
SHAPE HEALTHCARE CAREERS AND PRE-CNA
COURSE SYLLABUS

FALL 2008
Healthcare Careers

COURSE DESCRIPTION:  
The Healthcare Careers Course is a set of 4 entry-level units for the student with an interest in health care with little or no experience. The student will be introduced to entry-level concepts containing necessary information for all health care workers. Emphasis is on exploration of healthcare careers, personal behaviors for success in healthcare settings, communication in healthcare settings, and respecting client and staff diversity.  

PREREQUISITES:  None

CLASS HOURS AND LOCATION 
	Section
	Dates
	Hours
	Room/Site

	Lecture
	9/30/08 to 11/18/08
	Tuesdays: 4:30 p.m. – 8:45 p.m. 
Saturdays: 8:30 a.m. – 12:30 p.m.
	TBD/SHAPE CEC




COURSE MATERIALS

Required Written Materials:
· Simmers, Louise (2007) Thompson Delmar Learning,  Diversified Health Occupations-7th Edition
· Additional handouts as provided in class

Course Title:  HCCC 1000 Health Career Exploration

This module provides information about the different types of healthcare workers in various healthcare settings. Included are education and licensure/certification requirements, scope of work, types of interaction with clients, peer groups and team members, and the impact healthcare workers have meeting the healthcare needs of clients. Also included is information about selecting, entering, and advancing in a healthcare career.

Outline of Major Content Areas:
A.	Types of healthcare facilities and the types of workers needed in each facility
B.	Scope of work, education and licensure/certification requirements for each type of healthcare provider
C.	Roles of healthcare providers across a variety of settings
D.	The role of teamwork in healthcare delivery
E.	Eligibility requirement for healthcare employment

Learning Outcomes:
1.	Discuss healthcare fields and the types of workers needed.
2.	Identify a variety of healthcare workers, their scope of work, education and licensure/credential requirements.
3.	Describe the roles these workers have in healthcare teams across a variety of healthcare settings.
4.	Examine the impact healthcare teamwork and partnerships have in meeting client healthcare needs.
5.	Identify the ways (educational and entry requirements) in which individuals can enter and advance within a healthcare career.
6.	Identify eligibility requirements for healthcare employment, including criminal background checks and child labor laws. 
	
Evaluation Methods:
Students receive a pass/no pass grade based on completion of all course assignments.

Course Title:  HCCC 1010 Behaviors for Success in Healthcare Settings

This module focuses on the requirements needed by healthcare workers to effectively work in a variety of healthcare settings. This includes types of healthcare facilities and systems, applying for employment, accountability and responsibility, standards of dress, workplace behavior, approach needed to assist clients, expectations of teams and team members, common healthcare facility policies and requirements, and selected medical and departmental abbreviations. Also included is discussion about how healthcare workers can impact the quality of health care and balance their work and personal life to maintain personal wellness. 

Outline of Major Content Areas:

A.	Accountability and responsibility of workers in healthcare facilities.
B.	Expected workplace behaviors including standards of dress and expectations of team members.
C.	Common healthcare facility policies and requirements
D.	Maintaining personal wellness

Learning Outcomes:

1.	Describe selected types of healthcare facilities/systems including organizational and financial structure, departments and services, type and levels of healthcare workers, and common policies and requirements.
2.	Describe expectations employers have of healthcare workers
3.	Identify common medical and departmental abbreviations.
4.	Identify quality issues in healthcare facilities and their impact on healthcare workers and delivery of care.
5.	Discuss ways healthcare workers can balance their work and personal life to maintain person wellness.
6.	Using a problem solving process applied to healthcare situations, describe behaviors for success in healthcare. 
	
Evaluation Methods for HCCC 1010 Behaviors for Success in Healthcare Settings, HCCC 1020 Communication in Healthcare Settings, and HCCC 1040 Respecting Client and Staff Diversity:

1.	Multiple choice and short answer quizzes
2.	In-class and homework assignments
3. 	Class participation – come to class on time, participate
3.	To pass these courses you must have a "C"
		93-100%	A
		85-92% 	B
		77-84%	             C

Course Title:  HCCC 1020 Communication in Healthcare Settings

This module emphasizes the importance of effective communication between and among healthcare workers and their clients. Included are verbal and non-verbal communication, listening skills, interpersonal communication, team communication, and documentation and reporting, and the use of electronic communication devices in healthcare facilities. Focus is on the development of effective communication skills to support quality client care.

Outline of Major Content Areas:

A.	The importance of effective communication in healthcare facilities
B.	Types of communication including verbal and non-verbal communication and listening skills
C.	Documentation and reporting of information
D.	Use of electronic communication devices in healthcare facilities




Learning Outcomes

1.	Describe the components of verbal and non-verbal communication and situations in which these skills can be effectively used.
2.	Explain how listening skills can improve client and team communication.
3.	Use a variety of communication techniques to achieve effective interpersonal and team communication.
4.	Explain the components of accurate and appropriate documentation and reporting.
5.	Identify a variety of electronic communication devices used in healthcare facilities.
6.	Describe communication skills that are important when managing conflict.
7.	Using a problem-solving process applied to healthcare situations, describe how healthcare workers can effectively communicate with their clients and team members. 
	

Course Title:  HCCC 1040 Respecting Client and Staff Diversity

Catalog Description:  Respecting Client and Staff Diversity (0.5cr/8hrs). This module provides a framework for dealing with diverse clients and staff. Included are belief systems, cultural practices, and respect and sensitivity to cultural and gender issues. Awareness and use of effective strategies to appropriately deal with client and staff diversity are emphasized.

Outline of Major Content Areas:

A.	Definitions of one’s own personal belief system and culture
B.	Exploration of healthcare practices from selected cultures
C.	Principles of communication when interacting with clients or team members from diverse cultures

Learning Outcomes:

1.	Describe one’s personal belief system.
2.	Explain the belief systems and practices of diverse cultures.
3.	Explore personal responsibility as a healthcare worker to treat each person as an individual.
4.	Discuss appropriate workplace expectations needed to interact with team members and care for clients from diverse cultures, genders, and/or age groups.
5.	Using a problem solving process applied to healthcare situations, describe how healthcare workers can respect client and staff diversity.

Pre-CNA

COURSE DESCRIPTION:  
The Pre-CNA Course introduces ESL students to the vocabulary they will need to be successful in a college-level CNA course. Students will practice English communication skills as they are introduced to CNA vocabulary in the areas of patient safety and cleanliness, basic human needs, personal care, activity and exercise, foods and fluids, elimination, vital signs, special procedures, mental health and social service needs as well as learn about the CNA work environment. CNA skills are not taught.

PREREQUISITES:  None

CLASS HOURS AND LOCATION 
	Section
	Dates
	Hours
	Room/Site

	Lecture
	11/22/08 to 12/16/08
	Tuesdays: 4:30 p.m. – 8:45 p.m. 
Saturdays: 8:30 a.m. – 12:30 p.m.
	TBD/SHAPE CEC




COURSE MATERIALS

Required Written Materials:
· Pre-CNA: Long-Term Care Nursing Assistant Course
· Additional handouts as provided in class


Learning Outcomes:

1.	Recognize, read, understand, pronounce and spell words commonly used in the CNA work environment
2.	Recognize and understand common CNA abbreviations and terms
3.	Read, see and talk about the CNA work environment

Pre-CNA Topics of Study: 
· 11/22:Class Introduction – pre-test; Basic Human Needs, Personal Care

· 11/25: Safe and Clean Environment; Communication

· 11/27: Thanksgiving – No class

· 12/2: Activity and Exercise, Foods and Fluid

· 12/6: Elimination, Vital Signs

· 12/9: Special Procedures, Mental Health, Social Services

· 12/13: No class

· 12/16: post-test, Participation Certificates


Healthcare Careers and Pre-CNA

MANDATORY COURSE REQUIREMENTS
To receive college credit for Healthcare Careers, you must attend all classes. You must make up ALL missed sessions. Please come to class every night. 


PERSONAL INTEGRITY
Demonstrating personal integrity throughout the course is mandatory.  The following are examples of unethical and unprofessional behaviors that will result in dismissal from the program.  These examples are not meant to be all-inclusive.  

1. Cheating of any kind during tests. This includes using or intending to use unauthorized materials (books, notes, etc.) in a testing situation.
2. Plagiarizing written assignments. Plagiarism is copying other people’s work or words and representing it as your own. You must restate ideas “in your own words”.


STANDARDS FOR PROFESSIONAL BEHAVIOR
· Behavior in classroom that is disruptive to other students or the instructor is not acceptable.
· The instructor will discuss disruptive behavior in private with the student when first identified.
· Repeat offenses may result in loss of points or inability to participate in classroom. 


PROFESSIONAL ACCOUNTABILITY
1. Arrives on time. 
2. Make-Up Assignments completed and turned in on time, as assigned.
3. Shows respect for instructors and students.


CHANNEL OF COMMUNICATION FOR SHAPE Healthcare Core Curriculum Course 
Efforts should be made to resolve any questions, issues or concerns with the individual involved.  Please follow the steps below to resolve these issues, as well as for the formal appeal process:

1. Course Instructor, Melissa Ketelsen, 612-227-7265, mketelsen@bloomington.k12.mn.us
2. SHAPE Adult Education Director, Tamra Sieve, 952-681-6119, tsieve@bloomington.k12.mn.us

IMPORTANT PHONE NUMBERS
SHAPE Class Cancellation Number 	952-681-6100
Weather cancellation: 	If Bloomington Public Schools cancels classes, SHAPE is closed.
SHAPE FAX Number 	952-681-6171	
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