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Course: HIM2263 Capstone WEB/MHW
Course Code: 5458/5748

Semester: Spring 2014
Course Meets: Online
Course: HIM Capstone
Course Location: Online – Virtual meetings by Appointment

Instructor: D. Schultze
Office: AC133A
Office Hours: By Appointment
Phone: 636-584-6129
Email: dschultze@eastcentral.edu

Disclaimer: SYLLABI MAY BE MODIFIED AT ANY TIME
WITHOUT PRIOR NOTICE



Course Description:

A course designed to provide students with the skills for seeking employment (to manage their careers effectively). Topics covered include conducting a job search, interviewing techniques, employment, correspondence, acquiring web based skills along with resume and portfolio development for job search, and career advancement. Students will also demonstrate technology and academic proficiencies. Students must pass a comprehensive HIM program exit examination. This course also includes a comprehensive review of program competencies and preparation for the official RHIT exam. This should be taken the last semester prior to graduation. Student must earn at least a grade of "B" as a requirement for graduation.  

Prerequisite and Co-requisites:

Prerequisite: This is a final semester course in the Health Information Management Program. Students must have completed all other HIM program courses or be currently enrolled in remaining final semester courses before this one is taken, or have permission of instructor.

Purpose of Capstone Course:

The course designed to give students an opportunity to use knowledge and skills acquired during health information management studies. Program faculty will evaluate what a student has learned and how this knowledge relates to employment opportunities. This Capstone course is required near the end of student’s study in health information technology to demonstrate the student's mastery of material learned. 

Instructional Methods and Methods of Evaluation:

It is imperative that students have access to a reliable internet provider, computer hardware, and email address to succeed in this course. 

Each student will develop an independent plan with the instructor that includes structured health information management review, research, and construction of a portfolio document displaying a variety of course work. Additional emphasis is placed on the student’s ability to utilize information learned during completion of their Professional Practice Experience. Students will participate in mock interviews in preparation for entering the job market. Students will complete a Mock RHIT Exam.

Course Grade:

The letter grade is based on the percentage of the total points earned upon completion and evaluation of each assigned project throughout the semester based on the following scale:

Letter grades will be given using the following scale:
            
A = 90-100%
B = 80-89% Students must earn a grade of “B” or higher to pass this capstone course.
C = 70-79%
D = 60-69%
F = 59% and below

Attendance Policy: 

Class attendance is vital in order to complete the course on time and to develop the necessary skills. According to ECC Policy, if the student misses three class periods, the student could be dropped from the course. For online or hybrid courses, missed assignments by due dates will count as an absence. Students must arrive to class on time and should not leave class early during campus sessions. Ultimately it is the student’s responsibility to notify the instructor in advance of the planned absence.

It is the responsibility of the student to properly drop the course.  Students, who are still enrolled in this class after the final drop date, but fail to participate in class, are at risk for a failing grade.  Your grade will be based on the total points accumulated through the last date of participation.

Assessment of Student Gain

Student gain will be determined by student improvement in each of the areas of student competencies.  

Academic Honesty and Plagiarism Policy

Academic Dishonesty: Academic dishonesty is defined as any form of cheating or dishonesty that has the effect or intent of interfering with any academic exercise or a fair evaluation of a student’s performance. Some examples and definitions are given in your student handbook. You may also access the college’s policy on academic dishonesty online at the college website www.eastcentral.edu  College faculty can provide additional information, particularly as it relates to a specific course, laboratory, online or assignment.

Academic honesty includes the following:
· Documenting all proprietary information that is received from outside sources, including books, articles, web sites, lectures, interview, television, radio, etc.

· Putting quotation marks around the words that were written or spoken by someone other than oneself.

· Applying this standard to all assignments (papers, take home exams, presentations, online, etc.)

Plagiarism

To present someone else’s work or ideas as one’s own is plagiarism. A student commits plagiarism by; copying, word for word, someone else’s writing without putting the passage in quotation marks and identifying the source; taking someone else’s writing, changing some of the words, and not identifying the source; taking someone else’s ideas or organization of ideas, putting them into his/her own words without identifying the source; having someone else change the student’s writing such as a tutor, friend, or relative; purchasing or downloading papers or passages from the Web.

Online class work allows you to work independently or with other students in the class.  For your own benefit, you need to complete all assignments on your own unless otherwise indicated.  Do not use the work of others and submit it as your own.  You may refer to the textbook and resources when taking tests online, however the tests are timed and you may lose points if you exceed the time limit.  The true test of what you learn in this class will be demonstrated when you take the AHIMA certification exam to become a Certified Coders and/or Registered Health Information Technician.  The expectation for this class is for you to be professional and ethical – do your own work.

Disclaimer:

This syllabus is a broad outline of subject matter intended to be covered.  It does not mean that everything herein will be covered, nor does it limit the content of the class to the material described.  Information and statements in this document are subject to change at the discretion of ECC.  Because Introduction to Health Information is basic to understanding many of the other courses in the Health Information Technology program, a grade of C or better is required to continue the program.

Notice of Non-Discrimination

East Central College does not discriminate on the basis of race, color, religion, national origin, ancestry, gender, age, disability, or veteran status. Inquiries/concerns regarding civil rights compliance as it relates to student programs and services may be directed to the Vice President of Student Development, 201 Administration Building, 1964 Prairie dell Road, Union, MO 63084, (636) 583-5193, ext. 6565 or stnotice@eastcentral. Edu.

Learning Centers

Need help? Visit the Learning Center at the Union, Sullivan, or Rolla campus for additional help with your coursework. Tutoring is generally available for computer questions, algebra and writing at all three centers. Help with science courses is available in Union and Rolla. Assistance with other subjects can be arranged on an as-needed basis. Group study sessions may also be arranged. Student ID’s are required to use any of the Learning Center facilities. For hours or additional information, contact the site nearest you: 

Union: 636-584-6688 or email: general_tutoring@eastcentral.edu
Southwest Area Center (Sullivan): 573-468-8287, ext 2
Rolla: 573-458-0165 or email: rollacampus@eastcentral.edu

Access Services for Students with Disability:

Any student in this class who has a health concern or other disability that prevents the fullest expression of academic abilities should contact the instructor as soon as possible to discuss course requirements.

If you have a health condition or other disability, which may require an accommodation in order for you t effectively participate in class, please make an appointment with the Access Counselor by contacting the Counseling and Career Services department secretary on the 2nd floor of the AD Building, Room 213; phone (636) 584-6576 or TDD (636) 583-4851.

An appointment should be made as soon as possible to ensure that accommodations are arranged in a timely manner. Information about your disability will be held in but are not limited to: learning disorders, ADD/ADHD, dyslexia, hearing or visual.

As part of a comprehensive review utilizing a structured review text book the materials in this course address All AHIMA Domains, Subdomains, and Tasks (Knowledge Clusters):

	I. Domain:  Health Data Management
I.A.  Subdomain:  Health Data Structure, 
Content, and Standards

	1. Collect and maintain health data 
(such as data elements, data sets, and databases).

	2. Conduct analysis to ensure that documentation
 in the health record supports the diagnosis and 
reflects the patient’s progress, clinical findings, and 
discharge status.


	3. Apply policies and procedures to ensure the 
accuracy of health data.

	4. Verify timeliness, completeness, accuracy, and 
appropriateness of data  and data sources for patient 
care, management, billing reports, registries, 
and/or databases.



	Health Data Structure, Content, and Standards
· Data versus information (Analyzing, 4)
· Health information media (such as paper, computer, web-based) (Analyzing, 4)
· Structure and use of health information (individual, comparative, aggregate) (Analyzing, 4)
· Health record data collection tools (forms, screens, etc.) (Analyzing, 4)
· Data sources (primary/secondary) (Analyzing, 4)
· Data storage and retrieval (Analyzing, 4)
· Healthcare data sets (such as OASIS, HEDIS, DEEDS, UHDDS) (Understanding, 2)



	I.B.  Subdomain:  Healthcare Information 
Requirements and Standards

	1. Monitor and apply organization-wide 
health record documentation guidelines.

	2. 2.     Apply policies and procedures to ensure 
organizational compliance with regulations 
and standards.


	3. Maintain the accuracy and completeness 
of the patient record as defined by organizational 
policy and external regulations and standards.

	4. Assist in preparing the organization for 
accreditation, licensing, and/or certification surveys.




	Healthcare Information Requirements and Standards

· Type and content of health record (paper, electronic, computer-based, e-health-personal, web-based) (Evaluating, 5)
· Health record documentation requirements (such as accreditation, certification, licensure) (Evaluating, 5)
· Data quality and integrity (Analyzing, 4)


	I.C.  Subdomain:  Clinical Classification Systems

1. Use and maintain electronic applications 
and work processes to support clinical classification 
and coding. 

2. Apply diagnosis/procedure codes 
according to current nomenclature.

3. Ensure accuracy of diagnostic/procedural
 groupings such as DRG, MSDRG, APC, and so on.

4. Adhere to current regulations and established 
guidelines in code assignment.

5. Validate coding accuracy using clinical 
information found in the health record. 

6. Use and maintain applications and processes 
to support other clinical classification and 
nomenclature systems (ex. DSM IV, SNOMED-CT).

7. Resolve discrepancies between coded data 
and supporting documentation.

	Clinical Classification Systems

· Classifications, taxonomies, nomenclatures, terminologies, and clinical vocabularies  such as SNOMED-CT (Analyzing, 4)
· Principles and applications of coding systems (such as ICD, CPT, DSM) (Evaluating, 5)
· Diagnostic and procedural groupings (such as DRG, APC, RUGs) (Evaluating, 5)
· Case mix analysis and indexes (Analyzing, 4)
· Severity of illness systems (Analyzing, 4)
· Coding compliance strategies, auditing, and reporting (such as CCI, plans) (Evaluating, 5)  
· Coding quality monitors and reporting  (Evaluating, 5)

	
I.D.  Subdomain:  Reimbursement Methodologies

	1. Apply policies and procedures for the use of 
clinical data required in reimbursement and prospective 
payment systems (PPS) in healthcare delivery.

	2. Apply policies and procedures to comply with the 
changing regulations among various payment systems 
for healthcare services such as Medicare, Medicaid, 
managed care, and so forth. 

	3. Support accurate billing through coding, 
chargemaster, claims management, and bill 
 reconciliation processes.


	4. Use established guidelines to comply with 
reimbursement and reporting requirements such as 
the National Correct Coding Initiative.

5. Compile patient data and perform data quality 
reviews to validate code assignment and compliance 
with reporting requirements, such as outpatient

	 prospective payment systems.

6. Ensure accuracy of diagnostic/procedural groupings 
such as DRG, APC, and so on. 

	



	Reimbursement Methodologies
· Commercial, managed care and federal insurance plans (Analyzing, 4)
· Compliance strategies and reporting (Applying, 3)
· Payment methodologies and systems (such as capitation, prospective payment systems, RBRVS) (Analyzing, 4)
· Billing processes and procedures (such as claims, EOB, ABN, electronic data interchange) (Analyzing, 4)
· Chargemaster maintenance (Evaluating, 5)
· Regulatory guidelines (NCDs and QIOs) (3)
· Reimbursement monitoring and reporting (Evaluating, 5)




	
II.  Domain:  Health Statistics, Biomedical 
Research, and Quality Management
II.A.  Subdomain:  Healthcare Statistics 
and Research

	1. Collect, maintain, and report data for clinical 
indices/databases/registries to meet specific 
organization needs such as medical research and 
disease registries.

	2. Collect, organize, and present data for quality 
management, utilization management, risk 
management, and other related studies.

	3. Comprehend basic descriptive, institutional, 
and healthcare vital statistics.



	
Healthcare Statistics and Research

· Indices, databases, and registries (Analyzing, 4)  
· Vital statistics (Evaluating, 5)
· Healthcare statistics (Evaluating, 5)  
· Descriptive statistics (such as means, frequencies, ranges, percentiles, standard deviations) (Understanding, 2)
· Statistical applications with health care data (Applying, 3)
· Data selection, interpretation, and presentation  (Evaluating, 5)             
· Knowledge-based research techniques (such as library, MEDLINE, web-based)(Evaluating, 5)

 

	
II.  Domain:  Health Statistics, Biomedical Research, 
and Quality Management

II.B.  Subdomain:  Quality Management and 
Performance Improvement

	1. Abstract and report data for facility-wide quality 
management and performance improvement programs.

	2. Analyze clinical data to identify trends that demonstrate
 quality, safety, and effectiveness of healthcare.



	
Quality Management and Performance Improvement

· Quality assessment and improvement (such as process, collection tools, data analysis, reporting techniques) (Applying, 3)
· Utilization management, risk management, and case management (Understanding, 2)
· Regulatory quality monitoring requirements (Applying, 3)
· Outcomes measures and monitoring (Applying, 3)



	
III.  Domain:  Health Services Organization and Delivery
III.A.  Subdomain:  Healthcare Delivery Systems

	1. Apply current laws, accreditation, licensure, and 
certification standards related to health information 
initiatives from the national, state, local, and
 facility levels.


	2. Differentiate the roles of various providers and 
disciplines throughout the continuum of healthcare 
and respond to their information needs.



	
Healthcare Delivery Systems

· Organization of healthcare delivery in the United States (Analyzing, 4)
· Healthcare organizations structure and operation (Analyzing,  4)
· External standards, regulations, and initiatives (such as licensure, certification, accreditation, HIPAA, ARRA) (Analyzing, 4)  
· Healthcare providers and disciplines (Analyzing,4)

	  III.B.  Subdomain:  Healthcare Privacy,  Confidentiality, 
Legal, and Ethical Issues

	1. Adhere to the legal and regulatory requirements 
related to the health information infrastructure.


	2. Apply policies and procedures for access and
 disclosure of personal health information.

	2. Release patient-specific data to authorized users.

3. Maintain user access logs/systems to track access 
to and disclosure of identifiable patient data.
 

	5.  Apply and promote ethical standards of practice.

	



	Healthcare Privacy, Confidentiality, Legal, and Ethical Issues

· Legislative and regulatory processes (Applying, 3) 
· Legal terminology (Applying, 3)
· Health information/record laws and regulations (such as retention, patient rights/advocacy, advanced directives, privacy) (Evaluating, 5) 
· Confidentiality, privacy, and security policies, procedures, and monitoring (Evaluating, 5) 
· Release of information policies and procedures (Evaluating, 5) 
· Professional and practice-related ethical issues (Evaluating, 5) 


	IV.  Domain:  Information Technology & Systems
IV.A.  Subdomain:  Information and Communication 
Technologies  

	1. Use technology, including hardware and software, 
to ensure data collection, storage, analysis, and 
reporting of information.


	2. Use common software applications such as 
spreadsheets, databases, word processing, graphics,
presentation, e-mail, and so on in the execution of
 work processes.


	3. Use specialized software in the completion of
 HIM processes such as record tracking, release of 
information, coding, grouping, registries, billing, 
quality improvement, and imaging.


	4. Apply policies and procedures to the use of 
networks, including intranet and Internet applications, 
to facilitate the electronic health record (EHR),
 personal health record (PHR), public health, and 
other administrative applications.


	5. Participate in the planning, design, selection,
 implementation, integration, testing, evaluation, and 
support for EHRs. 




	Information Technology  & Systems

· Computer concepts (hardware components, systems architectures, operating systems and languages, and software packages and tools) (Applying, 3)
· Communication and internet technologies (such as networks, intranet, standards) (Applying, 3) 
· Common software applications (such as word processing, spreadsheet, database, graphics) (Applying, 3) 
· Health information systems (such as administrative, patient registration, ADT, EHR, PHR, lab, radiology, pharmacy) (Analyzing, 4) 
· Voice recognition technology (Applying, 3)
· Health information specialty systems (such as ROI, coding, registries) (Evaluating, 5)
· Application of systems and policies to health information systems and functions and health care data requests (Evaluating, 5)
· System acquisition and evaluation (Applying, 3)


	IV.B.  Subdomain:  Data, Information, and File Structures

1.Apply knowledge of database architecture and design 
(such as data dictionary) to meet departmental needs.

	

	IV.C.  Subdomain:  Data Storage and Retrieval

	1. Use appropriate electronic or imaging technology 
for data/record storage.

	2. Query and generate reports to facilitate information 
retrieval using appropriate software.

	3. Apply retention and destruction policies for health 
information.




	Date Storage and Retrieval

· Document archival, retrieval, and imaging systems (Analyzing, 4)
· Maintenance and monitoring of data storage systems (Analyzing, 4)



	IV.D.  Subdomain:  Data Security 

	1. Apply confidentiality and security measures to
 protect electronic health information.

	2. Protect data integrity and validity using software 
or hardware technology.

	3. Apply departmental and organizational data and 
information system security policies.

	4. Use and summarize data compiled from audit trails
 and data quality monitoring programs.



	Data Security and Healthcare Information Systems

· System architecture and design (Applying, 3)
· Screen design (Analyzing, 4)
· Data retrieval and maintenance (Analyzing, 4)  
· Data security concepts (Applying, 3)     
· Data integrity concepts (Analyzing, 4)
· Data integrity and security processes and monitoring (Applying, 3)



	V.  Domain:  Organizational Resources
V.A.  Subdomain:  Human Resources

	1.  Apply the fundamentals of team leadership.

	2.  Participate in and work in teams and committees.

	3.  Conduct orientation and training programs.


	5. Monitor and report staffing levels and productivity 
standards for health information functions.

	6. Use tools and techniques to monitor, report, 
and  improve processes.

	7. Comply with local, state, and federal labor 
regulations.



	Organizational Resources

· Roles and functions of teams and committees (Evaluating, 5)
· Teams/consensus building and committees (Analyzing, 4)
· Communication and interpersonal skills (Evaluating, 5)
· Team leadership concepts and techniques (Analyzing, 4)
· Orientation and training (such as content, delivery, media) (Evaluating, 5)
· Workflow and process monitors (Analyzing, 4)




	V.B.  Subdomain:  Financial and Resource Management

	1. Make recommendations for items to include in 
budgets and contracts.

	2. Monitor and order supplies needed for work 
processes.

	3.  Monitor coding and revenue cycle processes.

	4. Recommend cost-saving and efficient means 
of achieving work processes and goals.

	5. Contribute to work plans, policies, procedures,
 and resource requisitions in relation to job functions.



	Financial and Resource Management

· Revenue cycle monitors (Analyzing, 4)
· Organizational plans and budgets (framework, levels, responsibilities, etc.) (Analyzing, 4)
· Resource allocation monitors (Analyzing, 4)






 

	
	BIOMEDICAL SCIENCES
Anatomy (Analyzing, 4)
Physiology (Analyzing, 4)
Medical Terminology (Analyzing, 4)
Pathophysiology (Analyzing, 4)
Pharmacotherapy (Analyzing, 4)




Course Outline (Calendar)

	Week #
	Assignments/Activities
	Notes

	Week 1
	Orientation – Review syllabus and clarify course goals
JOIN AHIMA
	

	Week 2
	Purchase 2014 PRG Textbook from the Bookstore
	

	Week 3
	Join EMHIMA, AHIMA, MOHIMA
Complete first exam (Ch.3) in PRG
	Discuss commonly missed questions

	Week 4
	Complete Ch. 4 & 5 in PRG
Post to weekly discussion Forum
	Discuss commonly missed questions

	Week 5
	Complete Ch. 6 & 7 in PRG
Post to weekly discussion Forum
	
Review work portfolios

	Week 6
	Complete Ch. 8 & 9 in PRG
Post to weekly discussion Forum
	Discuss commonly missed questions

	Week 7
	Complete Ch. 10 & 11 in PRG
Post to weekly discussion Forum
	Discuss commonly missed questions
Hand out job positions for Mock Interviews

	Week 8
	CAAP Testing (Critical Thinking) Mandatory!
Continue working in PRG
	Review work portfolios

	Week 9
	MIDTERM EXAM
	

	Week 10
	SPRING BREAK
	

	Week 11
	Complete Ch. 12 & 13 in PRG
Post to weekly discussion Forum
	Discuss commonly missed questions


	Week 12
	Mock Interviews
	Interview, review resume, cover letter and professional dress

	Week 13
	Complete Ch. 14 & 15 in PRG
Post to weekly discussion Forum
	Review work portfolios

	Week 14
	Complete Ch. 16 & 17 in PRG
Post to weekly discussion Forum
	Discuss commonly missed questions


	Week 15
	Complete any remaining Chapters in PRG
Post to weekly discussion Forum
Submit Work Portfolio
	Discuss commonly missed questions
Review for Mock Exam

	Week 16
	Final Exam (Mock RHIT Exam)
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