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CHIPPEWA VALLEY TECHNICAL COLLEGE

HEALTH INFORMATION TECHNOLOGY PROGRAM

WELCOME!

The faculty of the Health Information Technology (HIT) program welcome you to the
Associate Degree program. You have chosen a program and profession that you will
find challenging and rewarding.

This program includes three major portions of learning: classroom theory, laboratory
practice, and professional practice experience — all of which will prepare you for your
employment as a health information technician. In addition, the program will prepare
you to write the national certification examination to become a credentialed member of
the American Health Information Management Association. This credential qualifies
you as a Registered Health Information Technician (RHIT).

The next two years will be busy and eventful for you, your peers, and the faculty. This
handbook has been designed to provide students with information about the Health
Information Technology program and its specific policies and procedures. You should
familiarize yourself with the contents of this handbook.

We encourage you to contact us if you have any questions, concerns, or difficulties that
are interfering with your performance in the program. We will also be looking to you for
feedback as we continually work to develop and improve the program.

We are please that you have chosen the HIT program at CVTC to pursue your career.

HIT Program Faculty,

Margie Konik

Kris Zimmerman-Bignell
Trina Blaschko

Jeanne Smoczyk

Ruth Heraver
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A. HEALTH INFORMATION TECHNOLOGY PROGRAM INFORMATION

A.1 ACCREDITATION

The Chippewa Valley Technical College (CVTC) Health Information Technology
Program is accredited by the Commission on Accreditation for Health Informatics and
Information Management Education (CAHIIM). You can locate more information at
www.cahiim.orqg.

A.2 PROGRAM SUMMARY

The program curriculum is developed according to the standards set forth by the
American Health Information Management Association (AHIMA) and CAHIIM, and uses
the Wisconsin Technical College System (WTCS) state-aligned curriculum for health
information technology. The Health Information Management (HIM) associate degree
entry-level competencies and the knowledge clusters required for this accredited
program are included as Appendix A. These very closely mirror the Registered Health
Information Technician (RHIT) domains, subdomains, and competency tasks, which are
included as Appendix B. The courses and units of study/learning plans within the
courses of this program are designed with these requirements in mind, and are
sequenced so that technical skills expand upon previously taught concepts. The current
Health Information Technology (HIT) program requirement sheet can be located at
http://www.cvtc.edu/pages/423.asp and is also included as Appendix C.

The program is offered as a full-time program to be completed within two years; if this is
not realistic, a three-year completion goal is recommended — taking general and non-
core program courses first as a pre-program student, and then accepting status as a
program student to begin the core courses. Students should be proactive in mapping
out a program completion plan with a counselor, HIT program advisor, and/or the
program director.

A.3 AFFIRMATIVE ACTION COMPLIANCE STATEMENT

Chippewa Valley Technical College and the Health Information Technology Program, in
compliance with state and federal law and district policy, prohibits discrimination or
harassment on the basis of race, sex, color, national origin, religion, creed, ancestry,
arrest or conviction record, marital status, parental status, veterans’ status, pregnancy,
sexual orientation, age or disability. A detailed explanation of CVTC’s nondiscrimination
policies and procedures can be found in the CVTC Student Policy Handbook/Planner
listed under “Discrimination/Harassment Policy”.


http://www.cahiim.org/
http://www.cvtc.edu/pages/423.asp

A.4 CHIPPEWA VALLEY TECHNICAL COLLEGE’S CORE VALUES
Commitment

Collaboration

Trust

Respect

Excellence

Accountability

A.5 PROGRAM MISSION STATEMENT

It is the mission of the Chippewa Valley Technical College Health Information
Technology Program to prepare health information management (HIM) professionals to
maintain the security and confidentiality of both paper-based and electronic health
records. HIM professionals are skilled in collecting, maintaining, analyzing, and
disseminating clinical data for the healthcare community. This is achieved through a
continuous assessment of program curricula and accreditation standards, and by
promoting collaboration among faculty, students, and employers in our healthcare
community.

A.6 PROGRAM PHILOSOPHY AND THE EDUCATIONAL PROCESS

The curriculum is designed to meet the objectives of the program. Content and skills
are sequenced logically to enable the student to learn effectively. These learning
experiences are planned, directed, guided, and evaluated by the faculty. Courses
utilize a competency-based approach to learning. Classroom theory presented is
correlated with laboratory learning and assessment activities, along with clinical
applications. This methodology requires students to actively engage in activities closely
related to “on-the-job” performance.

A.7 PROGRAM GOALS AND STANDARDS

The HIT Program goals and standards are reviewed on an annual basis. A plan is put
in place to monitor and assess the attainment of these goals and standards. This
information is communicated to the accrediting body, the Commission on Accreditation
for Health Informatics and Information Management Education (CAHIIM), on an annual
basis as part of the program assessment and accreditation process. The goals in place
for 2008-2009 are as follows:

1. Faculty will demonstrate current knowledge, skills, qualifications and professional
development in the content areas they teach.

2. Program graduates will demonstrate the HIM entry-level competencies.

3. The HIT curriculum will include, at a minimum, the required knowledge clusters
with content and experiences to enable students to meet current entry-level
competencies.

4. The HIT program will demonstrate responsiveness to the needs of the
community(ies) of interest.

5. The HIT program will maintain adequate enroliment and retention.



A.8 PROGRAM OUTCOMES, COMPETENCIES, AND CORE ABILITIES

The program outcomes and competencies of the HIT program align with those required
by AHIMA and the CAHIIM accrediting body (Appendices A and B; competencies,
knowledge clusters, and RHIT exam competencies). The HIT program outcomes
(WTCS state aligned) are as follows:

¢ Adhere to health information requirements and standards
Utilize clinical classifications
Support data collection and reimbursement systems
Abstract health care data for analysis and presentation
Adhere to security, privacy, and confidentiality policies
Use information technology systems to process health information
Apply organizational management techniques to improve efficiency of
departmental functions and services
e Model professional behavior, ethics, and appearance

The eight core abilities at Chippewa Valley Technical College are integrated and
assessed throughout the HIT program curriculum and can be located in course syllabi
and other materials.

A.9 KNOWLEDGE OF PROGRAM AND COLLEGE POLICIES AND PROCEDURES

The HIT program abides by CVTC policies. CVTC policies pertaining to students can
be found at in the CVTC Student Handbook/Planner that is updated each year, and is
also located on the CVTC public website at
www.cvtc.edu/handbook/currentcvtchandbook.pdf.

Students are expected to have a working knowledge of the content of the CVTC HIT
Program Student Handbook, which is provided each year to all program students. After
reviewing the student handbook, students will sign and date the “Statement of
Acknowledgement/Agreement/Understanding” at the end of this handbook, which
includes an agreement where the student states that he/she understands the content of
the handbook and agrees to abide by the policies and procedures set forth during
his/her tenure as a Health Information Technology student.

The HIT Program student Handbook is reviewed and revised annually by program
faculty. Program faculty consider input for handbook revisions from students, college
administration, the HIT program advisory committee members, and college staff.


http://www.cvtc.edu/handbook/currentcvtchandbook.pdf

B. HEALTH INFORMATION TECHNOLOGY INFORMATION

B.1 DEFINITION

Health Information Technicians are specialists in great demand! Health Information
Management (HIM) professionals can expect to be in high demand as the health sector
expands. In fact, the Bureau of Labor Statistics cites health information technology as
one of the fastest growing occupations in the U.S. HIM professionals contribute to the
quality of care by collecting, analyzing, and reporting health care data. This requires
knowledge of disease, treatments, computer systems, and organizational skills.
Placement of graduates is consistently above 90 percent.

B.2 QUALIFICATIONS

Upon graduation, HIT students are eligible to take the RHIT National Certification
examination offered through the AHIMA.

B.3 ESSENTIAL FUNCTIONS OF THE HEALTH INFORMATION TECHNICIAN

The Federal American’s With Disabilities Act (ADA) bans discrimination of persons with
disabilities. In keeping with this law, Chippewa Valley Technical College makes every
effort to ensure quality education for all students. However, we feel obligated to inform
students of the functional abilities demanded by a particular occupation.

The essential functions of the health information technician include all of the
competency tasks in the AHIMA’s RHIT competency statements (Appendix B). The
following physical, cognitive, and environmental factors are also encountered by health
information technology students in training and in the workforce:

Gross
Motor
Skills:

Move (bend, pivot, etc.) within confined spaces

Maintain balance in multiple positions

Reach above shoulders (e.g. filing medical records)

Reach below waist (e.g., plug electrical appliance into wall outlet)
Reach out front

Fine Motor
Skills:

Pick up objects with hands (e.g., charts, coding books)

Grasp small objects with hands (e.g., pencil, paper clip)

Write legibly with pen or pencil

Keyl/type (e.g., use a computer)

Twist (e.g., turn objects/knobs using hands)

Manual dexterity

Finger dexterity

Simultaneous use of hands, wrist, fingers (e.g., data entry)
Coordinate eye-hand and eye-hand foot (e.g. transcribing, data entry
with view of one or more computer monitors)



Physical
Endurance

Physical
Strength

Mobility

Hearing

Visual

Environment

Reading

Emotional
Stability

Math

Sustain repetitive movements (e.g., keyboarding)

Maintain physical tolerance (e.g., work entire shift)

Sit for 8 hours (e.g., coding, data analysis, administrative)
Maintain same position for long periods of time

Function in a fast-paced work environment for hours (e.g., entire
shift)

Lift 10 pounds (e.g., resource manuals, charts)
Carry 10 pounds (e.g., resource manuals, charts)

Stand

Bend, stoop

Sit

Walk/move (to another area of department/facility)

Hear normal speaking-level sounds (e.g., person-to-person report,
telephone)

Hear telephone conversation

Hear in situations when not able to see lips (e.g., telephone)

See objects up to 20 inches away (e.g., information on computer
screen)

See objects up to 20 feet away (e.g., co-workers, resources)
Use depth perception

Use peripheral vision

Distinguish color and color intensity

Work indoors

Work in confined spaces
Use a computer monitor
Work around others
Work alone

Work with others

Read and comprehend written documents to 12 grade reading
level (e.g., instructional manuals, charts, graphs)

Establish appropriate relationships (professional communication)
Focus attention on task

Perform multiple responsibilities concurrently and accurately
Accept constructive feedback

Accept responsibility for own action

Interpret data and calculate statistics

Ability to count, add, subtract, multiply, and/or divide whole
numbers
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Analytical
Thinking

Critical
Thinking

Interpersonal

Skills

Communication
Skills

Transfer knowledge from one situation to another

Process and interpret information from multiple sources (written
or oral)

Analyze and interpret abstract and concrete data

Evaluate outcomes

Problem solve

Prioritize tasks (e.g. time management)

Use long-term memory

Use short-term memory

Apply mathematical concepts to practical situations

Identify cause-effect relationships

Plan/control activities for others (organizational skills)

Apply/synthesize knowledge and skills

Sequence information

Make decisions independently/collaboratively

Adapt decisions based on new information

Comprehend and follow instructions

Follow a process from start to finish (e.g. 2 or more step
instructions)

Establish rapport with co-workers

Respect/value cultural differences and other diversity in others
Negotiate interpersonal conflict

Demonstrate tolerance in working with others

Function as part of a team

Speak English

Write English

Listen/comprehend spoken/written word

Collaborate with others (e.g., peers)

Manage information (process and convey information verbally
and in writing)

Comprehend and exhibit non-verbal communication

The faculty is committed to providing each student with the opportunity to successfully
complete the Associate Degree Health Information Technology Program. Students
requiring special accommodations or special services to meet these standards should
contact the Disability Services department for assistance (715-833-6234).

B.4 PROGRAM REQUIREMENTS

The Health Information Technology Program Requirements can be located at
http://www.cvtc.edu/pages/423.asp and are included in this handbook as Appendix C.

11
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C. HEALTH INFORMATION TECHNOLOGY PROGRAM SPECIFICS
C. 1 PROGRAM ADMISSION REQUIREMENTS

The most current program admission requirements can be located on CVTC’s web site
at http://www.cvic.edu/pages/423.asp. These include the educational requirements
(including science requirements), pre-entry assessment (COMPASS or substitutions
listed), criminal background check, and physical exam and health requirements.

C.2 PROGRAM FACULTY

Name Contact Information
Margie Konik, MA, RHIA mkonik@cvtc.edu
HIT Program Director/Instructor Office: HEC 228
715-858-1824
Kris Zimmerman-Bignell, MS, RHIA kzimmermanbignell@cvtc.edu
HIT Program Instructor Office: HEC 233
715-833-6363
Trina Blaschko, RHIT tblaschko@cvtc.edu
HIT Program Instructor Office: HEC 235
715-833-6423
Jeanne Smoczyk, RHIT [smoczyk@cvtc.edu
HIT Program Instructor Office: HEC 232
715-833-6439
Ruth Heraver, RHIA rheraver@cvtc.edu
HIT Program Instructor Office: HEC 235

715-833-6485

C.3 PROGRAM COSTS, FEES, AND TUITION

The cost of courses varies depending on the number of credits. Tuition costs change
each year. Current cost of courses can be viewed when searching for course offerings
online. Costs for books can also be located on the web when searching for courses.

In additional to tuition and books, the following miscellaneous fees should be planned
for by all HIT students. All of these fees (except for the Criminal Background Check)
are included/attached when you register for the courses indicated. Fees are current at
the time of printing, but are subject to increase.

Criminal Background Check $18.00

Liability Insurance $10.00 (PPE | and PPE 1)
Name Badges $ 5.00 (PPE 1)
Graduation Pins $18.00 (PPE 1)

RHIT Certification Exam Fee $205.00 (PPE I1)
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C.4 LIABILITY INSURANCE

Health program students need liability insurance coverage during professional practice
experience (PPE) courses. Liability insurance coverage is purchased at the time you
register for these courses. The current cost for the coverage can be referenced on your
fee statement. Students are not required, but may, purchase additional liability
coverage through independent agencies, should they choose.

C.5 COMPUTER USE/REQUIREMENTS

Computer access is required in this program for communication and classes. A high-
speed internet connection is highly recommended as it will decrease your download
time.

ONLINE COMMUNICATION AND COURSES: Some courses in the HIT program are
offered via the web. These courses may be offered either entirely online, or a
significant portion online in addition to required on-campus sessions. Regardless of the
extent to which the course uses online instruction, students are responsible for adhering
to the following policies and guidelines. Additional guidelines may be provided in
individual course syllabi.

e |tis the student’s responsibility to meet course deadlines. A computer problem is
not a valid excuse for submitting an assignment after the deadline. Complete the
work early enough to ensure timely submission.

e Do not wait until the last minute to take an online exam. Again, it is the student’s
responsibility to meet course deadlines.

e Academic dishonesty will not be tolerated. Students are not to falsify records in
order to obtain a grade on an assignment or exam. Furthermore, students
should use caution in submitting papers and assignments, crediting appropriate
sources when the work is not their own.

¢ One of the benefits of an online course is the flexibility for the student to work on
class content 24 hours per day, 7 days per week. Please understand however
that the instructor is NOT on call 24/7. The instructor will respond to messages
in a timely manner. The student should check the course syllabus for a listing of
the instructor’s office hours.

e Communication (Blackboard announcements, discussion board, email):

» Check email and course announcements on a regular basis.
» Email and/or discussion board:
= Utilize your CVTC email account. This is the account your
instructor will use when communicating with you.
= Always include the name of the course and a subject in the subject
line. Include your full name at the bottom of the message.
= Never use insulting language when addressing the instructor or
fellow classmates.
» Proofread messages before sending them.
= Do notuse ALL CAPITAL LETTERS in an email message.
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= Do not use personal email addresses that contain profanity or
objectionable language.

= Use caution when replying to a message. Verify that the reply is
going to the intended recipient (i.e., the instructor vs. the entire
class).

C.6 BLACKBOARD - HIT ORIENT EXPRESS:

Blackboard is the name of the software platform used to deliver online courses at
CVTC. HIT faculty also utilize Blackboard to deliver supplemental course materials and
grade information to students in face-to-face courses. In addition, all students of the
HIT program will be enrolled in the Blackboard “course” called “HIT Orient Express.”
This Blackboard web site will be utilized to deliver information of interest to all students
in the program. This site contains information about AHIMA, the RHIT exam, and the
HIT club, to name a few.

C.7 CLASSROOM LAB MATERIALS AND EQUIPMENT

All students are responsible for keeping the classroom in neat and working order. If at
any time you find equipment that is not working properly, please report it to an instructor
or place a note on the equipment describing the problem. Log off the computer station
after each use and follow proper shut down procedure. The monitor should be stored
away after use as well. Itis recommended that each student have a reliable external
storage device, such as a flash drive, to use throughout the program to store
assignments. Students are also provided with electronic storage space on the CVTC
network through the web interface portal.

Patient medical records, reference books, and video tapes must remain in the HIT lab at
all times. Though patient records have been de-identified, confidentiality and security
must be maintained at all times. Literature may be signed out.

C.8 ELECTRONIC DEVICES

Students should refrain from bringing cell phones and pagers to healthcare sites. Most
healthcare facilities have policies restricting their use, and the student is bound by those
same policies. In the classroom, students are asked to either turn them off, or switch to
a vibrate mode that is not disruptive to other students, per the CVTC Student
Handbook.

C.9 HIT CLUB

All HIT students are expected to join the HIT (Health Information Technology) student
Club. Dues are typically $5.00 per semester. Club officers are elected each year. The
HIT Club conducts fundraisers to attend the annual WHIMA State conference. Club
funds may also be used for others trips or classroom materials. This allows all HIT
students to benefit from the club. Club representatives are asked to be involved in

14



CVTC Student Government on a regular basis in order to receive monetary
contributions for club trips/events.

Membership in the HIT Club demonstrates involvement and commitment to the
profession. Membership and holding a club office are excellent attributes to add to your
resume.

Refer to State Conference information in this handbook (C.13). All HIT students must
be active in the club activities/fundraisers to receive funding to attend the State
conference.

C.10 PROFESSIONAL ASSOCIATION MEMBERSHIP

All students must apply for American Health Information Management Association
(AHIMA) student membership at some point during the program, but in any case prior to
completing the registration form to attend the Wisconsin Health Information
Management Association (WHIMA) State Conference or before the final eight weeks of
the program. Earlier membership application is highly encouraged. Membership to
AHIMA includes membership to WHIMA. The WHIMA annual conference typically
takes place in the Spring semester of the second year of the program. Current student
membership fee is $35. Benefits of student membership include:

Discounts on AHIMA and WHIMA products.

Subscription to the Journal of AHIMA.

Discounts on AHIMA certification exams (RHIT, CCA, CCS, CCS-P, etc.).
Discounts on meeting registration fees.

Access to AHIMA web resources.

Current students in the HIT program may attend Western Wisconsin Health Information
Management Association (WWHIMA) meetings at no cost.

C.11 RHIT NATIONAL CERTIFICATION EXAMINATION

Upon graduation, HIT students are eligible to take the RHIT National Certification
examination offered through AHIMA. Most employers require the RHIT credentials
within 6 months of employment for many of the HIT positions (coding, clinical
documentation specialist, etc.). RHIT review books are required for course 530-198
(Professional Practice Experience II). Mock exams are made available on “HIT Orient
Express” and in the PPE Il program course. Exam preparation and the application
process are also discussed during this course. Students are STRONGLY encouraged
to take the exam within the first six months of graduation. The fee for the exam is
included in the cost of the PPE Il course.
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C.12 SCHOLARSHIPS

Numerous scholarships are available to students—most in the spring semester through
the CVTC Foundation. Specific information is provided to students via email and on the
CVTC web site. In addition, CVTC Faculty Union scholarships are available each
semester. Scholarships are also available each year from AHIMA Foundation of
Record Education (FORE) (www.ahima.org) and WHIMA (www.whima.org). When
seeking faculty assistance for scholarships (e.g., recommendation form or letter), please
allow ample time (one week or more) prior to the deadline for faculty to complete.

C.13 STATE CONFERENCES (WHIMA)

It is strongly encouraged and expected that all HIT students attend one state
conference during the program. WHIMA conferences are typically held in September
and April. The fall conference is 1¥2 days and the spring conference is 2% days. The
location for each conference changes and may likely require an overnight stay.
Students should plan to attend at least one day of one of the conferences. Most, if
not all, costs will be covered if the student is a member of the CVTC HIT Club and
actively participates in the HIT Club fundraisers and student government activities.
AHIMA/WHIMA membership allows students to attend at a discounted rate.
Conference information and costs are available on the WHIMA web site at
www.whima.org.

C.14 TOURS

In many of the core program courses, tours of area facilities may be conducted
periodically. These tours are typically a mandatory assignment that cannot be made up
through an alternate activity/assignment. Each faculty has the right to record a zero for
that type of assignment should a student not attend. Professional dress and behavior is
expected during these tours.

C.15 GRADUATION REQUIREMENTS

When all program requirements are met, the graduate of the Health Information
Technology Program will receive an Associate Degree in Health Information Technology
from Chippewa Valley Technical College. The student is eligible for program graduation
when he or she has fulfilled the following requirements:

1. Attain passing grades (C or above) in all required courses in the program.

2. Complete the degree/program courses with a cumulative grade point average of
2.0 or better ("C" average).

3. Fulfill all financial obligations to CVTC.

4. Earn at least 25% of the total required credits at CVTC.

It is the student’s responsibility to make certain he/she has completed all required
courses in the program.
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D. GRADING AND APPEALING POLICIES AND PROCEDURES
D.1 ATTENDANCE AND CONDUCT

Regular attendance at all class sessions is essential for student success. It is important
to recognize that CVTC’s mission is to meet the employment demands of the region.
Employers value individuals who are responsible and dependable; regular and prompt
class attendance aligns with those values. Students with attendance problems may be
referred to a counselor; attendance problems may prevent a student from being able to
register for clinicals/professional practice experiences. Refer to individual course syllabi
for specific information regarding attendance.

Students are expected to adhere to schedules and be prompt in keeping appointments.
Students should actively participate in scheduled activities, always displaying an attitude
of cooperation and maturity.

D.2 PROGRAM GRADING INFORMATION AND GRADING SCALE

HIT faculty utilize Blackboard to post student scores on assignments, exams, and other
evaluated course items. It is the responsibility of the student to stay aware of his/her
progress on an ongoing basis, and seek guidance from the instructor if he/she is not
making satisfactory progress. Grades are recorded at the college every 8 weeks.
Midterm grades are used as an evaluation only and are NOT recorded on the
permanent transcript. Final grades are recorded on the permanent transcript.

HIT Program Grading Scale:

A 95-100% B+ 90-92% C+ 82-84%
A-  93-94% B 87-89% C 77-81%
B- 85-86% F Less than 77%

D.3 CONCERNS REGARDING A GRADE DURING A COURSE

If a student has a concern about a grade in a class, please contact the instructor of that
class. If the concern relates to a final grade, please refer to the next section “Grade
Appeal Process..

D.4 GRADE APPEAL PROCESS

A student who disagrees with a final grade must follow the college policy outlined in the
Student Handbook.

D.5 REMEDIATION

The purpose of remediation is to help a student be successful. Remediation plans can
be either for a specific course or for the program.
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D.6 HEALTH PROGRAMS GRADING STANDARDS & PROGRAM PROGRESSION

All CVTC health program students (including HIT) must adhere to CVTC’s grading
policies and procedures as described in the Student Handbook. Grading criteria will be
described in each course syllabus. The following standards have been adopted to
assure both successful clinical practice and success on the national certification exam.

1. Students must achieve a minimum of a C in all courses required in the
curriculum, including general education courses.
2. Students who fail to achieve a C in any course that is required in the

curriculum must see the program director or a program counselor to
determine how that grade affects the student’s ability to proceed in the
program.

3. If a student is unable to proceed in the program, the student must see
a program counselor and apply to the “Return List” (R-List) through the
Admissions Office. Re-entry into a course will be on a space-available
basis only.

4. No student will be allowed to enroll in a core curriculum course more
than twice.

5. Students who receive three failing grades will be dismissed from the
program.

6. Students may appeal their program dismissal through the program
director.

D.7. APPEALING A DISMISSSAL FROM THE PROGRAM

A letter indicating final dismissal will be sent to you from the Dean of Students. The
letter will indicate directions on submitting your written appeal and scheduling your
appeal. The written appeal should explain why the student feels she/he should be given
an exception to the progression policy, include a description of any extenuating
circumstances, and identify the changes the student is making to ensure her/his
success. The Appeals Committee will consist of the Program Director, another CVTC
faculty member, and a counselor. The Appeals Committee considers three criteria
when evaluating appeals:

1. Extenuating circumstances that may have contributed to the student’s difficulties.

2. Evidence of a realistic plan of changes to increase the student’s chance for success.
3. Likelihood of success if the student were given another chance.

D.8 FERPA

Under FERPA, if a student “seeks or intends to enroll” at another institution (34 CFR

Part 99.31 (a)(4) and 99.34), the college can provide any information from the education
records to that next college.
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E. PROFESSIONAL PRACTICE EXPERIENCES
E.1 PROFESSIONAL PRACTICE EXPERIENCE DESCRIPTION

Course instructors have listings of professional practice experience sites that will be
made available to students during those courses.

Professional Practice Experience | (PPE ) is offered during the third semester of the
program. This course consists of both lab/classroom learning and experience at local
healthcare facilities (nonhospital settings). Field trips and speakers may also be
scheduled.

Professional Practice Experience Il (PPE Il) is offered during the final 8 weeks of the
last semester of the program and consists of 16 hours of classroom time and 128 hours
of experience at the clinical site/healthcare facility (typically an acute care facility).
Placement is determined by several criteria, including facility availability, student
preference, faculty recommendation, and successful completion of an interview at the
PPE site/facility.

E.2 PLACEMENT PROCEDURES

Locations of professional practice experience (PPE) sites may be some distance from
Eau Claire. No student is guaranteed a specific site. CVTC cannot honor any special
requests for placement, such as family circumstances, financial situations, etc.
Placement is made according to the policies and procedures delineated. Transportation
and lodging are students’ responsibilities. Students must be in good academic standing
(Grade of “C” or better in currently-enrolled courses) to receive a site assignment. A
professional practice experience policy and procedure manual is made available to all
students.

E.3 TRANSPORTATION

Students must be able to provide their own transportation to PPE assignments/sites.
Professional practice experiences may be scheduled at more distant sites, requiring
increased student driving time.

E.4 DRESS CODE

Students are expected to follow the dress code of the facility they are visiting, except
where uniforms are required. Acceptable dress consists of dresses, dress pants, or
suits for women. Men may wear a dress shirt and dress pants; coat and tie are
optional. “Business casual” attire is usually acceptable. Blue jeans and t-shirts are not
allowed, unless requested by the facility for a special project. Name tags must be worn
at all times.
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E.5 BEHAVIOR DURING PROFESSIONAL PRACTICE EXPERIENCES

Students out on a professional practice experience are to conduct themselves in a
professional manner, adhering to facility policies and ethical codes. Students are
expected to adhere to schedules and be prompt in keeping appointments. They should
actively participate in scheduled activities, always displaying an attitude of cooperation
and maturity. Failure to adhere to these policies may result in dismissal from the site. If
dismissed from the site for behavioral or academic reasons, the student will fail the PPE
course and may be dismissed from the program.

F. CVTC RESOURCES
F.1 RESOURCES FOR STUDENTS

Students are encouraged to use faculty, counseling services, study skills and support
services to assess their progress, and for assistance in achieving success in the
program.

F.2 COUNSELING

Program counselors are available to assist students to maximize their potential for
educational and occupational success. Counselors are available to meet with students
prior to entry into the program, at registration time and as needed to address students’
guestions and concerns.

Students are encouraged to consult with counselors about academic, career, and other
college-related issues that might potentially impact their ability to complete the program.
Students should schedule an appointment to meet with a program counselor when any

issues arise.

F.3 COMPUTER RESOURCES

Computer labs are available on all campuses for students to use. The CVTC library
also has computers available.

F.4 STUDY SKILLS DEPARTMENT

The Study Skills Department provides students with assistance with course work
through professional instructors or peer tutors. Students desiring tutoring assistance

should discuss this with their instructors. Both services are free of cost to CVTC
students.
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F.5 FINANCIAL AID AND SCHOLARSHIPS

Financial Aid services are available for students. Students must take at least 6 credits
to qualify for Financial Aid. Scholarship information and applications are available in the
Information and Service Center, the Student Handbook, and on the CVTC home page
(http://lwww.cvic.edu). Students are advised to consult the Student Handbook on
“Financial Aid” and/or seek assistance from the staff in the financial aid office.

F.6 DISABILITY SERVICES DEPARTMENT

Students requiring accommodations or special services should contact the Disability
Services Department for assistance at (715) 833-6234.

Section 504 of the Rehabilitation Act of 1973 and The Americans with Disabilities Act
(ADA) of 1990 protect students with disabilities from discrimination. It is suggested that
any student who feels s/he may need an accommodation based on the impact of a
disability should contact the Disability Services Department (715-833-6234) located in
room 119 ECB to coordinate a reasonable accommodation plan prior to entering the
program. In addition, immediate contact should be made with the instructor to review
and implement the accommodation plan. ADA complaints should be addressed to

Ka Vang, CVTC Diversity Coordinator, ECB 113B, (715-833-6343).

F.7 GRIEVANCES AND COMPLAINTS

Complaints about the Health Information Technology Program, policies, procedures,
faculty or other aspects of the Health Information Technology Program can be
communicated through various means including verbally or in writing at any time to the
Health Information Technology Program Director or a program counselor, or by
responding to student focused surveys sent out by the department. When a complaint
is filed, the student will be encouraged and assisted to discuss the situation directly with
those individuals involved. If the student does not feel comfortable with this process or
if this process does not resolve the problem to the student’s satisfaction, the student
can contact the following:

Concern Contact

General student concerns; formal Margo Keys, Dean of Students (call Admin Asst for appt);
grade appeals, college service Clairemont Campus, Room ECB 116;

complaints, or concerns regarding Contact at 715-833-6341 or Email: rhutchinson@cvtc.edu

other students.

Complaints concerning the quality of Educational Council Member, (call Turi Miller for appt),

instruction. Clairemont Campus, Room ECB 100;

Contact at 715-833-6309 or Email: tmiller@cvtc.edu
Incidents of discrimination or KaVang, Diversity/Equal Opportunity Specialist;
harassment Clairemont Campus, Room ECB 113A,;

Contact at 715-833-6343 or Email: kvang@cvtc.edu
Accommodations for disabilities Aaron Czappa, Learning Support Specialist;

Clairemont Campus, Room ECB 133A; Contact at 715-852-
1386 or Email: aczappa@cvtc.edu
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G. PROFESSIONAL BEHAVIORS
G.1 PROFESSIONAL AND ETHICAL BEHAVIOR EXPECTATIONS

Appropriate professional and ethical behaviors are expected of all members of the
learning community. Experience shows that behaviors demonstrated in the classroom
do carry over into professional practice.

The purpose of this policy is to help students recognize problem areas and correct
them. These are basic skills of a competent graduate.

Health Information Technology students are preparing to practice in a profession that
has standards of conduct for its members. Health Information Technology students are
expected to conduct themselves in a manner consistent with these standards. In
addition, the health care facilities and community agencies that have agreed to accept
students for professional practice experiences are offering students the privilege of
learning from professionals working in the field.

Students must be respectful and courteous to all employees and visitors with whom
they come in contact with at these agencies. Violation of these standards and agency
rules could lead to immediate dismissal from a course or the program. Reinstatement
would be determined through college and clinical agency policies and procedures.

G.2 PROFESSIONAL BEHAVIORS IDENTIFIED

A) Demonstrate dependability, time management skills

e Dependability
o Arrives for class, lab and clinical prepared to start on time
o Leaves class or lab at stated time or when dismissed
o Schedules and keeps appointments
o Contacts instructor in advance of scheduled activities when unable to

attend

e Time management
o Completes and turns in assignments on time
o Actively involved in group work—scheduling, attending, participating
o Takes full advantage of time available by staying on task
o Initiates study and review activities with peers and instructors

B) Work effectively and respectfully with others
e Communicates in respectful manner
o Initiates communication at appropriate time and place
o Responds with appropriate verbal and nonverbal style
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o Takes complaint or feedback directly to person involved or to instructor or
counselor when necessary

e Maintains professional demeanor
o Receives feedback graciously
o Maintains calm tone in conversation; avoids offensive statements
o Dresses appropriately
o Uses correct terminology and expression in communication
o Maintains appropriate eye contact

o Establishes trust in relationships
o Shares fully with project partner(s) in completing assignment
o Respects personal differences of others
o Avoids gossip
o Accepts limits to own knowledge on subject matter

C) Assume responsibility for self-assessment
e Self-assessment and Feedback
o Recognizes need; actively seeks feedback and help
o Demonstrates improvement based on self-assessment or feedback
o Maintains open communication with individual offering feedback
e Develops plan of action
o States components of problem clearly
o Identifies potential resources
o Analyzes potential solutions
o Determines best options for solutions
e Follows through to implement plan of action

D) Behave in an ethical manner
e Maintain the ethical standards of the profession
o Keep patient information confidential
o Practice within the scope of your education in the program
o Refrain from abusing alcohol or other drugs in school or on the clinical
unit.
o Refrains from coming to class or clinic if under the influence of drugs or
alcohol.
e Demonstrate honesty and integrity
o Refrain from falsifying records, reports, or other documents
o Refrain from destroying or stealing property of the patient, other students,
school, or affiliating agencies
o Refrain from plagiarizing
o Refrain from cheating on examinations and assignments
o Report own errors in practice
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G.3 ACADEMIC HONESTY

Academic honesty is a core principle of learning and scholarship. When you violate this
principle, you cheat yourself of the confidence that comes from knowing you have
mastered the targeted skills and knowledge. You also hurt all members of the learning
community by falsely presenting yourself as having command of competencies with
which you are credited, thus degrading the credibility of the college, the program, and
your fellow learners who hold the same credential.

All members of the learning community share an interest in protecting the value,
integrity, and credibility of the outcomes of this learning experience. We also have the
responsibility to censor behaviors that interfere with this effort. The following behaviors
will be subject to disciplinary action:

Plagiarism - presenting someone else's words, ideas, or data as your own work. This
means that you may use facts from other sources if you re-write them in your own
words. Anytime you quote directly from another source or paraphrase substantially, you
must put the information in quotation marks and cite the source you used. Plagiarism of
information for course projects and assignments is unacceptable and will lead to a zero
for that assignment. This includes all internet research. It is not acceptable to copy and
paste from the internet without using quotation marks and citing the reference

Fabrication - using invented information or the falsifying research or other findings.

Cheating - misleading others to believe you have mastered competencies or other
learning outcomes that you have not mastered. Examples include, but are not limited to:
1. Copying from another learner’s work.
2. Allowing another learner to copy from your work.
3. Using resource materials or information to complete an assessment without
permission from the instructor.
4. Collaborating on an assessment (graded assignment or test) without permission
from the instructor.
5. Taking a test for someone else or permitting someone else to take a test for you.

You are expected to do your own work unless advised collaboration is acceptable.
Copying from another person's paper or test is academic dishonesty and will result in a
grade of "0" for that assignment. Cheating on tests or quizzes will result in a zero for
that test. Multiple occurrences of cheating will lead to termination from the Health
Information Technology Program.

Academic Misconduct - other academically dishonest acts, such as tampering with
grades, taking part in obtaining or distributing any part of an assessment, or selling or
buying products, such as papers, research, projects or other artifacts that document
achievement of learning outcomes.
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G.4 HOW TO GET THE MOST OUT OF THIS LEARNING EXPERIENCE

e Take charge of your own learning. Raise questions, probe, explore, go after
what you need.

e Be open. Use your imagination, consider new possibilities, and create something
new for yourself.

e Give as well as receive. Give liberally to co-learners and be prepared to receive
a great deal from them.

e Have fun. Plan to thoroughly enjoy this opportunity to learn and to grow in your
professional competence and satisfaction.

H. GENERAL POLICIES AND PROCEDURES
H.1 STUDENT HEALTH RECORDS AND CRIMINAL BACKGROUND INFORMATION

All health care students are required to submit a Background Information Disclosure
Form, the Wisconsin Criminal History Single Name Record Request Form, and to
complete a pre-entrance physical examination prior to beginning program courses. The
criminal background check expires after four years; it is the students responsibility to
maintain currency with this requirement. Tuberculosis testing must be done on an
annual basis.

The program director will receive a copy of the student’s physical examination and
criminal background information prior to the student beginning a clinical (PPE) course in
the program. A copy will be provided to the student.

H.2 CRIMINAL BACKGROUND PAPERWORK AND RESULTS

Wisconsin Act 27 requires that a criminal background and history check be conducted
on all persons “responsible for the care, safety and security of children and adults.”
This law applies to clinical/PPE agencies utilized in the Health Information Technology
program. Therefore, all students must have this background check completed prior to
their first PPE experience. Persons who have impending criminal charges for or who
have been convicted of certain crimes (after age 11) may be barred from employment.
Students are required to complete the “Background Information Disclosure” form and
electronic criminal history search by the Wisconsin Justice Department. Results are
kept on file. Students may be required to provide a copy of their records to each
PPE/clinical site. Students with relevant convictions may not be allowed in clinical
settings and therefore, be unable to complete the Health Information Technology
Program.

Under the penalty of law, information provided by the student on the Background

Information Disclosure form must be truthful and accurate to the best of the person’s
knowledge and that knowingly providing false information or omitting information may
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result in a forfeiture of up to $1000 and other sanctions as provided in HFS 12.04 (4),
Wis. Adm. Code.

H.3 UPDATING CRIMINAL BACKGROUND INFORMATION

Students must provide written notification to the Health Information Technology
Program Director of any changes in convictions and/or pending charges which occur
after completion of the Criminal History Record Check and Background Information
Disclosure Form and prior to program completion. Failure to do so may result in being
dismissed from the program.

H.4 HEALTH REQUIREMENTS

Students are required to have the following physical examinations, tests and
immunizations:

1. Physical examination on file 3 weeks prior to entering core courses.

2. Tuberculosis (TB) testing:

a. Two-step TB skin test within 1 year of the start of the program; the second test
should be performed within 1-3 weeks after the first test, but a second test up to
one year after the first test is acceptable.

b. Students who have an annual TB skin test need only one TB skin test within 45
days of starting the program.

c. The date of the TB skin tests, results in millimeters (i.e. “negative “is not
acceptable), and name of the provider must be documented on the report form.

d. A student who has previously tested positive must have documentation from a
physician indicating that the student does not have TB. A chest x-ray is required
for confirmation.

e. All students are required to have an annual TB skin test while in the program.
However, those students who have previously tested positive for TB are required
to fill out a questionnaire regarding current symptom status, and must report
symptoms (chronic cough, hemopytsis, weight loss, unexplained fever, or night
sweats) promptly to the HIT Program Director.

f. Prior to professional practice experiences (PPE | and PPE 1), a single TB skin
test may be required. The most recent TB skin test must be within a year from
the previous one. Some professional practice experience sites may require a
more recent TB skin test.

3. Tetanus/diphtheria immunization within the last ten years; the date administered and
the name of the provider must be documented.

4. Rubella Titer required.
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5. Rubeola, mumps and varicella testing- one of the following three is required:

a. Proof of immunity — laboratory report documenting proof of immunity.
Revaccination if not immune.

b. Proof of vaccination* — the signature, facility and address of the primary care
provider and date are required. (Rubeola (measles) and Mumps vaccination- two
doses (MMR), Varicella vaccination)

c. Evidence of having the disease* — written documentation including the signature,
facility and address of the health care provider verifying the disease history.

* Self-reported doses or parental history of vaccination or having the disease are not
considered adequate documentation by the CDC. Health care workers should not
provide an immunization record for a patient unless that health care worker has
administered the vaccine or has seen a record that documents vaccination.

H.5 ILLNESS/INJURY

Students in health programs at Chippewa Valley Technical College (CVTC) may be
subject to situations that could put them at risk during PPE experiences. The HIT
program’s student health requirements align with those of other health programs at
CVTC and have been developed based on industry standards to minimize the health
and safety risks for both students and the patients they may come into contact with. In
addition, clinical contracts with cooperating agencies require that students meet the
same health requirement as agency employees. Health care agencies can be fined if
students placed in their agency do not meet employee health requirements.

The health criteria must be met prior to starting a health care program at Chippewa
Valley Technical College. While these requirements are clinical (professional practice)
requirements, they must be met prior to program entry, not clinical entry.

Failure to meet these requirements will eliminate a student from PPE/clinical placement
and from continuing in his/her program. Students must maintain yearly TB testing while
in the program.

Students are responsible for reporting clinical (PPE) absences to the site/agency.
Students should not expose patients, families and agency staff to infectious agents. In
addition, health care agency policies vary concerning allowing an injured student to be
in a clinical facility. If a student has an injury that would limit his/her ability to attend
clinical, the student may be unable to meet the objectives for a course.

H.6 CVTC’s BLOOD BORNE PATHOGEN EXPOSURE PREVENTION

In order for health care workers (HCWSs) to protect their own health and the health of
patients and co-workers, the Centers for Disease Control (CDC) recommends Standard
Precautions for the care of all patients, regardless of their diagnosis or presumed
infection status.
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e Standard precautions apply to 1) blood; 2) all body fluids, secretions, and
excretions, except sweat, regardless of whether or not they contain visible blood; 3)
non-intact skin; and 4) mucous membranes.

e Standard precautions are designed to reduce the risk of transmission of
microorganisms from both recognized and unrecognized sources of infection in
hospitals.

e Standard precautions include the use of: hand washing, appropriate personal
protective equipment such as gloves, gowns, masks, whenever touching or
exposure to patients’ body fluids is anticipated.

Proper application of principles of standard precautions will assist in minimizing the risk of
transmission of blood borne pathogens from patient to HCW, HCW to patient, and/or
patient to patient. Health care workers who have draining wounds or weeping rashes
should refrain from all direct patient care and from handling patient-care equipment and
devices used in performing invasive procedures until the condition resolves.

When protecting the health of self and other, principles of asepsis also apply. Whenever
the sterility of an object is questionable, assume the article is unsterile. If ever there is any
possibility that a break in technique has occurred and someone is at risk for exposure to
blood borne pathogens, the HCW must take appropriate steps to protect everyone
involved. The possible or known break in procedure must be acknowledged and proper
actions taken.

A significant exposure incident means someone (patient or HCW) has sustained a contact
which carries a potential for transmission of a blood borne pathogen (e.g. AIDS, hepatitis
B). Contact and possible transmission can occur through the eye, mouth, other mucous
membrane, non-intact skin, or parenteral routes (e.g. needlesticks, bites, cuts, abrasions)
and may involve blood or other body fluids.

The following procedures outline the steps that students must take to prevent exposure
incidents and the steps that must be taken by students and faculty following an exposure
incident.

H.7 Student’s Responsibilities to Prevent Potential Exposure

1. Comply with Standard Precautions. Assume all blood and body fluids contain
blood borne pathogens. If you are not confident in your knowledge, understanding,
or skills related to standard precautions; seek further information from your
textbooks, the Centers for Disease Control, or from a program instructor. It is your
responsibility to know, understand, and comply with Standard Precautions.

2. Review the steps of exposure-prone procedures prior to performing these skills. Pay
particular attention to those steps designed to prevent exposures.
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3.

If a break in procedure occurs that places someone at risk for exposure, tell the
instructor and/or agency staff IMMEDIATELY so that you can be assisted in taking
appropriate actions. It is your responsibility to protect your health and the health
of patients and other health care workers. It is the responsibility of your instructor
and the agency staff to assist you in doing so.

H.8 Student’s Responsibilities Following Significant Exposure

1.

3.

4.

Immediately clean wound with soap and water, squeezing wound to encourage
bleeding. If eye or mucus membrane exposure, flush with running water for at least 5
minutes.

Immediately report exposure incident to your clinical instructor and clinical site
Infection Control Department or Emergency Department (if available).

Arrange immediate post-exposure follow-up. If the exposure has occurred to a high
risk source or source known to be infected with HIV, HBV, or HCV, the exposure
must be reported to your personal health care provider immediately so that you can
be tested for HBsAg and anti-HBs and/or receive counseling and possible AZT
prophylaxis. AZT must be administered within 2 hours of exposure. Exposures to
sources with unknown HIV, HBV or HCV status should also be reported immediately
to your personal health care provider so that you may receive appropriate
counseling and treatment. All exposures must be reported within 24 hours to your
Program Director.

Review the follow-up arrangements with your clinical instructor, your Program
Director, the infection control department and/or agency providing follow-up care,
and your health care provider.

Follow-up consists of counseling, evaluation, & testing via the agency infection control
department or any urgent care facility.

Source testing for HIV, HBsAg, and HCV will be requested and arranged by agency
personnel. Testing without a person’s consent can occur only in accordance with
state laws (in WI, Act 252). Source test results will be disclosed to the agency’s
infection control department and your Program Director.

Confidentiality will be respected. CVTC is required to document exposures and
verify appropriate follow-up. This information does not include student test results.

Unless otherwise notified, all follow-up costs are the responsibility of the student.
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H.9 LATEX POLICY

Background: Latex sensitivity is becoming a significant problem in the workplace with
potentially serious health problems for workers. High risk groups are individuals with
repeated exposure to latex such as healthcare workers and dental employees. Latex, a
milky fluid found in milkweeds, poppies, and plants yielding rubber, is made from the
conversion of the natural liquid latex into a finished rubber product: i.e. (surgical gloves,
balloons, and glues) and requires the addition of multiple chemicals to create the
desired physical properties. Antibodies to a series of natural rubber proteins have been
detected in people sensitive to latex.

A. Reactions: Reactions can be mild with rash, itching, blisters and swelling of the
hands or arms or more severe with hives, wheezing, shortness of breath,
hypotension, or cardiac arrest. An individual with a mild sensitivity can develop a
more severe reaction with repeated exposures.

B. Those at Risk:

The majority of latex sensitivity is seen in healthcare workers who wear latex
gloves. In addition, people with chronic conditions that allow high exposure to latex
(those born with spina bifida necessitating repeated invasive procedures, &
individuals with more than 9 surgeries in the past). Latex allergies have also been
linked to allergies to certain foods including bananas, avocados, chestnuts, kiwi
fruit, and tomatoes.

Policy:
A. All students and staff will be provided with education regarding latex safety.

B. All reasonable accommodations will be made to provide latex-sensitive individuals
with a safe environment. A reduced latex environment will be our goal since a
totally latex-free environment is not possible with our current state of technology.

C. All students and staff will be assessed via a latex sensitivity questionnaire to
determine a potential or known allergy or sensitivity to latex.

D. The latex risk questionnaire and policy will be included in the student handbook
and latex warnings will be posted in each health program lab.

1. Students who have a known or suspected latex allergy will be asked to sign
the “Latex Sensitivity/Allergy Consent Form.” This form will be kept in the
student’s file.

(Procedure Ref.: National Institute for Occupation Safety and Health (1998, September). Preventing Allergic
Reactions to Natural Rubber Latex in the Workplace: (On-line). Available: http://www.cdc.gov/niosh/latexalt.html

The United States Air Force Medical Service. (1998, July 3). Allergy Protocol (Instruction 44-39))
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CVTC’s HEALTH INFORMATION TECHNOLOGY PROGRAM STATEMENT
OF ACKNOWLEDGMENT/AGREEMENT/UNDERSTANDING

.1 CONFIDENTIALITY

All health care professionals, including students, are held to strict standards of
confidentiality. The legal and ethical aspects of this are discussed in introductory
courses. Students are required to sign a statement acknowledging these standards and
the consequences of breaking the standards (found at the end of this handbook).
Violation of confidentiality will be grounds for immediate dismissal from the program.

The relationship between a physician/therapist/health professional and the patient is a
very personal one and is absolutely confidential, both from an ethical and legal
standpoint. As a student you may be exposed to patient medical information in the due
course of your PPE/clinical experience. Itis a firm policy of the Health Care Agency
and CVTC that these matters of confidence never be inappropriately discussed either
inside or outside the agency or school. No one has the authority or reason to review
any information contained in any patient's history except in the line of duty; students are
to read only that part of the record that is absolutely necessary. Physicians/therapists/
health professionals or their designate may release medical, surgical, and counseling
information, but only with the express written consent of the patient. Violation of this
section will be grounds for immediate dismissal.

.2 AMERICANS WITH DISABILITY ACT

The Americans with Disabilities Act bans discrimination of persons with disabilities, and,
in keeping with this law, colleges of the Wisconsin Technical College System make
every effort to insure quality education for al students. It is our obligation to inform
students of the essential functions demanded by this program and occupation.
Students requiring accommodation or special services to meet the Essential Functions
standards of the Health Information Technology program should contact the Disability
Services department (833-6234) for assistance.

.3 LATEX SENSITIVITY ACKNOWLEDGEMENT

| have reviewed the Latex Sensitivity material in my program handbook. | understand
that Latex Allergy is a significant problem for some health care workers and may
become life threatening for individuals with severe hypersensitivity. | understand that if |
develop any reactions to latex, | am to report this to my academic or clinical instructor
immediately.

While CVTC has made every effort to provide a latex reduced environment, it is not
possible to guarantee a completely latex free environment. We cannot ensure that latex
will not be encountered in laboratories, or outside clinical rotations required in the
program.
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CVTC’s HEALTH INFORMATION TECHNOLOGY PROGRAM
SIGNATURE SHEET

STATEMENT OF ACKNOWLEDGEMENT/AGREEMENT/UNDERSTANDING

After reading the handbook and the prior page, please initial before each statement if you are in agreement with it.
| have read and agree to abide by the terms of the CVTC policy regarding confidentiality. (see
(initials) ~ confidential information section on prior page)

| acknowledge receipt of the Chippewa Valley Technical College Health Information Technology Program
(initials) ~ Student Handbook. | understand that Health Information Technology policies concerning academic
performance apply to classes | have taken before | enter the Health Information Technology Program.

| have read, understand, and agree to abide by the guidelines outlined in the CVTC’s Student Handbook.
(initials)

| acknowledge that | will be in an environment that contains latex products. | can function around
(initials) ~ equipment/supplies that contain latex and do not have an allergy to latex. | have read the latex

sensitivity acknowledgement (see prior page).

| have read the Chippewa Valley Technical College’s Policies and Procedures regarding Standard
(initials) ~ Precautions and Bloodborne Pathogen Exposure. | understand my responsibilities and agree to abide
by the terms of the policy and procedure.

| have read and | understand the Essential Functions specific to a student in the Health Information
(initials)  Technology program.

I am able to meet the Essential Functions standards as specified, with or without accommodations, and
(yes/no) do not need any reasonable accommodation to meet those standards at this time.

I require the following reasonable accommodation(s) to meet the Essential functions standards as
(\/) specified.

Print Student’s Full Name

Student’s Signature date

HIT Faculty Member’s Signature date

Student 6s
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J. CVTC’s HEALTH INFORMATION TECHNOLOGY PROGRAM STATEMENT OF
ACKNOWLEDGEMENT/AGREEMENT/UNDERSTANDING

J.1 CONFIDENTIALITY

All health care professionals, including students, are held to strict standards of
confidentiality. The legal and ethical aspects of this are discussed in introductory
courses. Students are required to sign a statement acknowledging these standards and
the consequences of breaking the standards (found at the end of this handbook).
Violation of confidentiality will be grounds for immediate dismissal from the program.

The relationship between a physician/therapist/health professional and the patient is a
very personal one and is absolutely confidential, both from an ethical and legal
standpoint. As a student you may be exposed to patient medical information in the due
course of your clinical experience. It is a firm policy of the Health Care Agency and
CVTC that these matters of confidence never be inappropriately discussed either inside
or outside the agency or school. No one has the authority or reason to review any
information contained in any patient's history except in the line of duty; students are to
read only that part of the record that is absolutely necessary. Physicians/therapists/
health professionals or their designate may release medical, surgical, and counseling
information, but only with the express written consent of the patient. Violation of this
section will be grounds for immediate dismissal.

J.3 AMERICANS WITH DISABILITIES ACT

The Americans with Disabilities Act bans discrimination of persons with disabilities, and,
in keeping with this law, colleges of the Wisconsin Technical College System make
every effort to insure quality education for al students. It is our obligation to inform
students of the essential functions demanded by this program and occupation.
Students requiring accommodation or special services to meet the Essential Functions
of the Health Information Technology program should contact the Disability Services
department (833-6234) for assistance.

J.4 LATEX SENSITIVITY ACKNOWLEDGEMENT

| have reviewed the Latex Sensitivity material in my program handbook. | understand
that Latex Allergy is a significant problem for some health care workers and may
become life threatening for individuals with severe hypersensitivity. | understand that if |
develop any reactions to latex, | am to report this to my academic or clinical instructor
immediately.

While CVTC has made every effort to provide a latex reduced environment, it is not
possible to guarantee a completely latex free environment. We can not ensure that latex
will not be encountered in laboratories, or outside clinical rotations required in the
program.
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CVTC’s HEALTH INFORMATION TECHNOLOGY PROGRAM

SIGNATURE SHEET

STATEMENT OF ACKNOWLEDGEMENT/AGREEMENT/UNDERSTANDING

After reading the handbook and the prior page, please initial before each statement if you are in
agreement with it.
| have read and agree to abide by the terms of the CVTC policy regarding confidentiality. (see

(initials)

(initials)

(initials)

(initials)

(initials)

(initials)

(yes/no)

(V)

confidential information section on prior page)

| acknowledge receipt of the Chippewa Valley Technical College Health Information Technology
Program Student Handbook. | understand that Health Information Technology policies
concerning academic performance apply to classes | have taken before | enter the Health

Information Technology Program.

| have read, understand, and agree to abide by the guidelines outlined in the CVTC’s Student

Handbook.

| acknowledge that | will be in an environment that contains latex products. | can function
around equipment/supplies that contain latex and do not have an allergy to latex. | have read

the latex sensitivity acknowledgement (see prior page).

| have read the Chippewa Valley Technical College’s Policies and Procedures regarding
Standard Precautions and Bloodborne Pathogen Exposure. | understand my responsibilities

and agree to abide by the terms of the policy and procedure.

I have read and | understand the Essential Functions specific to a student in the Health

Information Technology program.

| am able to meet the Essential Functions standards as specified, with or without
accommodations, and do not need any reasonable accommodation to meet those standards at

this time.

| require the following reasonable accommodation(s) to meet the Essential Functions

standards as specified.

Print Student’s Full Name

Student’s Signature

date

HIT Faculty Member’s Signature

date

Program Director 6s
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APPENDIX A

HIM Association Degree Entry-Level Competencies and Knowledge Clusters

HIM ASSOCIATE DEGREE ENTRY-LEVEL COMPETENCIES

Domains, Subdomains, and Tasks

I. Domain: Healthcare Data Management

Curriculum Course(s) in which
each Competency is covered

A. Subdomain: Health Data Structure, Content and Standards

Review of all tasks in Domain
I.A. in 530-196 and 530-198

1. Collect and maintain health data (such as data elements, 530-176
data sets, and databases).
2. Conduct analysis to ensure documentation in the health 530-193

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.

530-176, 530-181

4. Contribute to the definitions for and apply clinical 530-176
vocabularies and terminologies used in the organization’s
health information systems.

5. Verify timeliness, completeness, accuracy, and 530-176

appropriateness of data and data sources for patient care,
management, billing reports, registries, and/or databases.

B. Subdomain: Healthcare Information Requirements and
Standards

Review of all tasks in Domain
I.B. in 530-196 and 530-198

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

530-181

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

530-176, 530-181, 530-193

3. Report compliance findings according to organizational
policy.

530-176, 530-193

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

530-176, 530-181

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

530-172, 530-193

C. Subdomain: Clinical Classification Systems

Review of all tasks in Domain
I.C. in 530-196 and 530-198

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

530-183, 530-184, 530-195

2. Apply diagnosis/procedure codes using ICD-9-CM.

530-183, 530-195

3. Apply procedure codes using CPT/HCPCS.

530-184, 530-195

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

530-185, 530-195

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

530-183, 530-184, 530-195

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

530-183, 530-184, 530-195

7. Use and maintain applications and processes to support 530-176
other clinical classification and nomenclature systems (such
as ICD-10-CM, SNOMED, and so on).

8. Resolve discrepancies between coded data and supporting 530-195

documentation.
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HIM ASSOCIATE DEGREE ENTRY-LEVEL COMPETENCIES

Domains, Subdomains, and Tasks

D. Subdomain: Reimbursement Methodologies

Review of all tasks in Domain
I.D. in 530-196 and 530-198

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

530-185, 530-195

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

530-185, 530-195

3. Use established guidelines to comply with reimbursement 530-185
and reporting requirements such as the National Correct
Coding Initiative.

4. Compile patient data and perform data quality reviews to 530-185

validate code assignment and compliance with reporting
requirements such as outpatient prospective payment
systems.

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

A. Subdomain: Healthcare Statistics and Research

Review of all tasks in Domain
ILA. in 530-196 and 530-198

1. Abstract and maintain data for clinical
indices/databases/registries.

530-176, 530-177

2. Collect, organize and present data for quality management, 530-193
utilization management, risk management, and other related
studies.
3. Compute and interpret healthcare statistics. 530-177
4.  Apply Institutional Review Board (IRB) processes and 530-177

policies.

5. Use specialized databases to meet specific organization
needs such as medical research and disease registries.

530-177, 530-193

B. Subdomain: Quality Management and Performance
Improvement

Review of all tasks in Domain
11.B. in 530-196 and 530-198

1. Abstract and report data for facility-wide quality 530-193
management and performance improvement programs.
2. Analyze clinical data to identify trends that demonstrate 530-193

quality, safety, and effectiveness of healthcare.

Ill. Domain: Health Services Organization and Delivery.

A. Subdomain: Healthcare Delivery Systems

Review of all tasks in Domain
IlI.A. in 530-196 and 530-198

1. Apply information system policies and procedures required
by national health information initiatives on the healthcare
delivery system.

530-172, 530-176

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

530-172

3. 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.

530-172, 530-185

36



HIM ASSOCIATE DEGREE ENTRY-LEVEL COMPETENCIES

Domains, Subdomains, and Tasks

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

530-172

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

Review of all tasks in Domain
I11.B. in 530-196 and 530-198

1. Participate in the implementation of legal and regulatory
requirements related to the health information infrastructure.

530-178

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

530-178, 530-181

3. Release patient-specific data to authorized users. 530-178

4. Maintain user access logs/systems to track access to and 530-178
disclosure of identifiable patient data.

5. Conduct privacy and confidentiality training programs. 530-178

6. Investigate and recommend solutions to privacy 530-178
issues/problems.

7. Apply and promote ethical standards of practice. 530-178

IV. Domain: Information Technology & Systems

A. Subdomain: Information and Communication Technologies

Review of all tasks in Domain
IV.A. in 530-196 and 530-198

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

530-190

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

530-190

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.

530-176, 530-185, 530-190, 530-
193, 530-195

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.

530-190

B. Subdomain: Data, Information, and File Structures

Review of all tasks in Domain
IV.B. in 530-196 and 530-198

1. Apply knowledge of data base architecture and design (such
as data dictionary, data modeling, data warehousing, and so
on) to meet departmental needs.

530-190

C. Subdomain: Data Storage and Retrieval

Review of all tasks in Domain
IV.C. in 530-196 and 530-198

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

530-190

2. Query and generate reports to facilitate information retrieval.

530-190, 530-193

w

Design and generate reports using appropriate software.

530-190, 530-193

4. Maintain archival and retrieval systems for patient
information stored in multiple formats.

530-176, 530-190

6. Coordinate, use and maintain systems for document
imaging and storage.

530-176, 530-190
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HIM ASSOCIATE DEGREE ENTRY-LEVEL COMPETENCIES
Domains, Subdomains, and Tasks

D. Subdomain: Data Security

Review of all tasks in Domain
IV.D. in 530-196 and 530-198

1. Apply confidentiality and security measures to protect 530-190
electronic health information.

2. Protect data integrity and validity using software or hardware | 530-176, 530-190
technology.

3. Apply departmental and organizational data and information | 530-190
system security policies.

4. Use and summarize data compiled from audit train and data | 530-190
quality monitoring programs.

5. Contribute to the design and implementation of risk 530-190

management, contingency planning, and data recovery
procedures.

E. Subdomain: Healthcare Information Management

Review of all tasks in Domain
IV.E. in 530-196 and 530-198

1. Participate in the planning, design, selection, 530-190
implementation, integration, testing, evaluation, and support
for organization-wide information systems.

2. Use the principles of ergonomics and human factors in work 530-194

process design.

V. Domain: Organizational Resources

Review of all tasks in Domain

A. Subdomain: Human Resources V-A.in 530-198
530-194
1. Apply the fundamentals of team leadership.
530-194
2. Organize and contribute to work teams and committees.
530-194
3. Conduct new staff orientation and training programs.
o ) 530-194
4. Conduct continuing education programs.
5. Monitor staffing levels and productivity standards for health 530-194
information functions, and provide feedback to management
and staff regarding performance.
] 530-194
6. Communicate benchmark staff performance data.
o ) o 530-194
7. Prioritize job functions and activities.
8. Use quality improvement tools and techniques to monitor, 530-194

report and improve processes.
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HIM ASSOCIATE DEGREE ENTRY-LEVEL COMPETENCIES

Domains, Subdomains, and Tasks

Review of all tasks in Domain

B. Subdomain: Financial and Physical Resources V.B. in 530-198
1. Make recommendations for items to include in budgets and 530-194
contracts.
530-194

2. Monitor and order supplies needed for work processes.

3. Monitor coding and revenue cycle processes.

530-185, 530-194

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

530-194

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

530-194

KNOWLEDGE CLUSTER CONTENT ASSESSMENT

Associate Degree Program

Bloom’s Taxonomy is a classification system that provides a standard system of
classifying the goals or outcomes of an educational experience and provides
constructive help on building a curriculum. Bloom's Taxonomy helps to specify learning
objectives so that it becomes easier to plan learning experiences and prepare

evaluation devices.

Bloom’s Taxonomy

Explanation

1 =Knowledge: The remembering e Observation & recalling information
(or recalling) of appropriate, and e Classifications & categories (of major ideas)
previously learned information e Knowledge of major principles and theories of subject matter
e Learning objectives phrasing: list, define, describe, identify,
match, select, label, reproduce, state
2 = Comprehension: Grasping the e Translate knowledge into a new context
meaning of information e Interpret facts, infer causes
e Predict consequences
e Learning objectives phrasing: convert, discuss, estimate,
explain, generalize, give examples, restate in own words,
summarize, distinguish, differentiate, interpret
e Identify the best answer
3 = Application: Applying e Solve problems using required skills or knowledge
previously learned information to e Determine, discover, assess, articulate
new situations to solve problems e Learning objectives phrasing: apply, demonstrate, calculate,
solve, modify, change, classify, discover, solve, teach, utilize
e Break down, differentiate, discriminate
4 = Analysis: Breaking down e Recognize, infer, point out
information and inferring (or e lllustrate, outline, prioritize
finding evidence) to support e Learning objectives phrasing: diagram, distinguish, organize

divergent conclusions

parts, recognize hidden meanings, identify components,
arrange, select, explain, infer, prioritize
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Use old ideas to create new ones

Predict and draw conclusions

Adapting divergent knowledge toward a new synthesis
Learning objectives phrasing: adapt, anticipate, collaborate,
combine, compare, compose, design, devise, facilitate,
negotiate, reconstruct, reorganize, substitute, revise, design,
invent

5 = Synthesis: Applying prior
knowledge and skills to create a
new or original whole

6 = Evaluation: Judging the value of
material based on personal values
and opinions resulting in an end
product

Assess value of theories and presentations

Make choices based on reasoned argument

Verify the value of evidence presented

Learning objectives phrasing: Appraise, decide, recommend,
convince, judge, support, conclude, critique, defend, reframe

Knowledge Cluster Content List the Course Number(s)

below that address each
knowledge cluster.

Biomedical Sciences

= Anatomy (4) 806-177 OR 806-189
= Physiology (4) 806-177 OR 806-189
* Medical Terminology (4) 501-101
= Pathophysiology (4) 530-182
* Pharmacotherapy (4) 530-182

I.A. Health Data Structure, Content and Standards

1. Data versus information (4) 530-176

2. Structure and use of health information 530-176, 530-193
(individual, comparative, aggregate) (4)

3. Health information media (such as paper, 530-176

computer, web-based) (4)
4. Health record data collection tools (such as 530-176, 530-181
forms, screens, etc.) (4)
Data sources (primary, secondary) (4) 530-176
6. Data definitions, vocabularies, terminologies, | 530-176
and dictionaries (4)

o

7. Data storage and retrieval (4) 530-176, 530-181
8. Data quality and integrity (4) 530-176, 530-193
9. Healthcare data sets (such as OASIS, 530-176

HEDIS, DEEDS, UHDDS) (4)
10. Data monitoring and compliance reporting (5) | 530-193
11.National Healthcare Information Infrastructure | 530-176

(NHII) (4)
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Knowledge Cluster Content List the Course Number(s)

below that address each
knowledge cluster.

I.B. Healthcare Information Requirements and
Standards
1. Type and content of health record (paper, 530-176, 530-181
electronic, computer-based, e-health-
personal, web-based) (5)

2. Health record documentation requirements 530-172, 530-176, 530-181
(such as accreditation, certification, licensure)
5)

3. Health record monitoring and compliance 530-176, 530-193

reporting (5)
I.C. Clinical Classification Systems

1. Classifications, taxonomies, nomenclatures, 530-176, 530-183, 530-184, 530-195

terminologies, and clinical vocabularies (4)

2. Principles and applications of coding systems | 530-183, 530-184, 530-195

(such as ICD-9-CM, ICD-10, CPT/HCPCS,
DSM-IV) (5)

3. Diagnostic and procedural groupings (such as | 530-185
DRG, APC, RUGs, SNOMED-CT) (5)
Casemix analysis and indexes (4) 530-185
5. Medicare Severity Diagnosis Related Groups | 530-185

(MS-DRGS) (4)
6. Coding compliance strategies, auditing, and 530-184, 530-185, 530-195

reporting (such as CClI, plans) (5)

B

7. Coding quality monitors and reporting (5) 530-184, 530-185, 530-195
I.D. Reimbursement
1. Commercial, managed care and federal 530-185

insurance plans (4)

2. Payment methodologies and systems (such 530-185, 530-195
as capitation, prospective payment systems
PPS, RBRVS) (4)

3. Billing processes and procedures (such as 530-185
claims, EOB, ABN, electronic data
interchange) (4)

4. Chargemaster maintenance (5) 530-185

5. Regulatory guidelines (such as LMRP, peer 530-185
review organizations) (3)

6. Reimbursement monitoring and reporting (5) | 530-185

7. Compliance strategies and reporting (3) 530-185

[lLA. Healthcare Statistics and Research
1. Indices, databases and registries (4) 530-176, 530-177, 530-193
2. Vital statistics (5) 530-177

41



Knowledge Cluster Content List the Course Number(s)

below that address each
knowledge cluster.
3. Healthcare statistics (5) 530-177
4. Descriptive statistics (such as means, 530-177
frequencies, ranges, percentiles, standard
deviations) (5)
5. Statistical applications with health care data 530-177, 530-193

(5)

6. Institutional Review Board (IRB) processes 530-177
4)
7. National guidelines regarding human subjects | 530-177
research (4)
8. Research protocol monitoring (4) 530-177
9. Data selection, interpretation, and 530-177, 530-193
presentation (5)
10.Knowledge-based research techniques (such | 530-177
as library, Medline, web-based) (5)
[I.B. Quality management and Performance
Improvement
1. Quality assessment and improvement (such 530-193
as process, collection tools, data analysis,
reporting techniques) (4)

2. Utilization management, risk management, 530-193
and case management (3)

3. Regulatory quality monitoring requirements 530-193
4)

4. Outcomes measures and monitoring (4) 530-193

IIlLA. Healthcare Delivery Systems

1. Organization of healthcare delivery in the 530-172
United States (4)
2. Healthcare organizations structure and 530-172

operation (4)
3. External standards, regulations, and initiatives | 530-172, 530-178
(such as licensure, certification, accreditation,

HIPAA) (4)
4. Payment and reimbursement systems (4) 530-172, 530-185
5. Healthcare providers and disciplines (4) 530-172

[l.B. Healthcare Privacy, Confidentiality, Legal
and Ethical Issues
1. Legislative and regulatory processes (3) 530-178
2. Legal terminology (5) 530-178
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Knowledge Cluster Content

List the Course Number(s)
below that address each

_knowledge cluster.

Technologies

3. Health information/record laws and 530-178
regulations (such as retention, patient
rights/advocacy, advanced directives, privacy)
(5)

4. Confidentiality, privacy, and security policies, | 930-178, 530-181
procedures, and monitoring (5)

5. Release of information policies and 530-178
procedures (5)

6. Professional and practice-related ethical 530-178, 530-181
issues (5)

IV.A. Information and Communication

1. Computer concepts (such as hardware 530-190
components, operating systems, languages,
software packages) (3)
2. Communication and Internet technologies 530-190
(such as networks, intranet, standards) (3)
3. Common software applications (such as word | 530-190
processing, spreadsheet, database, graphics)
©)]
4. Health information systems (such as 530-190
administrative, patient registration, ADT,
EHR, personal health record (PHR), lab,
radiology, pharmacy) (4)
5. Voice recognition technology (3) 530-190
6. Health information specialty systems (such as | 530-176, 530-185, 530-190, 530-193,
ROI, coding, registries) (5) 530-195
7. Application of systems and policies to health | 530-190
information systems and functions and
healthcare data requests (5)
IV.B. Data Storage and Retrieval
1. Document archival, retrieval, and imaging 530-190, 530-196, 530-198
systems (5)
2. Maintenance and monitoring of data storage | 530-190, 530-196, 530-198
systems (5)
IV.C. Data Security and Healthcare Information
Systems
1. System architecture and design (3) 530-190
2. System acquisition and evaluation (3) 530-190
3. Screen design (4) 530-176, 530-190
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Knowledge Cluster Content List the Course Number(s)

below that address each
knowledge cluster.

4. Data retrieval and maintenance (4) 530-176, 530-190

5. Data security concepts (3) 530-176, 530-190

6. Data integrity concepts (4) 530-176, 530-190

7. Data integrity and security processes and 530-176, 530-190
monitoring (5)

8. Data recovery and risk management (4) 530-190

9. Work process design (such as ergonomics, 530-194

equipment selection) (3)

V.A. Organizational Resources
1. Roles and functions of teams and committees | 530-194

(5)
2. Teams/consensus building and committees 530-194
(4)
3. Communication and interpersonal skills (5) 530-194
4. Team leadership concepts and techniques (4) | 530-194
5. Orientation and training (such as content, 530-194
delivery, media) (5)
6. Workflow and process monitors (4) 530-194
7. Performance monitors (4) 530-194
8. Revenue cycle monitors (4) 530-185, 530-194
9. Organizational plans and budgets 530-194
(framework, levels, responsibilities, etc.) (4)
10.Resource allocation monitors (4) 530-194
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APPENDIX B

Registered Health Information Technician (RHIT) — Exam Competency Statements

A certification examination is based on an explicit set of competencies. These competencies have been

determined through a job analysis study conducted of practitioners. The competencies are subdivided

into domains, subdomains, and tasks as shown in the tables below. Examinations test only content
pertaining to the following competencies.

|Domains, Subdomains, and Tasks |Courses
|Domain 1: Healthcare Data Management |
Subdomain A. Health Data Structure, Content and Standards 530-176
1. Collect and maintain data sets and databases. 530-181
2. Conduct qualitative analysis to assure that documentation in the health record supports the
diagnosis and reflects the progress, clinical findings and discharge status. 530-193
3. Apply clinical vocabularies and terminologies used in the organization’s health information
systems.
4. Comply with national patient safety goals as related to abbreviation usage.
5. Verify timeliness, completeness, accuracy, and appropriateness of data and data sources
(e.g., patient care; management; billing reports and/or databases).
Subdomain B. Healthcare Information Requirements and Standards 530-176
1. Monitor the accuracy and completeness of the health record as defined by organizational 530-181
policy, external regulations and standards.
2. Perform analysis of health records to evaluate compliance with regulations and standards:
a. Quantitative analysis;
b. Qualitative analysis.
3. Apply policies and procedures to assure organizational compliance with regulations and
standards.
Subdomain C. Clinical Classification Systems 530-183
1. Use and monitor applications and work processes to support clinical classification and 530-184
coding.
2. Apply diagnosis/procedure codes using ICD9CM. 530-185
3. Apply procedure codes using CPT/HCPCS.
4. Ensure accuracy of diagnostic/procedural groupings (e.g., APC; DRG; IPF). 530-195
5. Adhere to current regulations and established guidelines in code assignment.
6. Validate coding accuracy using clinical information found in the health record.
7. ldentify discrepancies between coded data and supporting documentation.
Subdomain D. Reimbursement Methodologies 530-185
1. Apply policies and procedures for the use of clinical data required in reimbursement and 530-195
prospective payment systems (PPS) in healthcare delivery (e.g., APC; DRG; RVU; RBRVS).
2. Support accurate revenue cycle through coding.
3. Use established guidelines to comply with reimbursement and reporting requirements (e.g.,

National Correct Coding Initiative [NCCI]; Local Medical Review Policies [LMRP]).
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Domain 2: Health Statistics, Biomedical Research and Quality

Management

Subdomain A. Healthcare Statistics and Research

=

Abstract and maintain data for clinical indices/databases/registries.
Collect, organize, and present data for:

a. Administrative purposes;

b. Financial purposes;

c. Performance improvement programs;

d. Quality management.

Subdomain B. Quality Assessment and Performance Improvement

1.
2.

Participate in facility-wide quality assessment program.
Present data in verbal and written forms.

530-176

530-177

530-193

530-193

Domain 3: Health Services Organization and Delivery

Subdomain A. Healthcare Delivery Systems

1.

Comply with accreditation, licensure, and certification standards from government (national,
state, and local levels) and private organizations (e.g., Joint Commission on the Accreditation

530-172

of Healthcare Organizations [JCAHOQO]). 530-176
2. Apply policies and procedures to comply with the changing regulations among various
payment systems for healthcare services such as Centers for Medicare and Medicaid 530-185
Services (CMS), managed care.
3. Differentiate the roles of various providers and disciplines throughout the continuum of
healthcare and respond to their information needs.
4. Understand the role of various providers and disciplines throughout the continuum of
healthcare services.
Subdomain B. Healthcare Compliance, Confidentiality, Ethical, Legal, and Privacy |530-172
Issues
530-176
1. Implement the legal and regulatory requirements related to health information.
2. Apply regulatory policies and procedures for access and disclosure of protected health 530-178
information (PHI).
3. Maintain user access logs/systems to track access to and disclosure of patient identifiable 530-194

No ok

©

data.

Identify and report privacy issues/problems.

Demonstrate and promote legal and ethical standards of practice.

Report compliance issues according to organizational policy.

Collaborate with staff to prepare the organization for accreditation, licensing and/or
certification surveys.

Implement health record documentation guidelines and provide education to staff.
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Domain 4: Information Technology and Systems

Subdomain A. Information and Communication Technologies 530-176
1. Use technology, including hardware and software, to ensure data collection, storage, 530-178
analysis, retrieval and reporting of information.
2. Use common software applications (e.g., spreadsheets, databases, presentation; email) in 530-184
the execution of work processes.
3. Use specialized software in the completion of HIM processes (e.g., chart management; 530-185
coding; release of information).
4. Apply policies and procedures for the use of networks, including intranet and internet 530-190
applications to facilitate the electronic health record (EHR), personal health record (PHR),
public health, and other administrative applications.
5. Protect data integrity using software or hardware technology. (Note: Integrity means that 530-193
data should be complete, accurate, consistent and up-to-date).
530-195
Subdomain B. Data Storage and Retrieval 530-176
1. Use appropriate electronic or imaging technology for data/record storage. 530-190
2. Maintain integrity of patient numbering and filing systems.
3. Design forms, computer input screens, and other health record documentation tools. 530-193
4. Maintain integrity of master patient/client index/Enterprise Master Patient Index (EMPI).
5. Query and generate reports using appropriate software.
6. Design and generate reports using appropriate software.
7. Coordinate, use and maintain archival and retrieval systems for patient information (e.g., in
multiple formats).
Subdomain C. Data Security 530-190
1. Apply confidentiality and security measures to protected health information (PHI).
2. Apply departmental and organizational data and information system security policies.
3. Use and summarize data compiled from audit trail.
Subdomain D. Healthcare Information Systems 530-176
1. Collect and report data on incomplete records and timeliness of record completion.
2. Maintain filing and retrieval systems for health records.
Domain 5: Organizational Resources
Subdomain A. Human Resources 530-194
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Apply the fundamentals of team leadership.

Develop and/or contribute to: a) Strategic plans, goals and objectives for area of
responsibility/responsibilities; b) job descriptions.

Develop and/or conduct performance appraisals.

Participate in intradepartmental and interdepartmental teams/committees.

Develop and implement staff orientation and training programs.

Provide consultation, education, and training to users of health information: A) Internal users
(e.g., healthcare providers; administrators).

Assess, monitor, and report: a) Quality standards; b) Productivity standards.
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8. Perform staffing analysis to determine adequate coverage.
9. Prioritize job functions and activities.

10. Use quality improvement tools and techniques to assess, report and improve processes.

11. Promote positive customer relations.
12. Apply the principles of ergonomics in work process design.
13. Comply with local, state and federal regulations regarding labor relations.

Subdomain B. Financial and Physical Resources

1. Determine and monitor resources to meet workload needs including staff, equipment and
supplies.

. Make recommendations for items to include in budgets.

. Monitor coding and revenue cycle processes.

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

A WN

530-185

530-194
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APPENDIX C

PROGRAM REQUIREMENTS
www.cvic.edu - 1-800-547-2882

{ START DATE(S): August and January

| EFFECTIVE: AUGUST 2008

HEALTH INFORMATION TECHNOLOGY: Program Qutcomes

Associate Degree
Course Hrs./
Number Course Title Week Credits Prerequisite(s/Comments
Aupust 2008
103-102 Microsoft Office Suite 3 2 Computer proficiency required
150-101 PC, Networking & Security Basics 3 2
501-101 Medical Terminology 3 3
530-172 Healthcare Deliverv Systems 2 2 Pre-program or program student or certificate student
530-176 Health Data Management 3 2 Program student or certificate student, {530-172 and
530-181 or concurrent)
530-181 Introduction to the Health Record fweeks 1-8] 2 1 Program or certificate student
806-177 General Anatomy and Physiology OR 5 4 High School Chemistry with a “C” or better
806-189 Basic Anatomy (T) 3 3
Total Semester Hrs./Week and Total Credits 15-16 cr.
January 2009
106-144 Intermed. Spreadsheet and Database Applications 3 2 103-102
530-178 Healthcare Legai and Ethical lssues 3 2 530-176
530-182 Human Diseases for the Health Professions 3 Pre-pro; or Pro student or certificate student, (501-101 and
(Internet only) 806-177 or 806-189 or concurrent)
530-183 1ICD-9-CM Coding 4 3 (501-101, 530-181, 530-182 and 806-177 or 806-189 or concurrent)
801-195 Written Communications 3 3
804-106 Introduction to College Mathematics 4 3
Total Semester Hrs./'Week and Total Credits 16 cr.
Summer 2009 (8 weeks)
801-196 Qral/interpersonal Communications 6 3
809-198 Introduction to Psvchology OR 6 3
809-199 Psychology of Human Relations
Total Semester Hrs./Week and Total Credits 6 ¢r.
August 2009
330-177 Healthcare Statistics and Research 3 2 530-176 and 804-106
530-184 Current Procedural Termimglogy (CPT) Coding 4 3 (530-181 and 530-182 or concurrent)
530-185 Health Care Reimbursement 3 2 530-183 (530-184 or concurrent)
530-190 Healthcare Information Systems 4 3 106-144, 150-101, and 530-176
530-196 Professional Practice Expenence 1 7 3 530-178, (530-177, 530-183 and 530-184 or concurrent)
809-196 Introduction to Sociclogy 3 3
Total Semester Hrs./Week and Total Credits 16 er,
January 2010
530-193 Healthcare Quality Management [Weeks 1-8] 2 530-177
530-194 HIM Organizational Resources /Weeks 1-8] 2 {530-193 or concurrent)
530-195 Applied Coding [Weeks 1-8] 2 530-183, (530-184 and 530-185 or concurrent)
530-198 Profegsional Practice Experience 11 fWeeks 9-16f 18 3 530-196 (530-190, 530-194, 530-195 or concusrent)
809-195 Economics OR 3 3 Sugpest distance leaming option
805-197 Contemporary American Society Suppest distance learning option
Total Semester Hrs./Week and Total Credits 12 cr.

TOTAL CREDITS REQUIRED = 65-66
A GRADE OF “C” OR BETTER IS REQUIRED IN ALL COURSES

2.0 MINIMUM PROGRAM CUMULATIVE GPA REQUIRED FOR GRADUATION

If a student does not enroll in any courses at CVTC for two or more consecutive semesters, the student will be required to reapply with Admissions. Students must
abide by any changes in admission requirements and degree requirements.

Program students who interrupt their program for any reason must meet with a program counselor, apply to the Return list (R list), and will be admitted to core classes

on a space available basis.

10-530-1
DeptChairPgmDir: MKONIK
S Instructional Design\PgmReqSheets\2008 AUGIHIT 105301

Education Director: EKIRKING

Counselor: MUMLAND PgmAssist: SSIE
(3/28/)7 08/27/07, 09/18/07, 01/15/08, G3/18/08
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PROGRAM REQUIREMENTS
www.cvic.edu - 1-800-547-2882

| START DATE(S): August and January

{ EFFECTIVE: JANUARY 2009

HEALTH INFORMATION TECHNOLOGY

Associate Degree
Course Hrs./
Number Course Title Week Credits Prerequisite(s)/Comments
January 2009
103-102 Microsoft Office Suite 3 2 Computer proficiency required
150-101 PC, Networking & Security Basics 3 2
501-101 Medical Terminplogy 3 3
530-172 Healthcare Delivery Systems 2 2 Pre-program or program student or certificate student
530-176 | Health Data Management 3 2 Program student or certificate student, (530-172 and 530-18Tor
concurrent)
530-181 Introduction to the Health Record fWeeks 1-8} 2 1 Program or certificate student
806-177 General Anatomy and Physiclogy OR 5 4 High School Chemistry with a “C” or better
806-189 Basic Anatomy 3 3
Total Credits 15-16 er.
Summer 2009 (8 weeks)
801-195 Written Communications 6 3
801-196 QOral/Interpersonal Communications 6 3
Total Credits 6 cr.
August 2009
106-144 Intermed. Spreadsheet and Database Applications 3 2 103-102
530-178 Heazlthcare Legal and Ethical [ssues 3 2 530-176
530-182 Human Diseases for the Health Professions 3 Pre-pro, or Pro student or certificate student, (501-101 and
(Internet only) 806-177 or 806-189 or concurrent)
530-183 HCD-9-CM Coding 4 3 {501-101. 530-181, 530-182 and 806-177 or 806-189 or concurrent)
804-106 Introduction to College Mathematics 4 3
Total Credits 13 er.
January 2010
530-177 Healthcare Staustics and Research 3 2 530-176 and 804-106
530-184 Current Procedural Tenminology (CPT) Coding 4 3 {501-101. 530-181. 530-182 and 806-177 or 806-189 or concurrent)
530-185 Health Care Reimbursement 3 2 530-183 (530-184 or concurrent)
530-190 Healthcare Information Systems 4 3 106-144, 150-101, and 530-176
530-196 Professional Practice Experience [ 7 3 530-178, (530-177, 530-183 and 530-184 or concurrent)
Total Credits 13 cr.
Summer 2010 (8 weeks)
809-196 Introduction to Sociology 6 3
809-198 Introduction to Psychology OR 6 3
809-199 Psychology of Human Relations
Total Credits 6 cr.
August 2010
530-193 Healthcare Quality Management [Weeks 1-8] 2 530-177
530-194 HIM Organizational Resources [Weeks -8/ 2 {530-193 or concurrent)
530-195 Applied Coding fWeeks 1-8] 2 530-183, (530-184 and 530-185 or concurrent)
530-198 Professional Practice Fxpcr:ence 11 [Weeks 9-16] 18 3 530-196 (530-190. 530-194, 530-195 or concurrent)
809-195 Economics OR 3 3 Suggest distance leaming opticn
809-197 '| Contemporary American Society Suggest distance learning option
Total Credits 12 cr.

TOTAL CREDITS REQUIRED = 65-66

A GRADE OF “C” OR BETTER IS REQUIRED IN ALL COURSES

2.0 MINIMUM PROGRAM CUMULATIVE GPA REQUIRED FOR GRADUATION

Ifa student does not enroll in any courses at CVTC for two or more consecutive semesters, the student will be required to reapply with Admissions. Students must
abide by any changes in admission requirements and degree requircments.

Program students who interrupt their program for any reason must meet with a program counselor, apply to the Return list (R list), and will be admitted to core classes

on a space available basis.

10-530-1
DeptChair/PgmDir: MKONIX.
S:\Instructional Design\PgmReqSheets\ 2008 AUG\HIT105301

FLC Manager: EKIRKING

Counselor: MUMLAND P sist: SSIE
08/27/07, 09/18/07, 01/15/08
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