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Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 01       From: 1 MAY 2024 To: 4 MAY 2024 
  

Activity Done  
 
 

-Prepared the Chemotherapy Report and Surveillance Audit Report. 
 
-Entered data of MIS Training Record for the month of April 2024. 
 
-Prepared the formats for the CSSD Report and the Nursing Assessment and 
Clinical Chart for Emergency Department. 
 
 
 
 
 

Linking theory (Classroom 
learning) with practice at your 
organisation 
 

-Observing the hospital settings, like the different lifts, directions in both 
languages, the bell systems in the nursing station. 
 
-The collaboration of the check-up, infection control, dietician and various 
departments work simultaneously on the individual patient. 
 
-The entry of the patient at each and every level with specific details like Name, 
Age/Sex, UHID, Diagnosis, D.O.A, D.O.D, Number of days, etc. 
 
Observed the entire report of the patients from Admission form to the 
Discharge sheet. 
 
 
 
 

Gaps identified on the working 
area.  
 
 
 

-Some of the details are missed out by the junior staff or entered incorrectly 
like numbers of length of stay. 
-In some cases the CPR details were not entered properly on the CPR Noted 
Progress Report. 

 Suggestions for improvement  
 
 
 
 

To give a proper briefing to the staff on regular basis about their respective 
tasks, to assess the work of the junior staff, discuss about the problems faced 
by them. 
 
 



 
 
Plan for the next week 
 
 

 
 
To work on the new format of the Code Blue Analysis of the ICU Patients. 
 
 
 
 

 

 

 

Signature of the Student 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of 
total 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 02       From: 6 MAY 2024 To: 11 MAY 2024 
  

Activity Done  
 
 

-Prepared the CPR Analysis of the ICU patients. 
 
-Entered data from the MIS Training Record for the month of May 2024 in the 
Excel sheet. 
 
-Prepared the Training effectiveness sheet, HR Policy feedback analysis, 
Disaster Management Medicine Kit, and CSSD Record Format. 

Linking theory (Classroom 
learning) with practice at your 
organization 
 

-The collaboration of the check-up, infection control, dietician, and various 
departments work simultaneously on the individual patient. 
 
-The post-discharge feedback of the patient is very essential for assessing the 
quality of care. 
 
-The minute details of the patients which are entered by the nursing and G.D.A. 
staff are very essential in handing over and for continued treatment. 
 
-Absence of internal grudges is very essential for the smooth delivery of 
services.  
 
Investigations are conducted with all departments at every level if, any sort of 
mistake is made by the staff. 
 

Gaps identified in the working 
area.  
 
 
 

-Inappropriate communication among departmental members leads to poor 
management and chances of error increase. 
 
-Some of the staff members were not strictly following the professional 
appearance guidelines. 

  
Suggestions for improvement  
 
 
 
 

 
To give a proper briefing to the staff regularly about their respective tasks, to 
assess the work of the junior staff, and discuss the problems faced by them. 
 
 



 
 
 
Plan for the next week 
 
 

 
 
 
-To work on the remaining NCs of NABH and submit it on 15 May 2024. 
 
-To visit the different departments and observe the settings with the nursing 
staff. 
 
 

 

 

Signature of the Student 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of 
total 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 03       From: 13 MAY 2024 To: 18 MAY 2024 
  

Activity Done  
 
 

-Prepared the Hand hygiene analysis for the month of April. 
 
-Entered data from the MIS Training Record for the month of May 2024 in the 
Excel sheet. 
 
-Learned how to prepare the Incident reporting on the portal. 
 
-Collected and inserted the Quality for Excellence (Q4E) data i.e. Quality 
indicators for the April month. 
 
-Observed and visited different departments via rounds along with the nursing 
head. 

Linking theory (Classroom 
learning) with practice at your 
organization 
 

The maintenance of the patient’s file with various records from Admission, 
Drug charts of every day, cultures, and consent forms. 
 
Hangover of the patient is very important and takes place between 3 shifts (6,6, 
and 12 hrs). 
 
The shifting of the patient among various hierarchical levels based on the 
severity of the patient i.e. from ward, ICU, and so on. 
 
Special taken was taken upon the hand hygiene of the staff especially while 
dealing with the ICU patients. 
 

Gaps identified in the working 
area.  
 
 
 

-Sometimes the team leaders didn’t complete the Audit sheets of Q4E. 
 
Sometimes, the attending doctor didn’t sign the drug chart daily. 
 
 

  
Suggestions for improvement  
 
 
 
 

 
To give a proper briefing to the staff regularly about their respective tasks, to 
assess the work of the junior staff, and discuss the problems faced by them. 
 
To provide training regarding the safety measures in radiology and laboratory 
testing to the staff. 
 



 
 
 
 
Plan for the next week 
 
 

 
 
 
-Try to select a topic for the project. 
 
-To visit the different departments and observe the settings with the nursing 
staff. 
 
 

 

 

Signature of the Student 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of 
total of 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 04       From 20 MAY 2024 To_ 25 MAY 2024 
  

Activity Done  
 
 

-Completed the analysis of IPSG Audit using the Excel sheet for the month of 
April. 
 
-Entered data from the MIS Training Record for the month of May 2024 in the 
Excel sheet. 
 
-Prepared the list current list of Admissions of IPD patients for the various 
wards. 
 
-Continued with the Quality for Excellence (Q4E) data i.e. Quality indicators 
for the April month. 
 
-Observed and visited different departments via rounds along with the nursing 
head. 

Linking theory (Classroom 
learning) with practice at your 
organization 
 

The extra classes taken on Excel were really helpful in the Analysis of various 
data. 
 
The knowledge gained via lectures on Health and development regarding 
different health parameters, Health policy, and Health care delivery including 
various programs especially Ayushman was of great help. 
 

Gaps identified in the working 
area.  
 
 
 

-The coordination among the staff was not of prime level. 
 
-Sometimes the staff didn’t accept their mistakes and showed rationalization. 
 

  
Suggestions for improvement  
 
 
 
 

 
To give a proper briefing to the staff regularly about their respective tasks, to 
assess the work of the junior staff, and discuss the problems faced by them. 
 
To provide training regarding the safety measures in radiology and laboratory 
testing to the staff. 
 
 



 
 
 
Plan for the next week 
 
 

 
-To prepare the Committee Analysis report. 
 
-Try to select a topic for the project. 
 
-To visit the different departments and observe the settings with the nursing 
staff. 
 
 

 

 

Signature of the Student 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of 
total of 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 05       From 27 MAY 2024 To_ 01 JUNE 2024 
  

Activity Done  
 
 

Started the analysis of IPSG Audit using the Excel sheet of May for ICU and 
General ward. 
 
Continued with the data entry of the MIS Training Record for the month of 
May 2024 in the Excel sheet. 
 
Observed the post-discussions of the Clinical meeting and tried to understand 
the gaps in providing appropriate service. 
 
Continued with the Quality for Excellence (Q4E) data i.e. Quality indicators 
for the April month. 
 
Observed and visited different departments via rounds along with the nursing 
head. 

Linking theory (Classroom 
learning) with practice at your 
organization 
 

 
The extra classes taken on Word were really helpful in the Analysis of various 
data. 
 
The knowledge gained via lectures on Principles of Management, Organisation 
Behaviour, and Human Resource Management helped me to communicate 
better in terms term of professionalism and also gave me an understanding of 
the hierarchy within the hospital. 

Gaps identified in the working 
area.  
 
 
 

 
Requirement of more nursing staff to strictly follow the Nurse Patient Ratio. 
 
The G.D.A supervisors and the staff need to become more responsible. 
 

  
Suggestions for improvement  
 
 
 
 

 
Need to recruit more nursing staff. 
 
In the clinical meeting, the problems must be discussed by both ends that is, 
from the doctor's side as well as the nursing staff. 
 



 
 
 
Plan for the next week 
 
 

 
To prepare the Committee Analysis report. 
 
To continue with the other data for the month of May. 
 
To visit the different departments and observe the settings with the nursing 
staff. 
 
 

 

 

Signature of the Student 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of the 
total of 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 06       From 03 JUNE 2024 To_ 08 JUNE 2024 
  

Activity Done  
 
 

Began the data entry of patients for the analysis of Blood TAT, Blood 
transfusion, CAUTI, and HAPU. 
 
Analysis of records of patients with Thrombophlebitis and instructed the 
nursing staff regarding the new format of the Phlebitis sheet. 
 
Continued with the data entry of the MIS Training Record for the month of 
June 2024 in the Excel sheet. 
 
Completed the outcome measures including various parameters like IP days, 
OT hours, total radiology and laboratory tests, total admissions, discharges, and 
length of stay, etc. 

Linking theory (Classroom 
learning) with practice at your 
organization 
 

 
The extra classes taken on Microsoft Excel were really helpful in the Analysis 
of various data. 
 
The knowledge gained during hospital services regarding various services, 
departments, and guidelines helped me access more information about various 
quality indicators. 

Gaps identified in the working 
area.  
 
 
 

 
Special treatment was given to some of the patients who have their valuable 
resources at the same cost, such a thing shouldn’t be performed. 
 
The Emergency Department is quite small depending upon the cases. 
 

  
Suggestions for improvement  
 
 
 
 

 
I believed that there is a lot of paperwork for the nursing staff due to which 
patient care gets hampered. 



 
 
 
Plan for the next week 
 
 

 
 
To continue with the other data for the month of June 
 
To visit the different departments and observe the settings with the nursing 
staff. 
 
To complete other quality indicators of the Q4E. 
 
 

 

 

Signature of the Student 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of the 
total of 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 07       From 10 JUNE 2024 To_ 15 JUNE 2024 
  

Activity Done  
 
 

Continued the data entry of patients for the analysis of Blood TAT, Blood 
transfusion, CAUTI, and HAPU. 
 
Prepared and analysed the Hand Hygiene Audit, Laboratory safety and 
radiology safety. 
 
Completed the Focused Internal Audits including the CSSD Audit, Kitchen 
Audit, and Laundry Audit. 
 
Surveyed the guidelines of Fire Safety Audit and discussed and, reported it with 
the concerned departments. 

Linking theory (Classroom 
learning) with practice at your 
organization 
 

 
The extra classes taken on Microsoft Excel were really helpful in the Analysis 
of various data. 
 
The knowledge gained during hospital services including Management of 
Medication, Medication errors, NABH different chapters, Patient Nurse Ratio, 
Biomedical waste segregation guidelines helped me in understanding the things 
in a systematic manner. 

Gaps identified in the working 
area.  
 
 
 

 
The complaint bells need some other functions including lighting the bulb in 
front of the room where the complaint have been raised. 

  
Suggestions for improvement  
 
 
 
 

 
There must be some rewards for motivating the staff to perform better and 
reinforcing those who are already doing good. 



 
 
 
Plan for the next week 
 
 

 
 
To continue with the other data for the month of June 
 
To prepared for the workshop on Braden scale for the nursing staff.  
 
 
 

 

 

Signature of the Student 

 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of the 
total of 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-E 

Reporting Format 

(Weekly) 

 
Name of the Organisation: RJN APOLLO SPECTRA HOSPITAL 

Area/ Department/ Project of Summer Internship Program: QUALITY DEPARTMENT 

Name of the Student: GARIMA SHARMA 

Roll no: 1710       Stream: Hospital and Health Management 

Week no: 08       From 17 JUNE 2024 To 22 JUNE 2024 
  

Activity Done  
 
 

Attended the workshop on Pressure Area Management, learned about 
Therapeutic Surface System, Blanching test, and Braden Scale for measuring 
the grade of bed sore. 
 
Completed the Focused Internal Audits including the Nursing Documentation 
Audit, Nursing Process and the Prescription Audit. 
 
Analysed the Nursing Annual Appraisal based on the instructions of their 
supervisor. 

Linking theory (Classroom 
learning) with practice at your 
organization 
 

 
The extra classes taken on Microsoft Excel were really helpful in the Analysis 
of various data. 
 
The information gained about the Ayushman Card in Health policies, regarding 
primary prevention for various diseases in health and development and 
Essentials of Epidemiology could be easily observed in the hospital premises 
and also the importance of Digital and Social media is very important for the 
publicity both for attracting the patients and the new staff. 

Gaps identified in the working 
area.  
 
 
 

 
Sometimes it was found that the segregation of Bio-Medical Waste was 
improper. 

  
Suggestions for improvement  
 
 
 
 

 
Proper briefing must be given to the nursing staff to strictly follow the 
guidelines of the bio-medical waste. 
 
The points that were highlighted during the workshop, the Supervisors must 
have an eye on that and also keep asking the staff about the pointers. 



 
 
 
Plan for the next week 
 
 

 
Organising a Blood Donation Camp 
 
Going to have a Clinical Meet 
 

 

 

Signature of the Student 

 

 

 

Approved by the IIHMR University’s Mentor 

On the last day of every week report in the above format should be submitted to the faculty mentor. Submission of the 
total of 8 reports in 8 weeks is compulsory. Each report should not be more than 2 pages. 

 

 

 

 

 

 

 

 

 

 

 

 



IHMRUNIVERSTTY 

Name of the Organisation: RJN Apollo Spectra Hospital 

Area/ Department/ Project of Summer Internship Program: Quality Department 

Roll no: 1710 

Compiled Reporting Format 

Name of the Student: GARIMA SHARMA 

Activity Done : 
Prepared the report formats and the lists of the following: 

Stream: Hospital and Health Management 

Chemotherapy report and the Surveillance Audit Report. 
CSSD Report, Nursing Assessment, and the Clinical Chart for Nursing. 
CPR Analysis of the ICU Patients. 
Training effectiveness sheet, HR Policy feedback analysis, Disaster Management 
Medicine Kit, and CSSD Record Format. 
OJT and Staff Training Record for the months of May and June 2024 in Excel. 
Patient profiles for the analysis of Blood TAT, Blood transfusion, CAUTI, and 
HAPU. 

Learned how to prepare the Incident reporting on the portal. Collected and inserted the 
Quality for 
Excellence (Q4E) data i.e. Quality indicators of April, May, and June. 

Observed and attended the following things: 

Observed and visited different departments via rounds along with the nursing staf. 

appropriate service. 

Observed the post-discussions of the Clinical meeting and tried to understand the gaps in 
providing 

Attended the workshop on Pressure Area Management, learned about Therapeutic Surface 
Systems, 
Blanching test, and Braden Scale for measuring the grade of bed sore. 



Analysis was done of the following items: 

Hand hygiene Compliance 
Analysis of IPSG Audit 
Thrombophlebitis records and instructed staff with new guidelines. 

Completed the tasks which include the following: 

Completed the outcome measures including various parameters like IP days, OT hours, total 
Radiology and laboratory tests, total admissions, discharges, length of stay, etc. 
Completed the Focused Internal Audits including the CSSD Audit, Kitchen Audit, and 
Laundry Audit. 
Surveyed the guidelines of Fire Safety Audit discussed and, reported it to the concerned 
departments. 
Completed the Focused Internal Audits including the Nursing Documentation Audit, Nursing 
Process, and Prescription Audit. 

Linking theory (Classroom learning) with practice at your organization: 

Observed the hospital settings, like the different lifts, directions in both languages and the 
bell systems in the nursing station. 

" The post-discharge feedback of the patient is very essential for assessing the quality of care. 

The extra classes taken in Microsoft Word and Excel were really helpful in the Analysis of 
various data. 

The knowledge gained via lectures on Health and development regarding different health 
parameters, Health Policy, and Health care delivery including various programs especially 
Ayushman was of great help. 

The knowledge gained via lectures on Principles of Management, Organisation Behaviour, 
and Human Resource Management helped me to communicate better in terms term of 
professionalism and also gave me an understanding of the hierarchy within the hospital. 

The information acquired by hospital services regarding various services, departments, and 
guidelines helped me access more information about various quality indicators. 

The knowledge gained during hospital services including Management of Medication, 
Medication errors, NABH different chapters, Patient Nurse Ratio, and Bio-Medical Waste 
segregation guidelines helped me in systematically understanding things. 



The lectures about the Ayushman Card in Health policies, regarding primary prevention for 

various diseases in health and development and Essentials of Epidemiology could be casily 
observed on the hospital premises also the importance of Digital and Social media is very 
important for the publicity of both for attracting the patients and the new staff. 

Gaps identified in the working area: 

Incomplete patient profiles 
Inappropriate communication among departmental members 
Professional Appearance Guidelines not followed by G.D.A Staff 
Completion of Q4E Sheets was delayed 
The Nurse-Patient Ratio was not fulfilled 
Call bells were not upgraded 
Improper segregation of Bio-Medical Waste 

Suggestions for improvement: 

Briefing and assessment are required for the junior staff. 
Need to recruit more nursing staff. 
Paperwork needs to be reduced to improve the quality of care. 
Reinforcements must be adopted instead of punishment. 
Training is required for the segregation of Bio-Medical Waste. 
The Ayushman window should be shifted near to dialysis unit. 

Laboratory testing requires attention. 

Signature of the Student 

Approved by the IIHMR University's Mentor 


