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Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 01  From: 13/05/2025  to 17/05/2025 

 

Activity Done  Conducted comprehensive observation across the whole TATA 

Memorial Hospital which included their five buildings - Homi 

Bhabha Block, Main Building, Annexe Building, Service Block 

and Golden Jubilee Building. Also observed the 11 active Disease 

Management Groups(DMG’s) in the hospital. Noted the 

departments and different specialities on each floor and 

familiarized ourselves with clinical, diagnostic and administrative 

areas. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

 The theoretical knowledge from the subject of Essential of 

Hospital Services helped in the practical understanding of the 

different zoning in CSSD, layout and structure of various 

departments in the hospital with exit plans and ventilations. 

Gaps identified on the 

working area. 

 Patient overcrowding in OPD 

Suggestions for 

improvement 

 Better arrangement for seating in the waiting areas for patient and 

relatives. 

Plan for the next week  Detailed orientation and working of each department. 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 02  From: 19/05/2025  to 24/05/2025 

 

Activity Done  A detailed orientation of all departments in the hospital for 3 days 

and followed by assisting in a research study, which hs data of 

around 449 patients availing MJPJAY Scheme to be updated and 

follow up of the current status for further analysis of the study. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

 Applied the knowledge from Reseach methods and Biostatistics 

to design protocol which includes data collection tools,sampling 

techniques and data analysis. . 

Gaps identified on the 

working area. 

 Nil 

Suggestions for 

improvement 

Nil 

Plan for the next week  Analysis of the collected and updated data for the study. 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 

  

 

 

 



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 03  From: 26/05/2025  to 31/05/2025 

 

Activity Done  A collected data of 500 patients were given of two different 

government schemes MJPJAY and Ayushmaan Bharat was given 

to analyse. A work flow analysis between the both schemes were 

conducted to know the time gaps between authorization and claim 

submission time. A rough report on the topic including 

Aim,objective,data analysis,results and discussion was made. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

 The theoretical knowledge from the subject of Research methods 

helped in an easy understanding and analysis with report writing 

also. The use of excel for data interpretation and analysis for 

graphs or charts. The use of literature review and to easily find 

other research papers were easy. 

Gaps identified on the 

working area. 

 As the data was collected by a previous intern student, could not 

make any changes or more specific questions. The data was not 

arranged properly. 

Suggestions for 

improvement 

 A better framed questionnaire would have been easy to analyse 

for a better output. 

Plan for the next week  To observe in the IP admission counter and how the allotment is 

given for each patients as the patient count is very high in the 

hospital and waiting list is always there. To create a form for 

patient admission in hospital for a surgery or any other 

complaints. 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 

 

 



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 04  From: 02/06/2025  to 07/06/2025 

 

Activity Done  An Incident report of the hospital was given to conduct a root 

cause analysis of the situation using WHY analysis. An enquiry 

was done on the reported person and by whom, about the incident 

and how it has occurred. The report was made with 5 why 

questions and the gathered answers with preventive and corrective 

measures. Observation was done to see the admission process of 

the hospital for surgery and in-patient for further analysis. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

Relating with the subjects Principles of Management and Human 

Resource Management, we can see the need of standard operating 

principles to be followed and regular training sessions to be 

conducted for the staff.  

Gaps identified on the 

working area. 

Lack of double check system, manual prescription to entry errors, 

delayed incident reporting process and no standard operating 

procedure followed in the OPD. While for admission process the 

bed allotment is completely done manually,  

Suggestions for 

improvement 

Regular training and sessions for staff on high alert medication 

protocols and attentive while entering prescriptions. Suggestion 

was given to digitize the bed allotment for easiness. 

Plan for the next week To form an outline of admission form for doctors to give to the 

patients in OPD as right now admission note is written in the case 

file. 

 

Signature of the Student:  R 

Approved by the IIHMR University’s Mentor 

  

 



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 05  From: 09/06/2025  to 14/06/2025 

 

Activity Done  An Incident report of the hospital was given to conduct a root 

cause analysis of the situation using WHY analysis. An enquiry 

was done on the reported person and by whom, about the incident 

and how it has occurred. The report was made with 4 why 

questions and the gathered answers with preventive and corrective 

measures. Observation was done to see the admission process of 

the hospital for surgery and in-patient and made a sample consent 

form for admission. Data entry done for night report of inpatient 

count manually. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

Relating with the subjects Principles of Management and Human 

Resource Management, we can see the need of standard operating 

principles to be followed and regular training sessions to be 

conducted for the staff.  

Gaps identified on the 

working area. 

No online system to see the total impatient count 

Suggestions for 

improvement 

Regular training and sessions for staff on usage of different 

pumps and materials for patients and also educating the patients 

also about the abnormalities they have to check for. 

Plan for the next week Working on a documentary as part of CSR activity for donations 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 

 



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 06  From: 16/06/2025  to 21/06/2025 

 

Activity Done • An Incident report of the hospital was given to conduct a 

root cause analysis of the situation using WHY analysis. 

An enquiry was done on the reported person and by 

whom, about the incident and how it has occurred. The 

report was made with 4 why questions and the gathered 

answers with preventive and corrective measures. 

• An Admission slip format for doctors was made and also a 

consent form format made and submitted for review. 

• Observation to see the process of the Minor OT 

Department. 

• Working with IT Department and Nursing Department to 

make their Night report all digitalised with a software. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

Relating with the subjects Principles of Management and Human 

Resource Management, we can see the need of standard operating 

principles to be followed and regular training sessions to be 

conducted for the staff. Organisational behaviour has taught in 

giving essential feedback and team dynamics. 

Gaps identified on the 

working area. 

Limited staff training on SOPs, Patients have to revisit doctors for 

confirmation of admission process 

Suggestions for 

improvement 

• Regular training and sessions for staff on usage of 

different pumps according to their diagnosis and materials 

for patients and also educating the patients also about the 

abnormalities they have to check for.  

• Vendors should be notified of any faulty batches 

immediately and only validated suppliers should be 

procured.  

• More coordination among different departments is 

hospital. 



Plan for the next week Working on the software development to digitalize the nursing 

night report which is manually done by two night supervisors 

now. 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 

 

  



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 07  From: 23/06/2025  to 28/06/2025 

 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 

Activity Done • An Incident report of the hospital was given to conduct a 

root cause analysis of the situation using WHY analysis. 

An enquiry was done on the reported person and by 

whom, about the incident and how it has occurred. The 

report was made Why Analysis with 4 questions and the 

gathered answers with preventive and corrective measures. 

• The problems faced in Minor OT related to appointment, 

patient queries and call in time issues were resolved 

including software issues.  

• Daycare issues faced due to high patient count was 

discussed to be resolved. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

Organisational behaviour has taught in giving essential feedback 

and team dynamics. Digital Health subject has given immense 

knowledge in how the need of digitalisation of manual records 

and how it will become easier for reference. 

Gaps identified on the 

working area. 

Limited staff training before new postings, Minor OT has a long 

patient calling time. 

Suggestions for 

improvement 

Training conducted at unit level to prevent all types of medication 

error. Emphasized move on vigilance while giving care to patients 

at the same time. Ensured double checking of name before 

administering the medicine. 

Plan for the next week Working on the software development to digitalize the nursing 

night report which is manually done by two night supervisors 

now. 



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 08  From: 30/06/2025  to 05/07/2025 

 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 

  

 

 

Activity Done • Conducted a meeting with the nursing In charge to see the 

indicators needed to digitalise the night report with all the 

needed details for the software. 

• Issues faced in the wheelchair allocation was given to 

observe and report. 

• Created a feedback form for patients on their experience 

of wheelchair use. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

Essentials of Hospital services have given the knowledge is 

seeing what is very essential for the working of the hospital and 

what needs to be given the first preference. Coordination with the 

clinical and the other support services for smooth functioning.  

Gaps identified on the 

working area. 

Software not being updated timely for the better usage. Long time 

process in every department. 

Suggestions for 

improvement 

Implement automatic software update for checks and reminders. 

Staff training to report manually whenever software issues are 

faced. 

Plan for the next week To make a report for wheelchair format where with all the 

indicators daily report can be seen. 



Reporting Format (Weekly) 

Name of the Organisation: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary Mathew 

Roll no: 2049                         Stream: Hospital and Healthcare Management 

Week no: 09  From: 07/07/2025  to 11/07/2025 

 

 

Signature of the Student:   

Approved by the IIHMR University’s Mentor 

 

Activity Done • An Incident report of the hospital was given to conduct a 

root cause analysis of the situation using 5 WHY analysis.  

An enquiry was done on the reported person and by 

whom, about the incident and how it has occurred. The 

report was made with 5 why questions and respective 

answers with preventive and corrective measures. 

• Wheelchair Daily Report Format was made in excel for 

reference and to make a software from it. 

• An Excel Nursing night report of the RT ward for the 

Month of July,2025 was verified and entered. 

Linking theory (Classroom 

learning) with practice at 

your organisation 

Essentials of Hospital Services related with Incident report helps 

in understanding service delivery system and various 

administrative procedures, how the patient care connects to 

hospital coordination and service quality. Conducting enquiry to 

find who was involved in the incident to understand the human 

behaviour in workplace settings and the communication among 

them. 

Gaps identified on the 

working area. 

Vendors delay in reporting back with the issues faced with 

specific batches of the faulty equipment’s.   

Suggestions for 

improvement 

Regular training sessions for staff on usage of different pumps 

and materials for patients and also educating the patients also 

about the abnormalities they have to be aware. 

Plan for the next week Nil 



Compiled Reporting Format 

 

Name of the Organization: TATA Memorial Hospital 

Area/ Department/ Project of Summer Internship Program: Medical Administration 

Name of the Student: Reba Mary MATHEW 

Roll no: 2049     Stream: Hospital and Healthcare Management  

Activity Done • Conducted comprehensive observation across the entire TATA 

Memorial Hospital. 

• Covered five major buildings: Homi Bhabha Block, Main 

Building, Annexe Building, Service Block, and Golden Jubilee 

Building. 

• Observed the 11 active Disease Management Groups (DMGs) 

functioning in the hospital. 

• Noted the departments and various specialities located on each 

floor. 

• Familiarized with clinical, diagnostic, and administrative areas. 

• Attended a detailed orientation of all departments in the hospital 

for 3 days. 

• Assisted in a research study involving 449 patients availing the 

MJPJAY Scheme. 

• Updated patient data and conducted follow-up on their current 

status. 

• Contributed to further analysis of the ongoing research study. 

• Conducted a workflow analysis to compare both schemes. 

• Focused on identifying time gaps between authorization and claim 

submission. 

• Prepared a rough report including aim, objectives, data analysis, 

results, and discussion. 

• Received 5 incident reports from the hospital to conduct a root 

cause analysis using the 5 WHYs method. 

• Prepared a report with 5 WHY questions, their corresponding 

answers, and proposed preventive and corrective measures. 

• Observed the hospital’s admission process for surgery and in-

patient cases for further analysis. 

• Designed and submitted a new admission slip format for doctors 

and a consent form format for review. 

• Observed the operational process of the Minor OT Department. 



• Collaborated with the IT and Nursing Departments to digitalize 

their Night Report using software. 

• Resolved issues in the Minor OT related to appointments, patient 

queries, call-in time, and software problems. 

• Discussed and proposed solutions for daycare issues caused by 

high patient volume. 

• Conducted a meeting with the Nursing In-Charge to identify key 

indicators required for digitalizing the night report through 

software. 

• Observed and reported the issues faced in wheelchair allocation 

and created a patient feedback form to assess their experience of 

wheelchair use. 

• Created a Wheelchair Daily Report Format in Excel to be used as 

a reference for software development. 

• Verified and entered the Excel Nursing Night Report of the RT 

Ward for the month of July 2025 

Linking theory (Classroom 
learning) with practice at 
your organization 

• The subject Essentials of Hospital Services provided practical 
insights into hospital zoning, particularly in the CSSD, along 
with understanding the departmental layout, ventilation 
systems, and emergency exit planning. 

• earning from Essentials of Hospital Services was directly 
applicable while working with incident reports, helping to 
understand hospital service delivery systems, administrative 
procedures, and the role of interdepartmental coordination in 
patient care quality. 

• Research Methods and Biostatistics aided in designing study 
protocols, including data collection tools, sampling 
techniques, and methods for data analysis. 

• Theoretical knowledge from Research Methods enhanced the 
ability to interpret data using Excel, create meaningful visual 
representations like graphs and charts, and conduct literature 
reviews efficiently. 

• Subjects like Principles of Management and Human Resource 
Management highlighted the importance of implementing 
standard operating procedures (SOPs) and organizing regular 
training sessions to improve staff performance and ensure 
consistent service delivery. 



• Lessons from Organisational Behaviour were instrumental in 
understanding team dynamics, giving constructive feedback, 
and observing human behaviour in workplace settings, 
especially during incident-related enquiries. 

• The Digital Health subject provided valuable awareness about 
the transition from manual to digital systems, underlining how 
digitalization can streamline hospital record-keeping and 
make referencing easier. 

Gaps identified on the 
working area. 

• Patient overcrowding in OPD  

• As the data was collected by a previous intern student, could not 

make any changes or more specific questions. The data was not 

arranged properly. 

• Lack of double check system, manual prescription to entry errors, 

delayed incident reporting process and no standard operating 

procedure followed in the OPD.  

• For admission process the bed allotment is completely done 

manually. 

• No online system to see the total impatient count. 

• Limited staff training on SOPs 

• Patients have to revisit doctors for confirmation of admission 

process. 

• Limited staff training before new postings 

• Minor OT has a long patient calling time. 

• Software not being updated timely for the better usage 

• Vendors delay in reporting back with the issues faced with 

specific batches of the faulty equipment’s.   

Suggestions for 
improvement 

• A better framed questionnaire for data collection would have been 

easy to analyse for a better output of the study conducted. 

• Regular training and sessions for staff on high alert medication 

protocols and attentive while entering prescriptions.  

• Suggestion was given to digitize the bed allotment for easiness. 

• Regular training and sessions for staff on usage of different 

pumps and materials for patients and also educating the patients 

also about the abnormalities they have to check for. 



 

Signature of the Student  

 

Approved by the IIHMR University’s Mentor 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Vendors should be notified of any faulty batches immediately and 

only validated suppliers should be procured. 

• Training conducted at unit level to prevent all types of medication 

error. Emphasized move on vigilance while giving care to patients 

at the same time. Ensured double checking of name before 

administering the medicine. 

Key Learnings • This internship gave me genuine experience in translating what I 

learned in the classroom into real solutions. 

• I became more self-aware, recognized my strengths and learned to 

address my weaknesses with honesty and proactive effort. 

• Learned that clear, open communication and strong collaboration 

are essential for team success and professional growth. 

• Left the internship feeling confident and well-equipped, grateful 

for the mentorship and support, and ready to take on more 

responsibility in my career ahead. 



                           Forms Created and Submitted 

 

 

 



 

 



 

 



 


