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I. WHY THIS PROGRAMMf,?

In the last three decades or so the health care delivery system has been passing tbrouglr a revolutionary change due to
technological advances leading to sophistication in diagnostic and therapeutic procedures on the one hand, and a phenomenal
rise in expectation of the community on the other, therefore, there is an increase in complexity in the delivery of health care
services rrith enormous rise in cost of care. To keep pace with these changeg hospitals strould be managed more efficiently
and in a professional numner.

In view of the changing scenario requiring large number of trained administrators for hospital and health care organisation the
IGNOU and Academy of Hospital Adninisuttion (AHA) decided to launch the PGDFtrIIvf progfilmme, which aims at
imprwing knowledge, skill and competence of students by impating continued education through distance leaming mode.

After ompletion of tte PGDHHM Progranme you should be able to:

aoquire theoreticat lnowledge and develop practical skills to aply scientific aproaclr. ts-mqlage$ent d peqEle,

learn m@rn marag@inverilory mtrol. ewnomic ordqr qFarfrity (EgO), *olEqtional rc$e{rg*I,

organisational develgpment. management information svstem etc.

o plan in advanoe hsw to faoe the problems of hospital managern€nrl, learn metho& of gcbleg! solving ag{l deqisig*

@!s
o €ssess the ctgcal4n{lOLdinical nee'tq ofp4tieff carc, rmderstanding the a@inistrati@of

pBsicia'ns ard Franedical+ffienret lh \t&"u'uv 9.4/A'a- a<tc tl L*1;t--t'
. apptythe p

learn planning and desigring Eedrelphysical facil@.
learn the ginciples and pactices of health management and its interactive roles with the medical care in hospitals.

.*\- iL
use the epidemiological techniques to plan health care
services.

o learn to utilise biosratisrics in ptanninf1ecision makinf;professional services. review and in rmedico-administrative
rcsearch.

2. WHAT IS THIS PROGRAMME?

:i= : Eurs,:gssggei:;e Fe{C{eg*

This pogramme package in disance education mode is developed with the help of avai'lable technology commonly known as

rnultimedia package. The package for this progtamme consists of print material in the form of booklets called blocks and the
audirr ridec matc**!c in the fonil cf cesettes, Besirbs these lh€r* is arangement fo: telceollferences and contact sessions at
progdmme stu{ eentses. ,

Jn IGNCLI parlance; the study haurs are n'+asued in credit FJ'stfsn. One credit is egei:eleet to 30 learnfuig hows. rach theory
booklet is called a blceh *'hich consists of three 1o six chagers called units. Usu*li_v eaeh course represents 5 credits (3 for
theory plus 2 for practicdsi. The block on pmctical manual is meant for griidance f+r practicais. !i*.nce, the credit haurs
repesentedby it *dl be as mentioned agai*S the respectile courses in Subsection 2.2.

The duration of the programme is of one-year i.e. Janury to Dec€mber of a calendal vear. The priret *aterial consists of 18

thery bloclcs, 6 Practisl lvlanuals, Projeet Wodg Programme Gside and 9 Assignments. l'ou rvili receive the print mat€Fials

in two in$allme,lrts. The audiofuideo ca.ssettes developed for the progatnme n'ill be made ar.ailable at prograrurne study
cqffi iodue course €'ftinc.

o

O

O



,:.; g3s"cige=*Encffi* s€rqee€aE;,#

PGDHHM is a multimedil p?9fg: which includes print material and audio-r'idco material. It has si.r courses covenngintroduction to management ivhichlncfudes General lr,fanagement. Marugement of Human Resources. Finance. Logistics andequipment in Hospitals; also included are organisatio-n oia rur"*gr1t"nt of all senices provided in a hospital: further ilincludes health qystem manag€ment including Jpidemiolory and biosiatistics. Each 
"ourr" 

is-consioered as a separate entrt].b].itsel{ although intelrelatcd when conceptuailJ"comprehended as i.*.. 
"iirt" 

i*pilli;*rDrslrlu 
cD d ).'Pdrar' s

The programme is designed on the basis of learning lqgg required bv an average student. As mentioned abo'e" one creditrepresents 30 hours of learning. The design of the PGDHHM progri**. in terms of credit distribution of the courses isshox,n below:

Course No. Name of the Course No. of Credits
Theor-1' practical

I.
II.
III.
ry.
V.
u.

Introduction to Management-I
Introduction to Management-Il
Organisation and Management of Hospitals
Clinical" Dagnostic and Therapeutic Sen,ices
S-upport and Utititv Services and fusk Management
Heallh System Management
Project Work

2

2
2

2

2

2

2

J

J

J

3

J

3

l+t8

e,3 $*fu*mse of -Q€exe$"v

In distance education system. in addition to self-learning contact sessions are held to facilitrte the leaming proc€ss of students.In this programme. where practical component is quite Jignifi.ant" the contact sessions rvill comprise of counseling session foithe theory and practical components. For the conienience of study the rvhole duration of these sessions are divided into threespells of 7 days each. The course content that rvill be dealt in meG .p"tt, i. as follorvs:

Spell Theory Component
Course.Block

Practicals
Course.BlockUnit

m

t.t- 1.2. 1.3. 4.1.4.2
3.1,3.2

2.1,2.2" 2.3
3.3. 4.3. 5.3

5.1. 5.2.6.1.6.2.6.3

1.1.1.1.1.2.
3.-1.1" 3.-1.2. +.-t.1. +..t 2

2.1. l. 2.4.2. 2.1.3. 2.1.+. 4.4.i. -5.;1. l. 5..1.3

5.4.2. 5.1 1. 6.1. t. 6.1.2
Project Work

3. FIOW T'O STUDY?

Ji" I T&ae*r3t Craxaapeim*t*:

T'hc sludents of distancc education ,1"r.* are adult learners. Flence. the self-instructional materials are written rlith theob.;eetive and $'1e so as to nuke the reading interesting and easily understandable. A schematic representation of the dcsign ofuruls is given below to facilitate ).our access to the contents.

6



As the scheme zuggests, we have divided the units into sections for easy reading and bettel comprehension Each section is

indicated distinctly by bold capital letters and each sub-section loy relatively smaller but bold letters. The significqqt

divisions within sub-sections are in still smaller but bold letters so as to make it easier for you to see their place within sub-

sections. For prrposes of uniformity, we have employed the same scheme of divisions in wery unit throughout the

progranrme.

please start reading from the very beginning of the block i.e. Block Introduction and then go through the units' ln each unit

read the o,bjectives, introduction andthen the text. The objectives articulate briefly:

o What we have presented in the unit, and

o what we expect from you once you complete working on the unit.

The last section of each unit under the heading 'Let Us sum up' surruftrises the whole unit for purposes of recapitulation and

readv reference. we have self-check exercises under the caption 'check Your Progress' at a few places in each unit' Do not

st ipitrese exercises. The answers to these exercises are mentioned at the end of the unit'

x.3

Unit X*

X.0 Objectives
X.l Irfroduction
X2 Section I (Main Theme)

X.2.1 Sub-section I of Section 1

X.2.2 Sub-section 2 of Section I

Section 2 (MainTheme)

X.3.1 Subsection 1 of Section 2

X.1.2 Sub-sstion2 of Section2

X.m Letus SUmUP
X.n Answers to Check Your Progress

* 'X' stanOs for the serial number of the unit concerned'

what, pertape. you would do is to go throughrtre units and jot do*n importanlpoints as you read in &e space provided in the

margin ar*a r*rgt*itni nti*ttts q; tnire fo, you io twite youi ndes in. Make ycur notes as you worir throug! the

materials. This will frfp vou prepare for'the examina{hp as also i:n qssipilating the content. Besides, you will be {le to saYe

on time. Do use trr"sr"i*gi;r. Tiris x'itl trelp v* ke"p track of and assimilate what yeu have been reading in the unit,

ansrver the self+heck exercils and the assignmeni questions and easily identiS the item(s) to be clarified

we hope that we have given enough space for you to work on the self-check exercises. The purpose *{ gfrng. self'check

exercises rvill tr served-satisfactorily if you compare your answers wrth the possible ones given at the end of each unit after

having writen your answer in the biank-rp*... i* may re tempted to hnve a furtive gtance through hn*wer(s) given at

the end of the unit as soon as you come across an exercisi. But we do hope that you will overcome the temptation and turn 1o

these ans*'ers only after you write yours.

Tlrse exercises are not rneant to be submitted to us for correction or evaluation. Instea4 the exercises are to function as study

tools to help you keep on the right track as you read the units'



The units are designed in such a way that the contents of later units are based upon the contents of initial units. If you far c notunderstood or followed a unit property, please read it aganbefore reading the next one because; it may bp difncrilt to followthe later units without a proper unoersianoing of the ftJone. wherever you face problem in understanding the mntep! peasemake note of it and put that question to your counsellor dring the counseuing sissions at the psc. you-can also informallyclear your doubts whenever you come in contact with yout coriseflors at PSC-without any hesitation. you could also mail orFax your questions to the School of Health Sciencesladdress mentioned in 6.3) for ctarification. your questions would beanswered during the teleconference sessions.

The reference bools are listed for those who want to Lnow further about the subject. But for your trrpose, ir should besufficient if you have understood the contents thoroughly. Please note that all the qir"rtio* 91tto in assignments or jn term-end examination will be from the s5'llabi as mention' ' in this guide. You *x h;;;; *tir" u" assignments related to eachblock as mentioned later on.

3.2 Praeticalr Component

Every Course has practical component" the list of practical work which you wilt undertake in each course is given in block 4.
Please maintain rbcord of all the practical work before submission to your counsellor for evaluation..

3.3 Audio Video Compenent

A number of audio and video cassettes for this progatme are being prepred. A student could play the audiofuidco cassettesduring his visit to PSC or he could purchase them ano ptay at his ofr serrp. The planning of counselling ssions will also bemade in such a way that all the available audio/video cisslttes in respective coune could G shown to the students at the pSC.

3.4 Student Information System

Induction Meeting

Thein&rtion meeting will be lrcld at the beginning ofthe programme on a date suitable to the pIC and the Regional ceNfre.'on this occasion you will be informed to come tq n9 Ys9 or ttri Regonal cente as felt onverient to the organisers. you argiven orientation about the IGNou system and told about your ites ano tespoosititity *rrile undergoing tb" p$ftfr;
progmmme package.

Peer Group Informatisn System

You could make your own mrangem€nt to get inforrnation in time. one method coutd be to establish tele@onic link amongstthe batch mates. Two to three of you having easy access qo PIC orRegional centre could collect u@ted inforrmtion regardingthe ;ohedules of various activities like spells, teleconferencing d'y special event etc. These students in arn could passinforrration to another set of students staying nearlry lsay, eiitr tit" *rpo*iuitittv ioli students). These students passinformation to another set of stu&nts Thug ina strortdralon and incuri* negigrute eq)ense, the information could reachto eyery stu&nt in time.

Infomation hyPIC
The Plogramme In-charge-fPlC) is provided inforrnation on different activities either by ArIA or Regional Centre or by theSchool. PIC in tum also inforars you about the relevant activities by post.

Infomation through Teleconference

lonrc of the important annormcements like the schedule of next teleconfercnce are made dudng teleconferences. However lhisinformation is also sent to you by post through the Regional Centre/plC as the case *y t".

Information from Headquarters

tnformation on evaluation and rr:aierial clistribution goes directly from the respective divisions located at head quarters. you
todd alg communicate directly to these divisions. Addresses of important divisions and the School is given in thisProgramme Grride (Sub-section 6.2). However. in case of any problem- you could inform to the Regiona Cenfelpic as ttre
casc rnay be.



3.5 Student Responsibility
Travel and Stay in Relation to Programme

The admission fee covers only the expenses towards study material, counselling practical activities at PSC, evaluation and
certification. Hence, cost towards your stay and travel in relation to the programme during the practical spellg including fietd
visits, evaluation" teleconfercnce etc. has to be bornp by vou. So, you could pool your money and tike help of the
PlC/Regional Centre in arraneing the vehicles, stay etc

Log-book Meintenene

You will prepare yoru own log-bools. The subject headings and the number of cases.to berpracticed for each skill are

mentiond in the respective p'ractical manual. Each of the records maintained at PSC should be sigted by the respective

counsellors.

Attendance in Spelts

The aftendance to contact programmes is compulsory. Howwer, you have the opion to complete them over 3 years.

Certilicate from PSC Counsellor

You will have to attach the certificate of completion of practicals at PSC while applying for the term€nd prractical

examination. You could retain a xerox copy of these certificates for future use.

Timely Submission of Assignments :

There are two sets of dates for zubmission of assignments at PSC. If the assignments are not subnited in the time limit as

mer[iond in the assignmentg and you apr in the termqd theory oraminatioq ttrcn the tern-€nd tb€ory result of the
particular subjects will not be considered In that situatioq you will have to appear for the theory papers apin

filling of Term-end Examination Form

You will have to frll up theory and practical term-end examination form separately and submit them to the Director, SR&ED
and PIC respectivety as mentioned in this Programme Guide. The last date for submitting the theory examination form to the

Director, SR&ED is March 3llSeptember 30 for the June/December examination But for prrtical examination, last
date of submitting the fom to PIC is Ncvember 7.

Invalid Registration

Even after completing the pogramme, your regi$ration coutd be declared ils invalid at the time of announcing the resrlt. The
reason could be one or more of the following:

. You have appeared inthe examinationwithout registration

o Yourregistrationperiodhas expired

. Your registration details are not forwarded from the concenred Regional Centre to the SR&E division

o You were not eligible for registration for the particular prognmme/coune.

Hence, you should first clreck the details from fhe respective Regional Centre before 4poaching to the head quarters.

4. ESOW WILL THE PROGRAh{ME RIIN?

4.1 Infrastructure for Implementation

The programme will be implemented though a network of health infxastructure all over Inda IGNGJ Ms 22 Regional

Centres (RCs) which are directly responsible for the programme-relatd activities of th$ region. Appendix tr mentions the
jurisdiction of each of the regional centres. The head quartos (see Figl) has nine schools looking after the acadenic
components and several divisions for adminisbative component.

9



The SOHS is responsible for the curriculum design, piogramme developrnent as well as framing the guidetines for variousaspects of the implementation process in consuttation wi* the concemed divisions. Besides it will $9 monrtoring theprogramme to ensure'h: qutity training. The-SR&ED is responsible for adnissiotr or sruo"rrts, mainte'nance oiprogr"oreports and evaluation (both concu-nent and end-assessment) including the certification. computer division possesses the

MPDD SR&ED COMPUTER

WORK PIJACE

RIISAC = Regional Healtli Sciences Advisory Committee, SOHS = School of Health Sciences,
S\{ED = Student Registration and Evaluation Division, RSD = Regional Services Division,
MPDD = Material production and Distribution Division

Fig.l
studerfi data to provide address label of studentlfgt 

$espatch of study materials and correspondence with students. MpDD isresponsible for despatch of print materials. RSD is-the ioordinating dirririor, between ae rieao quarter and perip*reral set up.so most of the information from regional director will go to heal q;;r only through RSD.
The contact session r'vill te-conducfed ttnotgh the eqrme[ors identified at hograrnme shdy centres gscs). The pscs areidentified by IGNOU and AIIA for this progim*e.
At Psc you will do the practicals ab allotted- Y* 1ill also get an opportuniry to clearyour doubts at the psc. you will beable to do more practicals/practic€ at youl own workplace. itre Iist'e,ipsc nientionea il;ppe"* I is limited- More pscs

HEAD QUARTER

PERIPHERAL STRUCTURE

r REGIONAL DIRECTOR

*
PROGRAMME STUDY

CENTRE

*
SKILL DEVELOPMENT

CENTRE

l0



are in the process of activatron and the centre/name of instrtuuon where pSCs are located will be intfunated as and when thesame are aclivated.

work place is the set rp where you work nornratly i.e- hospitaunursrng rrorne/diqpensary 
-1 . o, any other health set up inprivate/government sector' If therequisites in termi or**tit aooG tl'p"r of patients *c a"niti", to perform the expectedpracticals are not available at the normal place of your r"rt,ib" y* are at liberry to seleci a ptace where you courd work tofulfil the requirements for your practicd;fiyities: -

For slate lnel monitoring of the prograrnme, Regional Health scienoes Advisory cgnmifiee (RHSAC) is formed in eachregion wherwer a Regional cenG islocated- Thi members oi rrr" **-iure inctuoe'birector, Health sernices (DHS) andDirector' Medical Eduga]io-n (Dt!ffi) of respective 
{ates, progra;e-in-clrarge 

"f "la;;;.r. study centres (pscs},Director school of Health 
lci9ncCI (soHs), Regional consultait *irr" Regional Director ortcuou. This commirtee willhelp ro"identify and solve the rmplementationpribt"., ortn"-ffi-*u help towards recognition of the pogramme by thestate.

i$.? Fs:ilcsioFas *f'Frograxxtxlre Steldy Cenfre i:

Presently' ten Programme Studv centres have been identified for implementation of the PGDHHM progiamme. Each psc wdlhave the followrng major functions: 
€'r'v'uvr^suv. wr ure r\il'''r

Counselling

Face to face contact between teacher and the student is provided to clarifo doubts arising out of the study materials. Eachtheory counselling session rn{rt be oftwo and harf-hour duration.

a

a

a

a.

a

a

How can the counsellors help ybu at pSC?

Take theory counselling in respective subjects.
Demonstate practical activities to the students attached to hirnlher.
Evaluate assignments and provide feedback.
Participate in teleconferencing if required.

Evaluate records/projects of practical components of respective courses.
Ensure your learning and gaining proficienry in respective disciplines.

Evaluation of Assigaments

You will be given assignments having long- short- problem based, including multiple choice. The counsellors at vourprognmrme study centre will evaluate them and return tb you for feedbach

Library
There u{ll be availabiuty of relevant course nnterialq reference books (where feasible) as *ggested for fi*ther reading andaudio video materials related to the programmes run by ttre programme study centre.

[:ilHtff?f hffi#:l|*" facilitv at rhe Institution to which the prosrarnme srudy centre is atrached. please use yo,ar

Interaction with Fellow Students
You get an opportunity tointeract with your peer groups and other students that coqld help you to overcome the problemsfaced by a distant learner. You can overcome tir" r""ring oruemj isoraied from other students.

Tehconference

In some of the programme study centres teleconference 
.fugilig is provided which is linlcd with the head quarter. At otherplaces y'ou ortl be attaclred to the nearest centre hsving tur ruciiity. '--

ll



..3+ ffrogr**rffib s&*sles
You will be provided the schedule of counselling E your progmmme-in-chargc. For synchronising the gBining in theory andpractical components, all the PSCs will try to con-duct-the *"tu'"t sessions within ttre time fiame mentioned below:

lst spell 
.. 
: Ivfarch-Apdl

.2ndspell : June-July

3rd spell : September-October

Each spell will be of 7 days duratio4 wherever, the spell is linked with the teleconferencing the spell would be of eight daysduration.

4"4 Arrangement of Contact Sessions
Theory

LectBre discussion on relelant impottant topics will be leld for part of each day throughout the programme. These sessionsaim at clearing your doubts in the respective subject that you 
"6rne 

ucro.* wtrite rei&ng trre'ufits. vo* ,ioic *.,prepared to these sessions so that you could be benefited the most.

Visit
This will cover visit to related areas of the HoqpltaVdeparfinent followed by discussion as arranged by the Counsellor.

Practical

The practical related to.the qpells will be cgmpreted by the students at their workplace and submitted to the counLllor on tlrefirst day of contact session. These practicals will be diicussed during the contact prog"**".-
Project Work
The students are required to select a to'pic for project work in consultation with the programme In-charge/counsellor, well inadvance so that the same could be $$nnitred tothi programme in+harge during 3ta qp"li not Iaer tran lsflr Nsvember.

At the end of the third spell, the P$C coupsellor will sign on the completion certificate that is essential to make you eligible toappear in the term-end examination

4.q Afiendanee

Atten$ing all the 
'p"lt^T:gmpulsory i.e- you will be allowd to agrear in the e:ramination only after completion ofattendance at all the three srrells.

4.6 T*{econferdncins

rt is a two-way audio agt ogurar video system where yot can see the teachers over television screen and interact wirh themby using the telephone/Fax The teleconferencing sessions will be planned as per feasibility and attempts will be made to link
Fq* -atti"g the practical sPQtIs so as to lnve more participation. Even ir trri speils ano-'ae tetecorrrerence sessions arc notlink94 you can visit to your lnearest sfudy centre of IGNou lappeooi" uo r,uing t ir ra"iuty and attend to the teleconfenlncesessions of PGDHHM piogramme. Please cvfiad your n$anal Diredor ti n o* ab,ird your nqtest teleconferenefat@

ln thgse sessions zubject experts will be **.t, deat on variols sugject arcas as marked for that sqsion While &ling withthe theory componenl, princrpleslconcepls dealt in different Enits urii be highlighted and G questions inose by you will beanswered with the help of examples so that you will be able to practice nose pririciptrt *a rinr-trr.*i" p*J*j""#",t *
In the practical component- attemfls will be made to get video clips of fiire to ten minutes and generate discussion. Att€mptswill also be made to sirnulate question answer sessionJseminars ila plannd way

t2



As the teleconferences are being linked with the practical sessions, a good amount of participation is expected. The important

sessions of the teleconference will be recorded wherever possible and be used for training as and when required.

The teleconference sessions as mentioned above will be repeated in the subsequent months as per the availability of time and

the need of the students. The exuct tlete of leleconference would be intimuted lo the Regional Director snd ilrc Programnte'

in-charye about one monrh aheud of the schedule. Hence, you could keep touch vtitlt your PIC for updale informatian.

Attempts will be made to hold teleconference once in every month. You coukl muil your query in advancb to the Ditector,

Schoo,l of Heutth Sciences, IGNOII, Maidsn Garhi, IYew Delhi-I t0 068 or Fux in 9l 011 6968935 so thut tlrc same could be

discusse-rl in the next possible session, You coultl also give suggestions on teleconferencing for its improvement.

Ff,OW WILL VOU tsE EVALUATEI}?

In Indira Gandhi National Open Universiry (IGNOU), every course is considered as an independent unit. However' the six

courses of pGDHHM programme are arranged into three papers i.e, I, II and lll (Sub-section 2.3). Hence every step of

evaluation will follow this paper pattern.

Evaluation will be made both concurrent (internal assessment) and at the end (end-assessment). Tleory and Practical

components will be evaluated separately. In both the theory and practical, the weightage of the internal assessment will be

30o/o and that of the end-assessment will be 70oh. Student will be declared successful in theory and practical only if he/she

scores 50%o marks in aggregate combining the internal and terrn-end assessment. He/She should obtain atleast 40%o mar"ks

separately in concurrent and term-end evaluation ofeach paper'

5.i llistribution of Marks
Each paper will have i 00 marks for theory and 50 marks for practical'

Course Group-wise Distributiqn of Marks

Theorv Practical Grand :fot3l

30 (12)

30 (r2)
3: ('2)

70 (28)

70 (28)

1: 
ou'

100 (50)

100 (50)

r00 (50)

15 (6)

.15 (6)

1s (6).

Total

150 (75)

s0 (25)

I 50 (75)

ment Terrn-end Total Internal 'Ierm-end

PGDHHM-I (Course l&2)
PGDHHM-Il (Course 4&5)

PGDHHM-lll (Course 3&6)

Practical

Proiect Work
Viva-voce

r05 (42)

50 (25)

1 50 (75)

100

r00

100

150

50

150

Total 300 (150) 45 (r8) 305 i50 (175) 650

The marks in brackets indicate minimum pass marks'

5,2 Method af Evaluation

5.2.1 Internal Assessment of Theory component {Assignments)

In IGNOU, the internal assessment for theory is carried out by providing you o:te assignment fbr every twO theory blocks.

These assignments are question papers that you will answer at your own place by referring your blocks. For the Pclll-{HM
programmE, ycu will hive to do three assignments for .each of the three papers-I, il, III (each paper corxprising c,f tlvo

couises). Thus, for each group ofcourses you will have-to work up three assignments and secure an aggregate ofat least 12

marks to pass the pup.rrluttignment component). If oire fails to secure 12 m4rks, helshe rviil have to repeal all the lhree

assignments" The last date of submission of assignments will be as mentioned against each assignment.

All the assignments are to be hand written and submitted within a iime fiame as mentioned in the assigr.rments. Submis-qicrr of
assignmentJis a pre-requisite for appearing in theoryexamination. lfsomeoneappearsintheterm-endtheoryexamiiiirtion

21090
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without submitting the respective assignments, his/her term+nd theory examination for that paper will be considered as nulland void and the student will have to rJupp"a, in the term-ena tr,eo.y e*a.ination.

Submision of Assignments

You must submit your assignments according to the schedule indicated in the assignment itself. The universify/programmeIn-charge has the right.to reject the assignirents received after the due date. you are, therefore, advised to submit theassignments before the due date' Last date-for submission of all the assignments l, octoue. iJ uno March 3l respectively forthose appearing in December/June examinations. As new assignment does not t."u.n Jt," s-tudents in time, submission ofresponses to previous academic year's assignment questions williemain valid up to March it orn"xt year. Hence there will betwo sets of last dates for submitting assignments as menrir:ned below; 
-

Last Date of Submission of Assignments

Name of Assignment Last Date for December Examination Last Date for June Examination

Assignment No. 1,4 and 7 May l5 September 30

Assignment No. 2. 5 and 8 August l6 December 3l

Assignment No. 3, 6 and 9 October 15 March 3 I of next year

5.2,2 Term-end Theory Examination

Term-end examination for theory will be held twice in ayear i.e. in the month of June and December. There will be 3 papers of70 marks each' Each paper will cover two courses. The student should fulfil the foll;;ing conditions to appear for theexamination:

Should have submitted answers to all assignments.

shoLrld have obtained at least 40 per cent marki in assignments as indicated in sub-section 5.1.

The six courses are grouped into tt,r.. papers as below:

You could appear in all or any one of the three theory papers at a time. For appearing in the theory term-end examination, youshould fulJil two requisites,.i.e. liliing up the farm in'tme 6erer efpendix v) and timely submission of assignmenls relatedto that theory paper or the papeii that'you want to appear. 
rvrrsr^ r 't 4"v "rrtct! 11

' To make you eligible' s||u wilt hnve to Jitt up and submit in time the term-end examinstion form asmentioned in Appendixv' Please note that noseparate form is required for this p*por. unJ-the last date for ruurnirrrn of the form is atways strictlyadhered to' You should xirox the rorm given in Appendix v'uoo nli it and, submit to the ;it;dor, sR&EDas mentioned in thei' fo*n' Please do not tear the form froil the rrogiamme culo. u, you ruy require it in future. The examination schedule
*a 

commonlv known as Dute sheet isr.nt lo n.gro;i;;;;;"r";;H;i at leasi 5 months io uouun"..

Theory examination will be conducted at some selected study centres (Appendix IX). If five or more PGDHHIu students giveoption of a study centre for appdari'g in the thepry term-end, then question pupr* could be made available in that centreprovided the study centre is identified for concluction of rGN6u irrr-.no examination for that session. However, the finalallotment of theory examination centre will be made by SR;ED inJwirt be intimated to you.

Subject (Courses covering paper)

Course-I and Course-II AS-I, AS-2, AS-5
Course-IV and Course-V AS-4, AS-7, AS-8

Paper-III Course-III and Course-Vl AS-3, AS-6, AS-9
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5.2.3 Internal Assessment of Practical Component

Like the theory component, the practical will have 30o/o werglntzge from intemal assessment The internal assessment of the
practical component will be done by the counsellors located at the PSC. There are no formal question Fpefs to assess this
component. Tlre counsellors will make a subjective assessment of your understanding and performance by the end of the,
respective spell.

The marts on internal assessment pill be given by the PSC counsellors in a profornra provided for each spell (Appendix )CI).
This proforma will be handed over by the respective PSC counsellors to the programme in+harge as soon as you complete all
the practicals under lhem.

Passhg in intemal assessment of the prac,tical is a prerequisite for appearing in the Term-ud PraAiaat samindion A
student will hal'e to secure at least 40% marks in Practical Assessment to be declared as pass in intemal assessment

component. If a shrdetr fails to secure pass malks, he/she will have io rqeA all the practical activities of related papers.

5.2.4 Term-end Practical Exemination
For term.end practical examinatioq there will be one inf€mal and two extemal examiners. The internal examiner wilt be from
the same pnogramme study centre and the external examiners will be the counsellors from IGNOU programme study centres
(for PGDHHM Programme) of other states. Their rulmes will be decided b'y SR&ED in consrdtation with the School. An
observer from IGNOU will also be present. The practical term-end examination will be held only onse $ yeu i"e. in the nronh
of NovemberlDecember.

The examination pateni will be uniform in the whole counbry. You will be given long and short eses, alongwith short
exercises/spots and there will be a viva.

You will appear in the tenn-end examination of praetical component at your progromme stady centre. For makingyou eligible
for appearing in the examiriation, you will have to fill up a form as shown in Appendir M. Please note that this practiwlform
a'iil be deposited with your programme in-charge. Your Programrne in-charge will inform you about the sc?redule of J'our
examination of practical component.

You could appear for the practical term-end examination in all or any one of the three papers. For appeartng in the pradical
term<nd qonindion, you shouldfulfiI thefollm'ing three requisites:

r Attend all the three practical spelts at PSC (related to the papers 1'ou want to appear) and complete all tlre activities
(related to the papers you want to appear). The completion certificate signed by respective counsellors is to be submified

as apoof.

' Fill up the pracdcal term-end form in time and submit to the programme in-charge {refer Appendix VI).

o Pass in the pnactical intental assessment.

6, .MAY I HELP YOU?

As discu-ssed earlis, the programrne imp$em*nktion is made b3' a team effart. Dill*:e!$. dh'isions of IGNOU look after

different eompen€,l?l$ of this implementatic"n proeess. Anv naissing link could create hurdles. Hence" if you as a distant learner

face any prcblenr, please follow the guideti*es as mentionedbelow.

i-:"E e-.'$a**.g+ r3f :x.$ri.v*ss

If your address gets changad, please xerox and fill up the form mentioned in Appendix VII and rnail to the Adrrdnisfralrve

OfEcer,ComprterDivision,IGNOU,'MaidanCarhi.NervDelhi-ll0068,Yournewaddresswillb€takencare.

Similarly, if a student gets transferred to anelher state, his PSC wili not be changed-

In no sitration a programme study centre will have 30-40 students in a bateh.'Hence,. no ehange of Programme Stwdy teva{te

wMbepanixed.
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You will receive all the print materials in one instaliment at the beginning of the session. It will reach at your correspondenceaddress by post' If it does not.reach you by January end or uny .oiopon.nt is missing, please write in the form mentioned inAppendix III' Please xerox this appindix, fill and send to MPDD. in addition, yor"roura urso contact your programme-in-charge to solve your problem. The materials that you will receive are as follows:

Course Code Materials to be Received by the Students

PGDHHM-1(Course I &2)

PCDHHM-2(Course4&5)

PGDHHM-3(Course3&6)

1,2,3 and 4

1,2,3 and 4

1,2.3 and 4
1.2,3 and 4

1,2,3 and 4

1,2,3and4

PGDHHM/AS- i, PGDHHM/AS-2
PGDHHMiAS.5

PGDHHM/AS-3, PGDHHM/AS-7
PGDHHM/AS.S

PGDHHM/AS-4, PGDHF{M/AS.6

PGDHHM/AS-9

tu"3 cEranri*! cf il*mrgres$ies€i{i}rs sc}d Aa'Er{r*sses

Sl. No. Purpose Addresses Contact numbers

1 Admission, Re-registration,
Examination centres, Results,
Evaluation of Assignments,
Change ofaddress

Director (SR&ED)
Indira Gandhi National Open UniversiW
Maidan Garhi, New Delhi-l l0 068

Tel.: 011-26857082
Fax: 01 1-26868429
e-mail: igsre[a::en. nic. in

.reo_G,g1c1L^E.1n

2 New assignments, Non-receipt
of study materiais, purchase of
study materials, etc.

I Director (MPDD)
Indira Gandhi National Open Universiry
Maidan Garhi, New Delhi-l l0 069

Director (SOHS)
Indira Gandhi National Open University
Maidan Garhi, New Delhi-l l0 068

Tdl.: 01 l-26962450
Fax; 01 1-26855083
e-mail: mpddGren_._nic " rnqeqge!s!l@

J. Academic matters
Tel.: 011-26857078
Fax: 0l 1-26968935
e-mail: ...l sCai_qnou. :,.. i rr

.4 Teleconferencg, Audio
conference, Purchase of Audio-
video, etc.

Director (EMPC)
Indira Gandhi National Open University
Maidan Garhi, New Delhi-110 06g

0lt-26868299
011-26857079

Tel.
Fax

tf you still find any problem, /ou €flil contact the student Services centre, IGNou, Maidan Garhi, New Delhi-6g,Telephone No. 2685921 4,261llt69,265llgl0, e-mail: ssc@ignou*ac.in. you can also enquire regarding examinationsat Phone No' 26856743 and regarding Evaluation of AssigrilJnt, ut phone No.26g6g427.

Usually the programme-in-charge will be able to answer all your queries. you can arso solve your probrem by contacting therespective divisions or persons in the addresses mentioned atove. If after alltles.; t;.;;;;;;problem stilr remains unsorved,please rvrite to the Sehool of Health Sciences. This is also shown schematically below in Fig.2.
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6.4 Assignme*€s
Whenever you receive a set of assignments, check them immediately and ask for missing pages, if any, from Joint Regstrar,

I\,{at€rial Production and Disfibnrtion Division, IGNOU, Maidan Garfti, New Delhi-110 068 (Appendix ltr) or the programme

in-clrarge of your programme study centre.
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The assignment responses should be complete in all respects. Before submission you should ensure that you have answered all

the quesiions in all assignments. lniomplete answer sheets bring you'poor marks. Please leave sufficient margin (about 5 cm)

on the answer sheet so that the counsellor could write his comments there.

you must submit your assignments according to the schedule indicated in the assignment itself. The University/programmein-

charge has the rigirt to reject the assignments received after the due date. You are, therefore, advised to submit the assignments

befoie the due date. Last date for submission of all the assignments is October 15 and March 30 respectively for those

appearing in December/June examinations. As new assignment does not reach the students in time, submission of responses to

pievious*academic year's assignment questions will remain valid up to March 3 I of next year. Hence there will be two sets of
last dates for submitting assignments as mentioned below:

Last Date of Submission of Assignments

Name of Assignment Last Date for December Examination Last Date for June Examination

Assignment No. l, 4 and 7 May 15 September 30

Assignment No. 2, 5 and 8 August l6 December 3l

Assignment No. 3, 6 and 9 October 15 March 3l of next year

The students repeating the assignments or the students of previous batches working on new assignments could submit all the

assignments on any earlY date.

The main purpose of assignments is to test your comprehension of the learning material you receive from us and also 10 help

you get thiough the courses by providing feedback to you. The information given in the printed course materials should be

sufficient for answering the assignments'

Try to write the assignments in your own style and give suitable examples wherever necessary. This will help you to get good

mirks. Note that every year, a new set of assignments is prepared. If you have not been able to submit all the assignments

within the one-year time frame of your admission, then ask for fresh assignments in the proforma enclosed in Appendix IV.

Suhmit your aisignments to yoar prcgramme in-charge. You will be provided feedback on the assignments usually within

one to two months of submission.

please note that re-evsluation of assignments is not done. However recounting of marks is carried out on receipt

application from the students. Every assignment has a Code Number. The evaluation marks of assignments is maintained

the programme in-charge who in tuin senJs it to Director, SR&ED for computerisation.

6.5 Term-end Examination

you could appear in all or any one of the three theory papers at a time. For appearing in the theory term-end examination, you

shouldfulfti two rcquisites, i.e. ft.tling up the form in time (refer Appendix V) and timely suhmission of ossignmenls related

to that theory paper or the papers that you want to appear.

Similarly, you could appear for the practical term-end examination in all or any one of the three papers. For appearing in the

practical term-end examination, you should fuliil the following lhree requisiles:

o Attend all the three practical spells at PSC (related to the courses you want to appear). The completion certificate signed

by respectiye counsellors is to be submitted as a proof.

o Fill up the practical term-end form in time and submit to the programme-in-charge (refer Appendix VI).

o Submit the log-books of the coirrses you want to appear. If you want to appear in Course 6, then the project report is also

to be submitted,

PIeaSe note thut appearing in'theory paper is not a prerequisitefor appeafin! in practlcal component So, you can clear any

ofthe theory/practical papers tha1 youfeel qre prepared lo appear and keep lhat to your credit

Examination date sheet (schedule which indicateq the date and time of examination ..for each course) is sent to all the

Programme Study Centres approximately 5 months in advance. The same is also notified through IGNOU Newsletter from

of
by

l8



time to time. Normally, the date-sheet for December examinations is sent in the- ponth of July and for June examinations in
the monthof lantwry.

It is an essential perequisite for you to submit the examination form for Aking examination in any paper. Copies of the
examination fotus are available at Progranme Study CenaeslRegional CentreslEvaluation Division at the Headquarers. A
copy is also enclosed here at Appendi* V in this Programme Guide. You can take photocopy of this form and use ii Onty
one form is to be submitted for all the oonrses in one term-end oramination. Fill up forms for theory and practical temr-end
examinalion seprately as mentisned in App€ndx V and VI. Thre is no sepordefeefor amninations. But, if you sutrnit the
form lale, ttrot l,U" f* of Rs.fOO/- will be charged

The fld-itr thury sntiaotion form is to be saffied b drc Dbdor (SR&ED), fndirq Gandhi Ndional Open
Aniverxill, tltdi@ Gr,hi, Neos DeIhi-II0 068. The last date for nrbmission sf examination forms is 30th Septornber frr
e:raminations to be held in December and 3lst March for examinations to be held in June. Examination forms received at the
Headqua*ers after lb last dare shall $rictty be rejected

nfter rya*ving tbe ffr€ort enamimtion form from you, the university will send intimation slip to you before tle
comrencerent of exarrinatiurs- If you & trot receive fte intimdion slip 15 days before the commencement of examinatiory
yo$ may conbct your Rogranme Sftdy Cenftnegional CentrelEvaludion Division at Headquarters. If your name is
registercd for ocaminations in the list sent to the Programme Study Centre, even if you have not received intirnation slip or
misplaced the intimation slip, you could take the qramination by showing your Identity Card (Student Card) to the
$ramiaation €nfie sryerintendmt

As menlim€d earlier, normally your PSC will be &e centne for your pactical term-md exa+imtion However, if less tbn six
stu&nts from a PSC fiIl rp &e form for appearing in the factical t€rrn.end exannimtior4 then practical examination will not
be held at that centre for that year. However, the students uanting to qpear in that year will be given lhe option to appear in
any of the other PSCs convenient to the4 where examination would be conducted in that year.

Yorr urolnent numbs k your RolI Numberfor unrinotims. Be careful in writing it. Aty mistake in writittg the Roll
Number will result in non*claration of your result

,1. KNOW SYLId,BI OF YOUR COUTISES

COURSE 1 INTR.ODUCTION TO MANAGEMENT.T

Btock I General Management

Unit I Principles of Mamgement
Vfritz Functions ofManaganent
Unit3 ManagementTechnQues
Unit 4 Organisdion Structure adDesign

Block 2 Human Resource Planning

Unit I HumanResourcePlanning
Vnit2 Reemitmen! Sel€ction andlndrction
Unit3 TrainfugandDevelopment
Unit4 Communicdion

Block 3 Human Resource Management

Unit I Motivation
Unit2 kadenhip
Unit 3 UnionandlvlanagementRelations
Unit4 Waecsandsatary Adninisaadoo
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Block 4 Practical Manual

Unit I Human Resource DeveloPment
Unit 2 Decision Making

Case Studies

C#{TRSF' : &qTR.G&UC?-E*N TS MA}{AGEryTENT.ET

Block 1 Financiat ivianagement

Unit I Accounting Concepts and Application
Unit 2 Understanding Cost and their Behaviour

Unit 3 Budgeting
{Jnit 4 Financial Control

Block 2 Marketing And Health Economics

Unit I Marketing of dealth Care Senrices

Unit 2 Pricing of Services

Unit 3 HealthEconomics

Block 3 Essentials Of Logistics And Equipment Management

Unit I Logistic Management

Unit 2 Inventory Control
Unit 3 Equipment Management-Planning & Procurement

Unit 4 Equipment Management-lvfuinterumce, Repair & Disposal

Bloek 4 Practical Manual

Unit I Break Even AnalYsis

Unit 2 heparalion sf Financial Statement

Unit 3 Manual-Utilisation of Equipment

Unit 4 Manuat-lnventorY AnalYsis

I-{F.TRSE 3 $K'G 4. N ISATTON AND MANAGEMENT $F gGSFIFAI'S

Block L Overview of Hospit$ System

Unit I Evolution and Classification of Hospitals

Unit 2 Hospital Organisation
Unit 3 Role of HosPitals
Unit 4 Role of Hospital A&ninistration

Slock 2 Challenges In Hospital Management

Unit 1 Fresent Hospital Scenario: Management Orientation

Unit 2 Rrblic Relations andlmage of Hospital.

Unit 3 Legal Aspects and Consumer Protection Act'
Unit 4 Fundamentals of Quality Management

Lrnit 5 Research in Hospital Administration

Block 3 ltrospital Engineering Serviccs

Ui* f Basic Engineering Services

Unit 3 AlliedEngineering Servii;es



Unit3 EngineeringHazards

Block 4 Practical Manual

Unit I Organisational Analysis
Unit 2 Patient Satisfaction Studies

COURSE 4 ilLFi\icidt, DtrAGN*STIC & T'trERAPEEITIC SARVICES

Block 1 Clinhal Services-I

Unit I Outpatient Services
Unit 2 Accident andEmergency Services
Unit3 SrationTheatre
Unit 4 Intensive Care Unit

Block 2 Clinical Services-Il

Unit I Inpatient Services
Unit 2 Nursing Se,nrices Organisation and AdminisEation
Unit 3 Ward Management and Nursing Care
Unit 4 Physical Medicine and Rehabilitation

Block 3 Diagnostic And Therapeutic Services

Unit I Laboratory Services
Unitz Radiodiagnosis and hnaging Services
Unit3 Radiationllazards
Unit 4 Blood Transfusion Services
Unit 5 Pharmagv Services

Block4 PncticrlManual

Unit I ProblemsinOPD
Utrtt 2 Emergency Procedures
Unit 3 Qraltty Control Study in Laboratory

COURSE 5 SUPFGST & U'FgtgT]V SEATVICN]S A,F{S RISK N,4AF{A{JF-:&fSH.E-

Block I Support And Utility Services-I

Unit I Sterile Supply Services in Hospitals
Unit 2 Medical Record Deparunent
Unit 3 Linenandlaundry Services
Unit4 Dietary Services
Unit 5 House Keeprng Services

Block 2 Support And Lrtitity Serviceg-El

Unit I Mortuary Serrieer

Unit 2 Transportation
Unit 3 Sanitation and Waste Management

Btock 3 Safefy And Risk Management

Unit f Hospital Acquired tnlirction (HAI)
Unit 2 Disaster Management
Unit 3 Ssurity, Org;anisation ard lvlanagement
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Unit3 EngineeringHazads

Block 4 Practical Manual

Unit I Organisational Analysis
Unit 2 Patient Satisfaction Studies

COUR,SE 4 CI,TNTCAL, DIAGNOSTXC & THERAPEUTNC SER.VICETi

Block 1 Ctinical Serrices-I

Unit I Oulpatient Services
Unit? Accident andEmergency Services
Unit3 @rationTheatre
Unit 4 Intensive Care Unit

Block 2 Clinical Senices-Il

Unit I Inpatient Services
Unit 2 Nursing Services Organisation and Adminisration
Unit 3 Ward Management and Nursing Care
Unit 4 Physical Medicine and Rehabilitation

Block 3 Diagnostic And Therapeutic Services

Unit I Laboratory Services
Unit 2 Radiodiagnosis and lnagtngServices
Unit3 RadiationHazards
Unit 4 Blood Transfusion Services
Unit 5 Pharmagv Services

Block 4 Praeticd Manral

Unit I Problems inOPD
Vnfi2 EmergenryProcedures
Unit 3 Qualrty Control Study in Laboratory

CCI{JII,SE 5 SUPFSRT & UTILITY SERVICES AFII} RISK MANAGHS,TEIqT

Block 1 Support And Utility Services-I

Unit 1 Sterile Supply Services in Hospitals
Unit 2 Medical Record Departnent
Unit 3 Linenandlaundry Services
Unit4 Dietary Services
Unit 5 House Keeprng Services

Block 2 Stpport And Utitity Servkrg-Il

Unit I Mortnary Seniees

Unit 2 Transportationr
Unit 3 SaniAtion and Wase Manageme,nt

Block 3 Safety And Risk Management

Unit 1 Hospital Acquiredlnfection(HAI)
Unit2 Disasterlvdanagement
Unit 3 Scrrity, Org;anisation ani N{anagement
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Block 4 Practical Manu*l

Unit I Case Study/Guidelines-Nosocomiallnfection
IJrntZ Guidelines for Waste Disposal in Hospital 

i

Unit 3 Guidelines for Disaster Management Manual

Unit 4 Fire ldanual Guidelines

CO{JRSA 6 HO,ALTH SYSTEM MANAGEMENT

Block 1 Community Eealth

Unit 1 Concept inCommunitY Health

Unit 2 Health for AII and Primary Health Care

Unil3 Basics of Epidemiolory & Biostatislics
Unit 4 Occupational Health
Unit 5 Healthlnsurance

Bto€k 2 Healt! System In India

Unit 1 Overview of Health Care Delivery System
tJntz Holistic Approachto Health
Unit 3 Health andPopulation, Policy and Strategies

Unit 4 District Health Organisation
Unit 5 Regionalization of Health Care

Block 3 National IIeaIth Programmes

Unit I Programme Relatedto Cornmunicable Diseases

Vntt2 Prognnime Related to Non-commrmicable Diseases

Unit 3 Reproductive and ChildHealth hogramme
Unit 4 Health Related Programmes

Block 4 Practical Manual

Unit 1 Guidelines for Visitto Subcentre, PHC, CHC, DistrictHQ
unit 2 Epidemiological Investigation of an outbreak of Food Foisoning

Guidelines on Projed Work
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Appendix I

List of Programme StudY Centres

Sl. No. Code No. Address of Programme Study Centre

l. 0146(P)

2. 0547(P)

3. 1625(P)

4. 2789(P)

s. 1333(P)

6. 2342(P)

7. 1243(P)

8. 0753(P)

e. 0756(P)

10. 0767(P)

l l. 163 l(P)

't2. 2s67(P)

13. 2836(P)

t4. 1022(P)

r5. 042e(P)

r6. l24s(P)

17. 1334 (P)

Nizam's Institute of Medical Sciences, Punjagutta, Hyderbad-500 082

HAI Medicare & Research Institute, Bailay Road, Raja Bazar' Patna-800 014

N.K.p. Salve Institute of Medical Sciences & LataMangeshkar Hospital, Digdoh. Hingna ftoad,

Nagpur-440 019

Sanjay Gandhi Post Graduate Institute of Medical Sciences, Raebareli Road, Lucknow-226 014

M.S'RamaiahHospitals,M.S.RamaiahNagar,MSRITPost,Bangalore-560054

Indian Institute of Health Management Research, 1, Prabhu Dayal Marg, Near Sanganer Airport,

Jaipur-302 0l 1

Sher-I-Kashmir Institute of Medical Sciences, Soura, Srinagar-190 011

ESIC Hospital, Sri Maa Anandmalee Marg, okhla Phase-I, New Delhi-110 020

ESIC Hospital, Basaidarapur, Ring Road, New Delhi-1 l0 015

Army Hospital (R&R), DelhiCantt.

DR.D.Y. Patil Medical coilege for women & Hospital, Maheshnagar, Pimpri, Pune-411 018

Apollo Hospitals, Greams Road' Chennai-600 006

Command Hospital, Eastem Command (Army), Kolkata-21

Command Hospital, Western Command, Chandimandir-134 107

151, Base Hospital, CIO 99 APO, Guwahati

Govt. Medical College' Jammu

command Hospital AIR Force, Airport Road, P.o. Agram, Bangalore-560 007

q
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