
are all doing well and staying on track with the learning! As always, you can contact me via
email, phone, Zoom, or visit in my office.

Course Outline or Schedule:

This is our expected schedule for the class. If there are any changes, I will notify you through
announcements on Brightspace. It is important to check Brightspace and read the weekly
announcements.
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Learning Unit &
Dates

Reading Assignment

Activities

Unit 1: Supervising

Week 1:
Intro to the Course

January 13-January
19

Chapter 1 in Umiker’s
Management Skills for the

New Health Care Supervisor.

Get comfortable with the course! Watch
the course orientation, intro video, and
Nurse Kit video. Take a look at the
syllabus, calendar, and additional
resources. Attendance Activity:
Complete the practice quiz by January
19 at 1159PM.

Post in the icebreaker discussion forum
by Thursday, January 16 at 1159pm and
respond to two peers by Sunday,
January 19 at 1159pm. Read your first
chapter!

Week 2:

Customer Service
& Basic
Management
Concepts

January 20-January
26

Read Chapters 2 & 3 in
Umiker.
Optional Week 2 Video

Complete Chapter 2 Case Study in the
Discussion Forum. Respond to the
prompts by Thursday, at 1159PM. Read
and respond to at least 2 peers by
Sunday at 1159pm.

Attendance Activity: Attendance Quiz
Week 2 is due by Sunday at 1159pm. I
look forward to hearing from you!

Week 3:

Policy & Law in
Healthcare
January 27-
February 2

Read Chapters 6 & 7 in
Umiker. (Skip 5 for now!)

Complete Chapter 6 Case Study in the
Discussion Forum. Respond to the
prompts by Thursday at 1159PM. Read
and respond to at least 2 peers by
Sunday at 1159pm.

Take the online quiz for chapters 6 and
7 after you have read your content (no
later than Sunday at 1159pm).
Attendance Activity: Attendance will be
counted by completion of your quiz.
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Week 4:
February 3 —
February 9

Read Chapters 11 & 12 in
Umiker.

This week, we will take our first exam
over all of the content we have covered
so far! It will be due on Sunday at
1159PM. It is timed and you have one
attempt, but you should have plenty of
time to complete. We will also have a
case study discussion. Read the case
study, respond by Thursday at 1159 PM.
There is no response to your peers
required this week. Attendance will be
counted by the completion of your
exam.

Unit 2: Leading

Week 5:
February 10 —
February 16

We are going to take our
supervisory skills and learn
more about becoming
leaders.

Read Chapter 13 in Umiker.

Watch the Video, Leadership vs.
Management, Understanding the Key
Difference. In our case study discussion
this week, we will work through a
leadership challenge together. Please
read the case study and respond by
Thursday at 1159pm.

Attendance will be counted by
completion of your initial discussion
post.

Read and respond to at least 2 peers by
Sunday at 1159pm. Let’s have a good
discussion!

Week 6

February 17 —
February 23

This week, please read
Chapters 14 and 15 in your
online textbook.

We are going to talk about how we can
support our team through coaching,
motivation, reward, and recognition.
After you read the chapters, we will
watch a video and discuss it in the
context of the chapters. Be sure to take
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the attendance quiz to see what you
have learned!

Respond to the questions in the
discussion by Thursday at 1159 PM, and
then respond to at least two of your
peers’ posts by Sunday at 1159 PM. See
you on the discussion board!

Week 7:
February 24 —
March 2

This week, we will read
Chapters 16 and 17 in the
online textbook.

We all need feedback and you will get
evaluated in school and your job (or you
should!) After you read your chapters,
go to the discussion, and watch the
video “Dr. Karen Yarrish: Poor
Performance Evaluation” and respond to
the questions by Thursday at 1159 PM.
(Refer back to Common Pitfalls and of
Performance Evaluation). Read and
respond to at least two of your peers’
posts by Sunday at 1159 PM. I look
forward to hearing from you.
Attendance this week is based on your
completion of the initial discussion.

Week 8:
March 3 — March 9

To wrap up this unit, please
read Chapters 19 and 20 in
Umiker.

We will wrap up with the unit exam and
another case study and you can use your
knowledge about performance
evaluations to help you think this
through.

The unit exam will be due on Sunday at
1159 PM. It is from content from
chapters 13-20 and you can use all of
your resources to help you. No
discussion board this week but do let me
know if you need anything! Attendance
will be based on completion of the
exam.
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SPRING BREAK!
March 10 — March
14

Have some fun and get some
rest!

Unit 3: Intro to Healthcare as an Industry

Week 9
March 17 — March
23

For the next few weeks, we
will learn a little about the
business of healthcare, which
encompasses a lot of topics.
Please read Chapter 18 in
Umiker.

We are going to watch a video about
Cultural Competency in Healthcare.
Watch the video and take some notes—
this one will require some thoughtful
answers! Please answer the questions on
the discussion board by Thursday at
1159 PM. Read and respond to at least
two of your peers’ responses by Sunday
at 1159 PM.

Week 10
March 24 — March
30

Please read chapters 21 and
25 this week.

After you read both chapters, please
complete the case study discussion. Post
your response by Thursday at 1159 PM
and read and respond to at least two of
your peers’ responses by Sunday at
1159 PM. This case study is pretty
realistic! I am interested in hearing from
you and look forward to our discussion.

Week 11
March 31 — April 6

Only one chapter! This
week, we will focus on
Chapter 26 Managed Care.

After you read Chapter 26, complete the
review question assignment by Sunday
at 1159 PM. Complete the attendance
quiz by Sunday at 1159PM.

Week 12
April 7— April 13

Wrapping up our intro study
of the healthcare industry
with Chapter 27. Great work!

We will end up this unit of study with
our unit exam. (No case study or
discussion!) The exam will cover
content from Chapters 18, 21, 25, 26,
and 27. You can use your resources and
notes. Hang in there, you are doing
great!
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Unit 4: Working with Others

Week 13
April 14 — April 20

Please read Chapter 28 and
29 in Umiker.

Complete the Daily Quiz by Thursday at
1159 PM. (I will use this for
attendance!)

Complete the Career Development Plan
Discussion by Sunday at 1159 PM. No
peer responses are necessary, but if you
would like to have a conversation, that
would be great!

Week 14
April 21 — April 27

This week, skip ahead and
read Chapters 30 and 33.

We are going to learn about
delegation and meetings, two
very important and
interesting aspects of work!

Complete the Daily Quiz by Thursday at
1159 PM.

After you read your two chapters,
complete the review question
assignment by Sunday at 1159PM.
Attendance will be counted by
completion of the review questions.

Week 15
April 28 — May 4

To start to wrap it all up, we
are going to talk about those
mad skills you need as a
supervisor and a leader. Read
Chapters 31 & 32.

This is what it’s all about—
communication! For our assignment this
week, we will complete our final case
study and discussion. Please read the
case study and respond by Thursday at
1159pm. Respond to at least two peers
by Sunday at 1159pm. Let’s see if we
can use our skills as leaders to find a
resolution. Attendance will be counted
by completion of your initial discussion.

Week 16
May 5 —May 11

This is our last week, so we
will not read anything. The
final exam will open on
Saturday, May 3 and close
on Tuesday, May 6 at
1159PM so that I can get
your grades posted in a
timely manner.

Your final exam will cover content from
our entire course. You can use any of
the resources and your notes. You must
finish this and submit by 1159 PM on
May 6. Congratulations!
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Course Grading Information:
Your grade in this course will be based on your performance in the following areas:

Grading Area Percentage of Course Grade
Daily Work 30
Assignments 30
Exams 20
Final Exam 20

Total Course Grade 100%

We will read content from our online textbook, watch some videos, and read from outside
resources. You will also complete discussions, short quizzes, case studies (usually a scenario),
and have exams over content. All of these activities are designed to help you learn and apply the
knowledge.

Late Work and Make Up Work Policies:

Typically, no make-up exams are given, but you will have ample time to complete your exams.
The goal is learn the content and be able to apply it to the real world. If you miss a deadline, you
can use your final exam grade to replace one missing exam grade. If you miss a second exam
deadline, you will receive a zero for that grade. If something comes up that is preventing you
from completing your work, please let me know! Again, I want you to learn the content, but we
have to make a plan for working through the content and the assignments to complete.

Pay attention to due dates and deadlines that are posted on the schedule and with each activity.
Read the announcements and be sure to read the information for each week on Brightspace. If
you have a question, let me know!

Student Behavioral Expectations or Conduct Policy:

Academic honesty and professional conduct are expected and will be enforced by the instructor.
Individuals who cannot conduct themselves in a professional, respectful manner will be asked to
meet with the instructor. If continued behavioral incidents occur, the student will be referred to
the compliance specialist to discuss a plan for the future.
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Rules of Netiquette for the Class
1. Use respectful language. Use respectful greetings, full sentences, signatures, and
language you would use in a professional setting.
2. No yelling please. Use all caps sparingly and appropriately.
3. Please use proper punctuation, spelling, and grammar. This is a college course. If you
need help, we have excellent resources for your writing!
4. Show grace. We don’t need the grammar police to tell us the difference between you’re
and your.
Submit your files in the right format.
Read posts first. Absorb the information and craft your response.
Think before you type.
Be kind and professional.

®© =N o

Click Here for the MCC Attendance/Absences Policy
(https://www.mclennan.edu/highlander-guide/policies.html)

Click on the link above for the college policies on attendance and absences. Your instructor may
have additional guidelines specific to this course.

10
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MCLENNAN

V COMMUNITY COLLEGE

ACADEMIC RESOURCES/POLICIES

Accommodations/ADA Statement:

Any student who is a qualified individual with a disability may request reasonable
accommodations to assist with providing equal access to educational opportunities.
Students should contact Accommodations (Disability Services) as soon as possible to
provide documentation and make necessary arrangements. Once that process is
completed, appropriate verification will be provided to the student and instructor. Please
note that instructors are not required to provide classroom accommodations to students
until appropriate verification has been provided by the Accommodations Coordinator.
For additional information, please visit www.mclennan.edu/disability

Students with questions or who require assistance with disabilities involving physical,
classroom, or testing accommodations should contact:

disabilities@mclennan.edu (254)299-8122 Room

319, Student Services

Title IX:

Title IX of the Education Amendments of 1972 is a Federal civil rights law that prohibits
discrimination on the basis of sex in educational programs and activities that receive
Federal funds. We care about your safety and value an environment where students
and instructors can successfully teach and learn together. If you or someone you know
experiences unwelcomed behavior, we are here to help. Individuals who would like to
report a Title IX incident are encouraged to immediately contact the Title IX Coordinator

at titleix@mclennan.edu or by calling, Dr. Claudette Jackson, (Accommodations/Title IX)
at (254) 299-8465.

Additionally, Title IX provides rights and protections for pregnant and newly parenting
students which can include educational accommodations such as excused absences
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and the opportunity to make up assignments and tests. Lactation spaces are also
available on campus. Please email titleix@mclennan.edu for more information.

MCC employees are mandatory reporters and must report incidents immediately to the
Title IX Coordinator. Faculty and Staff may email titleix@mclennan.edu to submit a
report.

Individuals may also contact the MCC Police Department at (254) 299-8911 or the MCC
Student Counseling Center at (254) 299-8210. The MCC Student Counseling Center is
a confidential resource for students. Any student may report sexual harassment
anonymously by visiting https://www.lighthouse-services.com

Visit McLennan’s Title IX webpage at https://www.mclennan.edul/titleix/ to learn more
about Title IX protections, reporting, and resources.

Student Support/Resources:

MCC provides a variety of services to support student success in the classroom and in
your academic pursuits to include counseling, tutors, technology help desk, advising,
financial aid, etc. A listing of these and the many other services available to our students
is available at http://www.mclennan.edu/campus-resource-guide/

Academic Support and Tutoring is here to help students with all their course-related
needs. Specializing in one-on-one tutoring, developing study skills, and effectively
writing essays. Academic Support and Tutoring can be found in the Library and main
floor of the Learning Commons. This service is available to students in person or
through Zoom. You can contact the Academic Support and Tutoring team via Zoom or
email (ast@mclennan.edu) by going to our website
(https://www.mclennan.edu/academic-support-and-tutoring/)

At our campus, we understand that students face numerous challenges beyond the
classroom. That’'s why we offer Success Coaches who are dedicated to helping you
succeed. Our coaches know that life can sometimes get in the way of your educational
goals. Through personalized meetings, Success Coaches empower you to overcome
obstacles, maximize your potential, and create a clear path to both academic and
personal success. Our Success Coaches are ready to help you achieve your dreams!
Schedule your appointment today by calling 254-299-8226 or emailing
success@mclennan.edu.
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College personnel also recognize that food, housing, and transportation are essential for
student success. If you are having trouble securing these resources and other essential
resources, we encourage you to contact the CREW - Campus Resources Education
Web by calling 254-299-8561 or emailing crew@mclennan.edu.

Paulanne’s Pantry (MCC's food pantry) provides free food by appointment to students,
faculty and staff. To schedule an appointment, go to
https://calendly.com/paulannespantry-mcc/15min.

Success Coaching Services, the CREW, and Paulanne's Pantry are located on the
second floor of the Student Services building in Success Coaching Services, suite 249.

The Student Counseling Center offers confidential mental health counseling to currently
enrolled students at no charge. Counselors are trained to help students with problems
related to personal, social, and emotional concerns. Sessions focus on short-term goals
in order to facilitate students college success and adjustment. This service is available
to students in person or through Zoom.

Make an appointment to meet with a counselor by visiting the center in the Wellness &
Fitness building, room 101, calling 254-299-8210, or emailing
counseling@mclennan.edu.

MCC Foundation Emergency Grant Fund:

Unanticipated expenses, such as car repairs, medical bills, housing, or job loss can
affect us all. Should an unexpected expense arise, the MCC Foundation has an
emergency grant fund that may be able to assist you. Please go to
https://www.mclennan.edu/foundation/scholarships-and-resources/emergencygrant.htmi
to find out more about the emergency grant. The application can be found at
https://www.mclennan.edu/foundation/scholarships-and-resources/emergencygrant.htmi

MCC Academic Integrity Statement:

Please view our Academic integrity statement for more information about academic
integrity, dishonesty, and cheating. The unauthorized use of artificial intelligence (Al) for
classwork can be a violation of the College's General Conduct Policy. Whether Al is
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authorized in a course and the parameters in which Al can be used in a course will be
outlined by each instructor.

Minimum System Requirements to Utilize MCC’s D2L |Brightspace:

Go to https://www.mclennan.edu/center-for-teaching-and-learning/Faculty-and-
StaffCommons/requirements.html for information on the minimum system requirements
needed to reliably access your courses in MCC’s D2L |Brightspace learning
management system.

Minimum Technical Skills:
Students should have basic computer skills, knowledge of word processing software,
and a basic understanding of how to use search engines and common web browsers.

Backup Plan for Technology:

In the event MCC'’s technology systems are down, you will be notified via your MCC
student email address. Please note that all assignments and activities will be due on the
date specified in the Instructor Plan, unless otherwise noted by the instructor.

Email Policy:

McLennan Community College would like to remind you of the policy
(http://www.mclennan.edu/employees/policy-manual/docs/E-XXXI-B.pdf) regarding
college email. All students, faculty, and staff are encouraged to use their McLennan
email addresses when conducting college business.

A student’s McLennan email address is the preferred email address that college
employees should use for official college information or business. Students are
expected to read and, if needed, respond in a timely manner to college emails. For more
information about your student email account, go to www.mclennan.edu/studentemail.

Instructional Uses of Email:

Faculty members can determine classroom use of email or electronic communications.
Faculty should expect and encourage students to check the college email on a regular
basis. Faculty should inform students in the course syllabus if another communication
method is to be used and of any special or unusual expectations for electronic
communications.
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If a faculty member prefers not to communicate by email with their students, it should be
reflected in the course syllabus and information should be provided for the preferred
form of communication.

Email on Mobile Devices:

The College recommends that you set up your mobile device to receive McLennan
emails. If you need assistance with set-up, you may email Helpdesk@mclennan.edu for
help.

You can find help on the McLennan website about connecting your McLennan email
account to your mobile device:

. Email Setup for iPhones and iPads

. Email Setup for Androids

Forwarding Emails:

You may forward emails that come to your McLennan address to alternate email
addresses; however, the College will not be held responsible for emails forwarded to an
alternate address that may be lost or placed in junk or spam filters.

For more helpful information about technology at MCC, go to MCC's Tech Support or
email helpdesk@mclennan.edu.

Disclaimer:

The resources and policies listed above are merely for informational purposes and are
subject to change without notice or obligation. The College reserves the right to change
policies and other requirements in compliance with State and Federal laws. The
provisions of this document do not constitute a contract.
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