HIM 1253: CPT-4 Coding

Welcome! 
[image: ]
Welcome and thank you for enrolling in this course! I think you will enjoy our time together! 
For some, this may be your first online course. If you are not a computer whiz, don’t worry. You don’t need to be. From a computer standpoint, everything is simple to use and easy to navigate.  
Choose the Syllabus button and read the Syllabus carefully. This is our contract of what I expect from you and what you can expect from me. It also contains important information about the course and course policies.
Then select the Course Calendar button. There you will find a schedule for your assignments and other graded work.
The Course Content button leads to the actual content of the course. Each module page contains important information about how to complete your assignments.
Finally, become familiar with the items and links in the Tools & Resources button. There you will find out how to get assistance with technical difficulties, how to connect with your classmates, what tutoring services are available and much more. Student Orientation is available in the Tools & Resources. It is recommended that you print and thoroughly review the information in the Student Orientation during the first week of class. Refer to this document and your course Syllabus often during your class.
If you have any questions, please do not hesitate to contact me at (000) 555-5555, at professor@school.edu, or drop me a question on the discussion board. I promise to respond within 24 - 48 hours.
I am looking forward to working with you and having a great semester! 
Professor XXXX


Professor Information
Professor:				XXXXX
Office Hours:				X:XXAM to X:XXPM Mondays thru Fridays
Office Location:			Room XXXX at XXXX Campus
Office Phone:				(000) 555-5555
Email:					professor@school.edu
Instructor Response
You can anticipate responses to inquiries and questions within 24 - 48 hours of receipt.
Campus Information
This course is offered by XYZ School through a grant by the Department of Labor. For questions or concerns, please feel free to call (000) 555-5555. For technical assistance, please contact the Online Support Center (000) 555-5555. 
Course Description	
This course provides an introduction to coding outpatient procedures using CPT-4 including both manual and computer-based practice. CPT-4 is then integrated with ICD-9-CM coding.  Reimbursement issues are reviewed.
. B.A.S. Credit Hours: 3 Contact Hours: 3
Learning Outcomes
At the end of this course the student will be able to: 
· Identify conventions and characteristics used in coding.
· Analyze and code diagnoses, procedures, and symptoms.
· Demonstrate ability to code, classify, and sequence.
· Explain the relationship of MS-Diagnosis Related Groups (MS-DRGs) and Ambulatory Patient Groups (APGs).
· Identify the various external regulating agencies and their impact on the coding systems.
· Use procedures for ensuring data quality.
· Describe the process to annually update coding resources.

Course Information
Course Number/Title:			HIM 1253: CPT-4 Coding
Reference Number:  			XXXX
Number of Credit Hours:  		3
Term/Year/Session/Length:		XXXX
Course prerequisites:			none
Important Dates
	Class Begins
	XXXX

	100% Refund Deadline
	XXXX

	Non-Attendance Drop
	XXXX

	Withdraw with “W” Deadline
	XXXX

	Course Evaluation
	XXXX

	Class Ends
	XXXX



These dates are critical for this course. Additional critical dates for this course can be found by choosing the appropriate term links in the calendar at the college website.
Intellectual Property Rights
This course is licensed under a Creative Commons Attribution 3.0 License. This License allows subsequent users to copy, distribute, transmit and adapt the copyrighted work and requires such users to attribute the work. For more information on this License, please visit http://creativecommons.org/licenses/by/3.0.
Instructional Materials and Equipment
If you have not done so already, obtain your textbook and related course materials. Visit your nearest campus bookstore or order online via the student portal, or at your college website. Be sure to order using your course and instructor’s name and the six-digit course reference number.
Required Text/Materials
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	Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  ISBN 978-158-426-4002

	[image: ]
	Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. ISBN 978-158-426-3999
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	AMA, Current Procedural Terminology (CPT) 2013. Professional Edition.  ISBN 978-160-359-6848



Recommended Materials
none
Online Delivery System
This course will be delivered using the Blackboard Learn™ course management system. 
Blackboard™ Supported Browsers for Blackboard Version 9.1 SP7
View Blackboard’s Supported Browsers and Operating Systems page to see if your browser and operating system are compatible. Please note the following when reviewing Blackboard’s compatibility ratings. 
Certified:  100% Compatible
Compatible:  Compatible in most areas, but could have some incompatibility issues
Unsupported:  Not tested and not recommended
Technology Requirements
Reliable and consistent computer and Internet access is encouraged to successfully participate in, and complete online courses. Ensure that your computer meets the minimum system requirements noted below and on the Florida State College at Jacksonville Distance Learning/Online Courses site. Please use the following checklist to determine your computer readiness.
You should own or have access to:
· Computer with personal access to the Internet (e.g., computer with a modem or cable modem connection)
· An e-mail account
· Web-browser software-should be the most current version of Internet Explorer, Firefox, or Safari. For more information, students may use this link to view technology and updates: http://www.fscj.edu/mydegree/Future-Students/Academics/Distance-Learning-and-Online-Programs.html
· Windows 7 or Vista or higher operating system (or MAC OS X or higher)
· Virus-checking software
· Word-processing and slide creation software
· Plug-ins, including Acrobat Reader and Flash Player
· Additional hardware, including speakers and microphone
It is a good idea to check your computer at the beginning of each course and a couple of times throughout the term to ensure you have all the necessary software and plug-ins to use the Blackboard online system and course features. After logging in to Blackboard, choose the Browser Checker link. Review the results and choose the links to the recommended software.
Please note that you will need to turn off your pop-up blocker to use all features of this online course.
Accessibility
If you require specific accommodations to complete this course, contact the Florida State College at Jacksonville Office of Services for Students with Disabilities.
Your Course Participation and Assessments
Learning Communities
Students learn through interactions with each other, with their instructor, and with the course material. A major goal of this course is to encourage you to build learning communities within the course. This course has special forums to aid in building our learning community. We will use the discussion area to meet each other and share our thoughts and concerns. 
The “Questions for the instructor” discussion forum is used for general questions about course content, navigation, or flow. Please do not ask personal or specific grade-related questions in this forum, send individual communication instead.
The “Cyber Café” is available to discuss items of interest to you and your classmates. Please remember that in all discussion forums, you must follow all netiquette rules and guidelines.
Assigned Works
Assigned work for this course includes:
· Discussions
· Quizzes
· Research Paper Project
· Surgical Procedure Presentation
Each week, you will have individual activities to complete. Be sure to check the Course Calendar carefully as some weeks may require completion of more than one module of work. You will receive points toward your grade based on your participation in the activities and the quality of your work. A brief description of the course activities and grading rubrics follows. More detailed information and instructions are available in the individual module pages. You are strongly urged to plan ahead for all assigned work. Some, especially the paper and presentation, may require a significant investment of time each week.
Discussions
Discussions are worth 400 points toward your final grade

Students are required to participate in 8 discussion boards, which are worth 50 points each. The links to the Discussions are located in the module folders in the Course Content area. Our discussion board forums are an opportunity to have thoughtful discussions about a given topic. The questions raised will be general in nature and ask you to think deeply. In each discussion forum, you will be required to give a thoughtful and comprehensive response of at least five to eight sentences that are reflective and well written, as well as respond to at least two other people. The discussion begins when other class members read what you wrote and respond.  

Class members are expected to contribute original thoughts as well as respond to classmates' posts. In your responses, you will ask your classmates questions, expand on one of their ideas, ask for clarity on one of their points, and maybe even politely disagree and explain why.  

Please note that you should complete all of the readings for the week and receive a 100% on the module quiz (you will have unlimited attempts to do this) prior to posting your discussion board forum response. You are expected to post to the forums in correct sentence and paragraph format. Remember to check for correct spelling and grammar. Your discussion postings will be graded according to the following rubric:

	Criteria
	Exemplary 
	Meets Expectations 
	Developing 
	Novice 
	Not Apparent 

	Quality of Initial Post 
	20 – 18 Points
Initial comment fully addresses all aspects of the discussion. Comment includes many personal or professional experiences. Demonstrates excellent critical thinking skills through multiple examples and ideas. Excellent discussion of course readings or other resources if appropriate. 
	17 - 16 Points
Initial comment addresses most aspects of the discussion. Comment includes some personal or professional experience. Demonstrates adequate critical thinking through some examples and ideas. Good discussion of course readings or other resources if appropriate. 
	15 - 14 Points
Initial comment addresses part of the discussion or assigned readings. Comment includes minimal personal or professional experience. Demonstrates minimal critical thinking with minimal examples and ideas. Minimal discussion of course readings or other resources if appropriate. 
	13 -12 Points
Initial comment minimally addresses discussion. Comment does not include personal or professional experience. Does not demonstrate critical thinking. No discussion of course readings or other resources if appropriate. 
	0  Points
No initial posting submitted. 

	Quality of Response Postings 
	10 Points
Responses are highly reflective, insightful and add to the discussion in a meaningful way moving it forward. 
	8 - 9 Points
Responses are reflective, insightful and add to the discussion. 
	7 - 8 Points
Responses are minimally reflective or insightful and do not significantly add to the discussion in a meaningful way. 
	6 -7 Points
Responses are present but are not reflective or insightful, but don’t add to the discussion. 
	0 Points
No response postings submitted. 

	Organization and Technical Aspects of All Posts 
	10 Points
Information is exceptionally well organized; spelling and grammar are correct and complete sentences are used. Proper citations are effectively used. 
	 8 - 9 Points
Information is well organized; 1-2 spelling and/ or grammar mistakes are evident. Complete sentences are used. Proper citations are used. 
	7 -8 Points
Organization is scattered; 3-5 spelling and/ or grammar mistakes are evident. Some incomplete sentences used. Citations are used. 
	6 -7 Points
Information is not well organized; more than 5 spelling and/ or grammar mistakes are evident. Incomplete sentences used. No citations. 
	0 Points
No postings submitted. 

	Posting Quantity and Timeliness 
	10 Points
Initial posting and at least three quality responses are made prior to the due date listed in the Calendar of Activities. At least one posting is made before 11:59 pm on Wednesday. 
	8 - 9 Points
Initial posting and at least two quality responses are made prior to the due date listed in the Calendar of Activities. At least one posting is made before 11:59 pm on Wednesday. 
	7 -8 Points
Initial posting and at least one quality responses are made prior to the due date listed in the Calendar of Activities. At least one posting is made before 11:59 pm on Wednesday. 
	6 - 7 Points
Initial posting is made before 11:59 pm on Wednesday. Any response postings are made prior to the due date listed on the Calendar of Activities. 
	0 Points
Initial posting is not made prior to Wednesday and/or no postings are submitted. 

	Cumulative Points
	Exemplary
50 - 45 points
	Meets Expectations
44 - 39 points
	Developing
38 - 32 points 
	Novice
31 – 25 points
	Not Apparent
[bookmark: _GoBack]24 - 0 points



Research Project Paper
This assigned paper is worth 100 points toward your final grade
This paper is designed to enhance your skills in research writing and accurate and succinct paraphrasing while increasing the knowledge base of the class pertaining to medical coding. Please read detailed instructions for this paper in your course modules.  You will begin this paper in Module Two, and it will be due in Module Six. You will submit your paper through the Blackboard Assignment link provided in Module Six, and you will share your presentation summary portion of this assignment also in the Discussion Forum and provide feedback in the discussion to at least two other students.

Research Paper Project Criteria

Purpose:  This project is designed to enhance your skills in research writing and accurate and succinct paraphrasing while increasing the knowledge base of the class pertaining to medical coding.

Topic:   To be determined – Please check the Discussion Forum “Research Paper Project” in the thread “Topics” for more information.

1. All papers must be double spaced and submitted through Blackboard as an attached file, in a Word document format.  This paper is due in Module Six of the course.

2. All papers must be a minimum of three pages, using a minimum of three current references (2008-present).  The textbook may be used as one reference however; it should not be the major source for the paper.  You MUST use footnotes, endnotes or interior documentation to site your references.

3. All papers must have a title page (exclusive of the three pages of research), which includes the title of the paper, course number and title; instructor’s name your name and date submitted.

4. Include a bibliography page using MLA, APA or some other recognizable, practical guide for writing Standard English research papers.

5. Papers must be written in Standard English, using proper grammar.

6. Summarize your findings without plagiarizing the authors referenced.  Include in your paper basic knowledge about the topic, such as origin, founder, purpose, etc.  Document the important facts about the topic.  A topic outline would assist you in organizing your paper.

7. Create a Summary Presentation which will have 3-5 slides that will highlight and summarize the main points of your paper.  This summary presentation will be shared with the class in the Discussion Forum for this project at the end of Module Six.  You will be required to post your presentation as an attached file, and then comment on at least 2 other students’ presentations.  You can use any presentation software to create your presentation, such as PowerPoint, Prezi, or other software of your choice.

Grading Rubric:



	Criteria
	Exemplary 
	Meets Expectations 
	Developing 
	Novice 
	Not Apparent 

	Quality of the information in the paper 
	40 Points
Information provides the reader with succinct paraphrasing of resource information, providing knowledge about the topic along with important facts that give the reader a thorough overview of the topic; no major areas are missing. 
	36 Points
Information provides the reader with basic knowledge about the topic along with important facts that give the reader a light overview of the topic; one or two minor areas of importance may be missing.
	32 Points
Information provides the reader with some knowledge about the topic but some major areas are missing and the reader is left feeling a bit confused on the topic.
	28 Points
Information provides the reader with rudimentary knowledge about the topic along with incorrect or irrelevant information.
	0 Points
Most of the information is incorrect or very sparse or no relevant information was included in the paper.

	Title Page, Bibliography Page  and citations
	20 Points
The title page has the required elements; the Bibliography page has at least 3 resources in MLA or APA correct format, and in text citations are correctly used. 
	18 Points
There are minimal small errors in the Title page or Bibliography page, and there are at least 3 resources in MLA or APA format, and in text citations are correctly used, with only minimal mistakes. 
	16 Points
There are errors in more than one of these areas:  Title Page, Bibliography Page, or in text citations.
	14 Points
There significant errors in all three of these areas:  Title Page, Bibliography Page, or in text citations.
	0 Points
No Bibliography page is included, no in text citations, and no Title Page. 

	Organization, Grammar and Spelling 
	20 Points
Information is exceptionally well organized with logical flow; spelling and grammar are correct and complete sentences are used. 
	18 Points
Information is well organized with a reasonable flow; 1-2 spelling and/ or grammar mistakes are evident. Complete sentences are used. 
	16 Points
Organization is scattered and mostly does not logically flow; 3-5 spelling and/ or grammar mistakes are evident. Some incomplete sentences used. Citations are used. 
	14 Points
Information is very disorganized; more than 5 spelling and/ or grammar mistakes are evident. Incomplete sentences used. No citations. 
	0 Points
Paper has so many errors it is unreadable. 

	Summary  Presentation
	20 Points
The  Summary  Presentation is posted to the Discussion Forum prior to the due date listed in the Calendar; contains 3-5 slides that effectively summarize the research paper; and feedback responses were posted to two or more other students. 
	18 Points
The  Summary  Presentation is posted to the Discussion Forum prior to the due date listed in the Calendar; contains 3 or fewer slides that minimally summarize the research paper; and feedback responses were posted to only one other students.
	16 Points
The  Summary  Presentation  is posted to the Discussion Forum after the due date listed in the Calendar; contains less than 3 slides; and/or only marginally summarizes the research paper. And/or feedback responses not posted for any other students.
	14 Points
The  Summary  Presentation is posted to the Discussion Forum prior to the due date listed in the Calendar; however, it does not summarize the paper or it does not open for viewing, and/or no feedback was posted for any other students.
	0 Points
No  Summary  Presentation is posted in the Discussion Forum and no feedback was given for other students.

	Cumulative Points
	Exemplary
100 - 90 points
	Meets Expectations
89-80 points
	Developing
79-70 points 
	Novice
69-60 points
	Not Apparent
59 - 0 points











Surgery Procedure Presentation
The Surgery Procedure Presentation is worth 200 points toward your final grade
Please carefully review the assignment directions and the rubric below: 

DIRECTIONS:  Create a presentation on the surgical procedure assigned by the professor in the Discussion Forum “Surgical Procedure Presentation.”  This topic will be assigned during Module Three, and the final presentation will be due in Module Eight. You may use any presentation software of your choice.

Obtain research on the assigned surgical procedure as though you are the patient.  Include the following required items detailed below as information in a presentation of 10 – 20 slides:

Get the Basic Facts:
1.  Why Do I /the patient Need an Operation?
There are many reasons to have surgery. Some operations can relieve or prevent pain. Others can reduce a symptom of a problem or improve some body function. Some surgeries are done to find a problem. Surgery can also save your life. Your doctor will tell you/the patient the purpose of the procedure.
Make sure you understand how the proposed operation will help fix the medical problem. For example, if something is going to be repaired or removed, find out why it needs to be done.
2.  Describe the operation in detail
Explain the surgery and how it is done. Describe the anatomy involved in the procedure.
Include a picture, add a video or diagram and explain the steps in the surgery.
Is there more than one way of doing the operation? One way may require more extensive surgery than another method, list various approaches of the surgery. Some operations that once needed large incisions (cuts in the body) can now be done using much smaller incisions (for example, laparoscopic surgery).  
Some surgeries require that patient in the hospital for one or more days. Others let you come in and go home on the same day. Identify the reasons to do the operation one-way over another.

Identify Benefits & Risks:
3.  What Are the Benefits of Having the Operation?
Describe what you/the patient will gain by having the operation. For example, a hip replacement may mean that you can walk again with ease.
Ask how long the benefits will last. For some procedures, it is not unusual for the benefits to last for a short time only. You may need a second operation at a later date. For other procedures, the benefits may last a lifetime.
When finding out about the benefits of the operation. Research and report if there is anything you/the patient can read to help you understand the procedure and its likely results.

4.  What Are the Risks of Having the Operation?
All operations have some risk. This is why you need to weigh the benefits of the operation against the risks of complications or side effects.
Complications are unplanned events linked to the operation. Typical complications are infection, too much bleeding, reaction to anesthesia, or accidental injury. Some people have a greater risk of complications because of other medical conditions. There also may be side effects after the operation.
Often, your surgeon can tell you what side effects to expect. For example, there may be swelling and some soreness around the incision.
There is almost always some pain with surgery. Ask your surgeon how much pain there will be and what the doctors and nurses will do to help stop the pain. Controlling the pain will help you to be more comfortable while you heal. Controlling the pain will also help you get well faster and improve the results of your operation.
5.  What If I/the Patient Don't Have This Operation?
Based on what you learn about the benefits and risks of the operation, one might decide not to have it. What you/the patient will gain—or lose—by not having the operation now. Could you be in more pain? Could your condition get worse? Could the problem go away?  Identify the prognosis.
6.  What Kind of Anesthesia Will I/the patient Need?
Anesthesia is used so that surgery can be performed without unnecessary pain. Your surgeon can tell you whether the operation calls for local, regional, or general anesthesia and why this form of anesthesia is best for your procedure.
Local anesthesia numbs only a part of your body and only for a short period of time. For example, when you go to the dentist, you may get a local anesthetic called Novocain. It numbs the gum area around a tooth. Not all procedures done with local anesthesia are painless.
Regional anesthesia numbs a larger portion of your body—for example, the lower part of your body—for a few hours. In most cases, you will be awake during the operation with regional anesthesia.
General anesthesia numbs your entire body. You will be asleep during the whole operation if you have general anesthesia.
Anesthesia is quite safe for most patients.   Anesthesia is usually given by a specialized doctor (anesthesiologist) or nurse (nurse anesthetist). Both are highly skilled and have been trained to give anesthesia.
If you decide to have an operation, ask to meet with the person who will give you anesthesia. It is okay to ask what his or her qualifications are. Ask what the side effects and risks of having anesthesia are in your case. Be sure to tell him or her what medical problems you have—including allergies and what medicines you have been taking. These medicines may affect your response to the anesthesia. Be sure to include both prescription and over-the-counter medicines, like vitamins and supplements. 

7.  How Long Will It Take To Recover?
Research and document how you/the patient might feel and what you/the patient will be able to do—or not do—the first few days, weeks, or months after surgery. Ask how long you will be in the hospital. Find out what kind of supplies, equipment, and help you will need when you go home. Knowing what to expect can help you get better faster.
Ask how long it will be before you can go back to work or start regular exercise again. You do not want to do anything that will slow your recovery. For example, lifting a 10-pound bag of potatoes may not seem to be "too much" a week after your operation, but it could be. You should follow your surgeon's advice to make sure you recover fully as soon as possible.
8.  What is the statistical incidence of the surgical procedure?
Reference:    ahrqpubs@ahrq.hhs.gov
Grading Rubric:
	Criteria
	Exemplary 
	Meets Expectations 
	Developing 
	Novice 
	Not Apparent 

	Quality of the information– Basic Facts
	40 Points
Information provides the reader with complete and detailed information about items 1 & 2; no major areas are missing. 
	35 Points
Information provides the reader with complete information about items 1 & 2; no major areas are missing, but one or two minor areas of importance may be missing.
	30 Points
Information provides the reader with adequate but not thorough information about items 1 & 2; and/or some major areas are missing and the reader is left feeling a bit confused on the topic.
	25 Points
Information provides the reader with rudimentary knowledge about items 1 & 2 along with incorrect or irrelevant information.
	0 Points
No information was included in the presentation on items 1 and 2.

	Quality of the information– Benefits and Risks
	40 Points
Information provides the reader with complete and detailed information about items 3, 4, and 5; no major areas are missing.
	35 Points
Information provides the reader with complete information about items 3, 4, and 5; no major areas are missing, but one or two minor areas of importance may be missing.
	30 Points
Information provides the reader with adequate but not thorough information about items 3, 4, and 5; and/or some major areas are missing and the reader is left feeling a bit confused on the topic.
	25 Points
Information provides the reader with rudimentary knowledge about items 3, 4, and 5 along with incorrect or irrelevant information.
	0 Points
No information was included in the presentation on items 3, 4, and 5.

	Quality of the information– Anesthesia, Recovery and Statistical incidence information
	40 Points
Information provides the reader with complete and detailed information about items 6, 7, and 8; no major areas are missing.
	35 Points
Information provides the reader with complete information about items 6, 7, and 8; no major areas are missing, but one or two minor areas of importance may be missing.
	30 Points
Information provides the reader with adequate but not thorough information about items 6, 7, and 8; and/or some major areas are missing and the reader is left feeling a bit confused on the topic.
	25 Points
Information provides the reader with rudimentary knowledge about items 6, 7, and 8; along with incorrect or irrelevant information.
	0 Points
No information was included in the presentation on items 6, 7 and 8.

	Organization, Grammar and Spelling 
	40 Points
Information is exceptionally well organized with logical flow; spelling and grammar are correct and complete sentences are used. 
	35 Points
Information is well organized with a reasonable flow; 1-2 spelling and/ or grammar mistakes are evident. Complete sentences are used. 
	30 Points
Organization is scattered and mostly does not logically flow; 3-5 spelling and/ or grammar mistakes are evident. Some incomplete sentences used. 
	25 Points
Information is very disorganized; more than 5 but less than 10 spelling and/ or grammar mistakes are evident. Incomplete sentences used occasionally. 
	0 Points
Information is extremely disorganized; more than 10 spelling and/ or grammar mistakes are evident. Incomplete sentences used throughout.

	Presentation  Mechanics and Visual Appeal  
	40 Points
The presentation runs smoothly, is visually very appealing, the text is very easy to read, and all of the images are loading.
	35 Points
The presentation runs smoothly, is visually appealing, the text is mostly easy to read and most of the images are loading.
	30 Points
The presentation runs smoothly, but is visually unappealing and/or text is difficult to read; and/or images are not loading.
	25 Points
The presentation has some issues with navigation and the text is hard to read.
	0 Points
The presentation will not open and/or navigation through the pages will not work

	Cumulative Points
	Exemplary
200 -180 points
	Meets Expectations
179 - 160 points
	Developing
159 -140 points 
	Novice
139 - 120 points
	Not Apparent
119 - 0 points
































Course Grade
Your final letter grade will be determined by totaling the points earned on all graded coursework.
	ASSIGNED WORK
	POINTS

	A. Student Contract (1 @10 points) 
	10

	B.  Introduction Discussion (1 @10 points)
	10

	B. Discussions (8 @50 points each)
	400

	C. Module Quizzes (8 @35 points each)
	280

	D. Research Paper Project (1 @100 points each)
	100

	E. Surgical Procedure  Presentation (1 @200 points each)
	200

	Total Points
	1000



	GRADE
	POINTS

	A
	900-1000 

	B
	800-899 

	C
	700-799 

	D
	600-699 

	F
	0-599 



FN Grade – Failure for Non-Attendance
A Failure for Non-Attendance (FN) grade may be assigned any time after the final withdrawal date.  Please refer to the College catalog for additional information.
I Grade - Incomplete
Incomplete (I) grades may be awarded based on the criteria in the College catalog.
Repeating the Course
You may repeat a course in an attempt to improve a grade previously earned. However, you are limited in your attempts to courses where a “D,” “F,” or “FN” grade was earned. You have only three total attempts in any course, including the original grade, repeat grades, and withdrawals. Upon the third attempt in a course, you must be given an “A,” “B,” “C,” “D” or “F”.
When you repeat a course at Florida State College, only the last grade earned is calculated in your cumulative grade point average (GPA).  If you have an excessive number of “W” or “FN” grades and repeat courses to improve your GPA, you may jeopardize your admission to programs in the Florida State University System (SUS) or other institutions.
Calendar of Activities
The Calendar of Activities (or Course Calendar) is a summary of the modules and course activities. 

	Week
	Module Topic(s)
	Readings & Resources
(See syllabus for ISBN numbers)
	Assigned Work
	Points Possible
	Due Date

	XXXX-XXXX
	Module 1: Overview of CPT-4 Coding
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. Chapter 1
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition - Chapter 1 & 2
AMA, Current Procedural Terminology (CPT) 2013. Professional Edition. HCPCS.
Centers for Medicare and Medicaid Services; 
Journal of AHIMA, 
CPT Assistant
CPT Category III Codes
CMS Manuals

	Student Contract
	10
	 

	
	
	
	Greetings and Introductions
	10
	 

	
	
	
	Module 1 Quiz 
	35
	 

	
	
	
	Module 1 Discussion
	50
	 

	XXXX-XXXX
	Module 2: Surgery
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition.  Chapter 4
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition Chapter 4
AMA, Current Procedural Terminology (CPT) 2013. Professional Edition.
National Correct Coding Initiatives
Bartleby - Anatomy of the Human Body
Medilexicon
Wound Healing--Video

	Module 2 Quiz
	35
	 

	
	
	
	Module 2 Discussion
 
	50
 
	

	XXXX-XXXX
	Module 3: Radiology
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. Chapter 5.
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition.  Chapter 3 & Chapter 5
AMA, Current Procedural Terminology (CPT) 2013. Professional Edition.
http://www.ahima.org/continuinged/campus/courseinfo/cats.aspx

	Module 3 Quiz
	35
	 

	
	
	
	Module 3 Discussion
	50
	

	XXXX-XXXX
	Module 4: Pathology
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. Chapter 6
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition Chapter 6
AMA, Current Procedural Terminology (CPT) 2013. Professional Edition.
Visit Clinical Laboratory Improvement Amendments (codes waived under CLIA Act)
Clinical Laboratory Fee Schedule 

	Module 4 Quiz
	35
	 

	
	
	
	Module 4 Discussion
	50
	 

	XXXX-XXXX
	Module 5: Medicine
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. Chapter 7
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition Chapter 8
AMA, Current Procedural Terminology (CPT) 2013. Professional Edition.
AMA CPT Errata and Technical Corrections
American College for Cardiology

	Module 5 Quiz
	35
	 

	
	
	
	Module 5 Discussion
	50
	 

	XXXX-XXXX
	Module 6: Anesthesia
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. Chapter 3
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition. Chapter 9
AMA, Current Procedural Terminology (CPT) 2013. Professional Edition.
Anesthesiologists Center

	Module 6 Quiz
	35
	 

	
	
	
	Module 6 Discussion
	50
	 

	
	
	
	Research Project Paper:
	100
	 

	XXXX-XXXX
	Module 7: Reimbursement Review
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. Chapters 10, 11
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition Chapter 11
AMA, Current Procedural Terminology (CPT) 2013. Professional Edition.
Center for Medicare and Medicaid

ICD-10-CM (Center for Disease Control)

	Module 7 Quiz
	35
	 

	
	
	
	Module 7 Discussion
	50
	 

	XXXX-XXXX
	Module 8: Coding Review and Practice
	Required textbook reading:  Kuehn, Lynn.  Procedural Coding and Reimbursement for Physician Services:  Applying Current Procedural Terminology and HCPCS.  AHIMA Press. 2012 edition. Chapter 12
Required textbook reading:  Smith, Gail.  Basic Current Procedural Terminology and HCPCS Coding.  AHIMA Press.  Most current edition Chapter 10
cms.gov   
CMS Medical Learning Network
www.decisionhealth.com
EncoderPro.com  
Findacode.com

Schraffenberger, L.  Basic ICD-10-CM/PCS and ICD-9-CM Coding.  AHIMA Press.  Most current edition.  
Leon-Chisen, N.  ICD-10-CM and ICD-10-PCS Coding Handbook.  AHA.  Most current edition.

	Module 8 Quiz
	35
	 

	
	
	
	Module 8 Discussion
	50
	

	
	
	
	Surgical Procedure Presentation
	200
	 

	Total Points
	1000
	 






Special Note:  The instructor reserves the right to modify this syllabus. You will be notified of any changes.
Course Guidelines/Policies
Academic Dishonesty Policy
Academic dishonesty, in any form, has severe consequences. Please review the college’s Student Rights and Responsibilities page.  
Attendance Policy
Attendance is measured in this course by your weekly access to the online content and timely completion of required course activities. If you fail to sufficiently participate in the online course prior to the official refund deadline, you can be dropped for non-attendance. If the official withdrawal date has passed and you fail to sufficiently progress in the online course, you can be awarded a Failure for Non-Attendance (FN) grade.
XXXXX
Late/Make Up Work Policy
XXXXX
Expectations of Student Conduct
The College’s Expectations of Student Conduct extends to the online classroom. It is expected that each of you use appropriate, professional language and respect when addressing classmates, as well as your instructor, in any part of the online classroom. That same level of professional conduct should extend to all assignments submitted. It is expected that you will not make insulting or inflammatory statements to other members of the class. Read the comments of other classmates thoroughly before entering your remarks and responses. Be positive, thoughtful, and constructive in your comments and responses.
Recommendations for Success in this Course
· Have a place where you can study and set aside an appropriate amount of time to do it.  Generally, a 3-credit hour course requires a minimum of 12 hours of self-study time each week in addition to the time spent completing assignments.
· Practice and repetition are the best way to ensure your mastery of the material.
· Communicate with your instructor to ask any important questions and to discuss important concepts.
· Complete all reading assignments and view and review all chapter resources.
· Complete and review all online course activities.
College Resources
Florida State College at Jacksonville offers many resources to help you become successful in your course and academic career. A brief description of some of these resources follows.
Academic Advising
Counselors and advisors are available to assist students with the achievement of their academic goals. Academic advising is available to help students identify appropriate courses, select majors, select transfer institutions and assist with academic problems. Students are encouraged to seek advising on a regular basis in order to achieve their educational objectives. Appointments may be scheduled through the counseling and advising office. However, students should know that appointment times will be severely impacted during peak registration periods. For more information, visit http://www.fscj.edu/mydegree/counseling-advising/advising.php
Student Assistance Program
Any student can experience personal problems that affect them in or out of school. Stress, conflicts, family worries, financial/legal issues and balancing college and home life (and work for many) are some examples. The College now provides a free Student Assistance Program services. For services call 904-384-1800 or 855-384-1800 (toll-free number) or visit the website at http://www.fscj.edu/mydegree/counseling-advising/student-assistance.php.
Library and Learning Commons
The Library/Learning Commons (LLC) is an instructional area of the College designed to offer a variety of teaching, learning and research resources to students enrolled in courses at Florida State College at Jacksonville.  LLC services include individual and small group tutoring; traditional and virtual library services and materials; subject-specific instruction including orientations; free workshops; study areas; and access to tutorials, computers, and multimedia technology.
The Florida Virtual Campus's Library Services (FLVC) is a four-organizations coalition to provide statewide public postsecondary library services, serving as a directory between all of Florida's public colleges and universities (information taken from the flvc.org website).
· Support for Florida's ever-growing population of distance learners and institutions offering online courses and degrees.
· Online academic advising services to help students identify the requirements of their chosen degree.
· A variety of tools used by staff at college and university libraries to provide services to their students and faculties.
· Online access to the library holdings of all Florida public colleges and universities, including electronic resources such as full-text journals, databases, and eBooks.
· Support and training for college and university students and staff using the services of FLVC.
Online Support Center/Technical Helpdesk
If you have any problems with Blackboard, viewing online content, email or Connections, visit the Florida State College at Jacksonville IT Help Desk. There you can contact the technical support team directly via live chat or visit the SelfHelp Portal. Campus support phone numbers are also included on this page.
Please remember that only your instructor can provide answers to questions about your course materials, tests, quizzes, or assignments.
Tutorials/Online Demonstrations
To view demonstrations of common Blackboard and computer activities, go to http://ondemand.blackboard.com/students.htm.
Career Development Center
The Career Development Center offers a variety of workshops and events each semester for students and alumni. They can help you determine your career interests and choose a career path. They can uncover opportunities where you can gain relevant work experience and prepare you for the real world of job hunting. For more details, visit http://www.fscj.edu/mydegree/career-development/index.php.
The Next Step
I hope you have found this syllabus useful. Your next step is to become familiar with the Blackboard classroom, complete the Student Contract and begin the assignments for Module One.

This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The solution was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites, and including, but not limited to accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability or ownership.
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