HCA 301: Health Information for the Healthcare Administrator


COURSE INFORMATION 

Course Title: Information Management in Health Care Administration
Course Number: HCA 400 

Credit Hours: Three Credit Hours 

COURSE DESCRIPTION 

This course focuses on the collection and management of healthcare information at the system, institutional, and patient levels. It presents the role of such information in the management of healthcare organizations in terms of its use in determining provider reimbursement, evaluating healthcare quality, managing the use of resources, researching best practices, integrating provider systems, and managing the health status of large populations.
PROFESSOR CONTACT INFORMATION 
 Suzette A. Forrester-Simpson RN, BSN, MHA
  Adjunct professor

  saf@reinhardt.edu  

  (770) 833-0411

  Email is my preferred method of contact

Reinhardt University BHA Program Student Learning Outcomes: 

1. Graduates will identify and describe the structure and components of the US healthcare system. 
2. Graduates will be able to identify the key economic, regulatory, legal, and ethical issues currently affecting the US healthcare system. 

3. Graduates will master key clinical and managerial terminology and demonstrate the ability to communicate effectively about healthcare administrative issues in discussions with healthcare administration professionals, faculty, and other students. 

4. Graduates will demonstrate their ability to apply management principles to theoretical and real scenarios in healthcare administration. 

5. Students will demonstrate the ability to recognize and analyze issues and problems associated with changes in the healthcare administration field and to subsequently propose and/or enact constructive responses. 

Student Learning Outcomes for this course in the Program: 
1. Students will understand what data is gathered in the formulation of the patient health record and its use throughout the healthcare system. 
2. Students will understand the use of clinical data to determine provider reimbursement. 

3. Students will be able to use health information to construct data comparisons for benchmarking provider performance in terms of resource use and quality outcomes. 

4. Students will become familiar with the role of coding and coding systems in the formulation of health information. 

5. Students will be aware of provider responsibility for the maintenance, appropriate use, and privacy of the contents of health information, including the patient health record. 

6. Students will be able to understand the use of health information in the assessing and managing population health. 
REQUIRED COURSE MATERIALS 

All required course materials are included in the online course. 
Suggested Text 

Oachs, Pamela K. and Watters, Amy L. (2011). Health Information Management Technology: Concepts, Principles, and Practices, 5th ed. 
Attendance, Participation, and Conduct and Work Policy: 
Your course grade depends on your active and timely participation in on-line exchanges of ideas, personal observations, and questions regarding the course material with your fellow students and the instructor. As seen on the weekly schedule of course events, there are regular activities requiring all students to post to the discussion forum, take quizzes, and complete writing assignments. Please be attentive to these assignments and plan on meeting the following expectations: 

1. Courses run for a period of eight weeks with activities and assignments specified for each week. An online lesson begins at 12:00 AM Monday (EST) and ends on Sunday at 11:59 PM (EST). (Courses during the Summer Term follow a seven-week schedule.) 

2. A student is counted as “Present” for a given online lesson only if he or she participates in the course. Participation is defined as posting on the discussion forum AND submitting a completed lesson activity/assignment during the online week prior to Sunday at 11:59 PM (EST). 

3. A student who fails to participate during the first 8 calendar days of a course shall be administratively withdrawn from the course. 

4. Students are expected to visit the course site several times (5-7 times) a week to read material found there, participate in the forum, take quizzes or exams, and compose and submit written assignments. Students are responsible for completing all Forum work within the assigned week. There is no make-up work to replace incomplete or missed Forums. 

5. Each student must post an INITIAL comment to the weekly forum by Tuesday evening at 10:00 PM. This will give everyone time to read and respond to posted comments by the weekly deadline of Sunday night. To effectively participate in the forum discussion, the student must read the on-line lecture and the other reading assignments. 

6. Weekly quizzes and other assignments must be submitted by the Sunday midnight deadline of the week they are due. No assignments more than a week late will be accepted. A grading penalty will be applied to late assignments. 

Life happens, however, and I understand that. However, the student must take the responsibility to communicate with me if circumstances related to work, personal health, or family are going to interfere with timely completion of assignments. Given advanced notice, we can work things out in a reasonable and responsible manner. 

7. Withdrawal Policy: After the first week, students who do not participate (See above definition of “participation”) in a course during a week are not satisfying ongoing course participation requirements and will be recorded as “absent” for that lesson. Students will be notified by e-mail of such recorded absences. Participation in the course must resume within 3 calendar days following this notification. Students who do not resume participation in the course will be administratively withdrawn from the course and issued a grade of “W” or “F”. A grade of “W” will be issued only if the administrative withdrawal occurs before 11:59 PM on Monday of the fifth week of the course. After that time, any student withdrawn from the course for non-participation will receive a grade of “F.” Students may be impacted academically and/or financially in the case of such withdrawals. 

8. How much time you spend on this course depends largely on your reading and writing skills. Since this course is the equivalent of a traditional class that would actually meet five hours each week for half a semester, you should anticipate spending eight to twelve hours each week engaging with the on-line course materials, reading assignments, completing learning exercises, writing papers, and studying for tests. 

The Need for Academic Honesty: Education thrives in an atmosphere of honesty and trust. Students who do not do their own work degrade education, demonstrate a lack of respect for themselves and the university, and rob themselves of the opportunity to improve their own thinking and writing. In this course, all work must be your own. Cheating will not be tolerated. Plagiarism, the use of someone else’s ideas or words without acknowledging them as such, is a serious academic offense. Any suspected cases of academic misconduct will be dealt with strictly, normally resulting in a failing grade in the course. The Academic Catalog of Reinhardt University details what constitutes academic dishonesty, as well as the alternative consequences for such behavior. If you are ever uncertain about whether or not your actions are academically honest, please consult your instructor, who will be glad to advise you. 

Disability Statement: The Americans with Disabilities Act (ADA) is a federal anti-discrimination statute that provides comprehensive civil rights protection for persons with disabilities. Among other things, this legislation requires that all students with disabilities be guaranteed a learning environment that provides for reasonable accommodation of their disabilities. If you believe you have a disability requiring an accommodation, please contact Prof. Tunji Adesesan, Director of the Academic Support Office (ASO) at Reinhardt University, by e-mail at AAA@reinhardt.edu or by phone at 770-720-5567. The ASO staff will work with the on-line program faculty to arrange testing and other accommodations that are found to be appropriate. 

Non-discrimination Statement: Reinhardt University does not discriminate in any of its policies, programs, or activities on the basis of race, color, age, culture, national origin, socioeconomic status, gender, religious belief, sexual orientation, physical (dis)ability or genetic information. 

Protection of Student Identity, Confidentiality and Privacy: In keeping with Reinhardt University’s commitment to the protection of students’ on-line identity, confidentiality, and privacy, students are required to never reveal their course site log-in names and passwords to anyone. In all University–related business and class interactions conducted via e-mail, students and instructors are required to use their Reinhardt University e-mail accounts. 

Forums (Threaded Discussions) and Chats: Forums and Chat Rooms are the on-line equivalent to traditional classroom discussions. As you may already know, Forums are set up to allow the exchange of observations, questions, and ideas whenever a student can log on to participate. Sometimes these are referred to as bulletin boards. Chats, on the other hand, are live exchanges between a group of students and their instructor at a given, scheduled time. 

Your instructor will be monitoring your discussions and will be noting the number of responses and the quality of the responses to each discussion. All postings to the forums are considered formal writing and should follow the rules of good grammar and spelling. As mentioned above, an initial comment to a forum thread must be posted no later than 10:00 PM Tuesday evening. 

As a class, we agree to the following guidelines for our Forums: 

a) That all postings to the Forums should be formal short essays (i.e. in paragraph form, as short as a single paragraph of several sentences) reflecting well-articulated critical thinking; 

b) To proof-read and spell check our contributions before posting to the Forum; 

c) To stay on track with the topic as presented by the course instructor; 

d) To politely challenge the ideas of others without becoming personal, since it is only by engaging differences of opinions that we develop our ideas; 

e) To respect one another’s ideas; 

f) To avoid slang and non-academic styles of expression; 

g) To build on our interpretation of evidence, meaning that we must be knowledgeable of that evidence and be able to support our opinions with facts, as well as recognize ours and others’ assumptions. 

h) To remember that all comments posted to the forum by your instructor are designed to encourage your postings that earn the best possible grade. 

METHODS OF INSTRUCTION 

This course includes the following methods of instruction: 

· Written lectures
· Reading assignments

· Discussions

· Comprehensive project

COURSE POLICIES 

The following policies are applied to this course. 

The Need for Academic Honesty

Education thrives in an atmosphere of honesty and trust. Students who do not do their own work degrade education, demonstrate a lack of respect for themselves and the university, and rob themselves of the opportunity to improve their own thinking and writing. In this course, all work must be your own. Cheating will not be tolerated. Plagiarism, the use of someone else’s ideas or words without acknowledging them as such, is a serious academic offense. Any suspected cases of academic misconduct will be dealt with strictly, normally resulting in a failing grade in the course. The Academic Catalog of Reinhardt University details what constitutes academic dishonesty. If you are ever uncertain about whether or not your actions are academically honest, please consult your instructor, who will be glad to advise you.

Disability Statement

The Americans with Disabilities Act (ADA) is a federal anti-discrimination statute that provides comprehensive civil rights protection for persons with disabilities. Among other things, this legislation requires that all students with disabilities be guaranteed a learning environment that provides for reasonable accommodation of their disabilities. If you believe you have a disability requiring an accommodation, please contact Prof. Tunji Adesesan, Director of the Academic Support Office (ASO) at Reinhardt University, by e-mail at AAA@reinhardt.edu or by phone at 770-720-5567.  The ASO staff will work with the on-line program faculty to arrange testing and other accommodations that are found to be appropriate.

Attendance, Participation, and Conduct and Work Policy

A significant portion of your course grade depends upon your active and timely participation in online exchanges of ideas, personal observations, and questions regarding the course material with your fellow students and the instructor. As seen on the weekly schedule of course events, there are regular activities requiring all students to post responses, engage in virtual classroom exchanges, take quizzes, and complete writing assignments. Please be attentive to these assignments and plan on meeting the following expectations: 

You are required to visit the course site several times (4 times minimum) a week to read material found there, response to Forum (discussion board) topics, participation in scheduled chat rooms, take quizzes or exams, and do additional research using embedded links. 

All classes begin on Monday at 12:01 and end on Sunday at 11:55 each week. You are responsible for completing all Forum work within the assigned week. There is no make-up work to replace incomplete or missed Forums. Each of you must post your INITIAL comment to the weekly discussion forum by Tuesday evening at 10:00 PM. This will give everyone time to read and respond to posted comments. 
Weekly self-testing quizzes must be submitted by the Sunday 11:55. These quizzes are intended to be a method for testing your own knowledge. You will be immediately informed if your answer is right or wrong. Continue to seek out the correct answer. You will be graded on completing and submitting the weekly quizzes on time. I expect everyone to get 100% on every quiz. 

All Papers are to be written in APA format and submitted through Moodle no later than 11:55 PM Sunday of the week they are due. 
Papers submitted after the deadline will have 10 points deducted for each day late. 

How much time should you spend on this course? 
A good rule of thumb in a collegiate setting is to spend two hours outside of class for every hour spent in class. Our course is the equivalent of a traditional class that would meet five hours each week for half a semester. Therefore you should anticipate spending ten hours PLUS the equivalent of five classroom hours each week (a total of fifteen hours) engaged with the online course materials, reading assignments, completing learning exercises, writing papers, and studying for tests

Non-Discrimination Statement

Reinhardt University does not discriminate in any of its policies, programs, or activities on the basis of race, color, age, culture, national origin, socioeconomic status, gender, religious belief, sexual orientation, physical (dis)ability, or genetic information. 
Discussion Questions and Class Participation

Each of you must post your INITIAL comment to the weekly discussion forum by Tuesday evening 10:00 PM.  This will give everyone adequate time to read and respond to posted comments left by your peers. Participation should be meaningful and thought provoking. Discussion questions should be 100 words or less and subsequent responses should be 50 words or less. Simply saying ‘I agree or disagree’ is NOT considered class participation.

Graded Assignments

All Papers are to be written in APA format, containing a minimum of two supporting citations and submitted through Moodle no later than 11:55 PM Sunday of the week they are due. Papers submitted after the deadline will have 10 points deducted for each day late. 

Weekly Quizzes

Weekly self-testing quizzes must be submitted by the Sunday 11:55 PM. 

Grading Scale

Evaluation of Learning Outcomes and Grade Computation 
Course work will have the following values in determining the student’s course grade: 

A=90-100; B=80-89; C=70-79; D=60-69; F=0-59 

COURSE ASSESSMENTS 

Week 1

Weekly Learning Objective

· Identify the basic organization of the various types of hospitals and healthcare organizations
· Identify the various functional components of an integrated delivery system
· Identify the purpose of and challenges associated with defining the legal health record
· Examine liabilities associated with the electronic health Record
· Explain data governance and concepts
· Distinguish between data and information governance

Reading assignment Data Content, Standards and Governance 1, 2 & 3
Weekly learning resource—PowerPoint presentation

2 discussion questions 

1 quiz (based on assigned reading)
Class participation 

Grade Computation

	Assessment
	Grade per week

	Discussion Forums
	60 points

	Graded Assignments
	0 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


Week 2

Weekly Learning Objective

· Examine the flow of health record information from initial encounter to final format

· Differentiate between quantitative and qualitative record analysis

· Differentiate among and identify the correct uses of classifications, vocabularies, terminologies, and standards

· Explain electronic applications and systems for clinical classifications

· identity theft 
· Describe the registries used in hospitals according to purpose, methods of case definition and case finding, data collection methods, reporting and follow-up, and pertinent laws and regulations affecting registry operations

· Distinguish among healthcare databases in terms of purpose and content

Reading assignment Health Information Management chapters 4, 5 & 6
Weekly learning resource—PowerPoint presentation

2 discussion questions 

1 quiz (based on assigned reading)

Class participation 

Grade Computation

	Assessment
	Grade per week

	Discussion Forums
	60 points

	Graded Assignments
	0 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


Week 3

Weekly Learning Objective

· Determine processes for compliance with laws and standards related to coding and revenue cycle

· Determine processes to monitor healthcare fraud and abuse

· Demonstrate a working knowledge of the function of a healthcare corporate compliance program

· Demonstrate knowledge of the elements of the Federal Sentencing Guidelines, False Claims Act, Anti-Kickback Statute, EMTALA, and Stark Law and apply to the healthcare industry

· Demonstrate the appropriate uses and disclosures of health information

· Identify when an authorization is or is not needed for disclosure, and when the patient has the right to object
Reading assignment Health Information Management chapters 9, 10 & 11
Weekly learning resource—PowerPoint presentation

2 discussion questions 

1 quiz (based on assigned reading)

Class participation 

Grade Computation

	Assessment
	Grade per week

	Discussion Forums
	60 points

	Graded Assignments
	0 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


Week 4

Weekly Learning Objective

· Examine revenue cycle management’s key phases

· Evaluate the impact of a clinical documentation improvement program on the revenue cycle

· Demonstrate a working knowledge of the function of a healthcare corporate compliance program

· Demonstrate knowledge of the elements of the Federal Sentencing Guidelines, False Claims Act, Anti-Kickback Statute, EMTALA, and Stark Law and apply to the healthcare industry

· Differentiate between privacy, confidentiality, and security

· Demonstrate the appropriate uses and disclosures of health information
Reading assignment Health Data Management chapters 8, 10 & 11 

Weekly learning resource—PowerPoint presentation
No discussion question
1 graded assignment
1 quiz (based on assigned reading)

Class participation 

Grade Computation

	Assessment
	Grade per week

	Discussion Forums
	0 points

	Graded Assignments
	60 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


Week 5

Weekly Learning Objective

· Assess the types of computer applications and technologies being used to support the delivery of healthcare and the management of health data and information


Analyze the barriers and limitations associated with computerized health data and information

· Facilitate the design, implementation, and ongoing maintenance of health information systems

· Examine health information systems from a utilization perspective to help optimize their use

· Determine the broad impact information technology has had on other industries and its potential to transform healthcare delivery

· Explain the eHealth HealtheWay and its origins in the Nationwide Health Information Network

Reading assignment Health Data Management chapters 12, 13 & 15  

Weekly learning resource—PowerPoint presentation

2 discussion questions 

1 quiz (based on assigned reading)

Class participation 

Grade Computation

	Assessment
	Grade per week

	Discussion Forums
	60 points

	Graded Assignments
	0 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


Week 6

Weekly Learning Objective

· Identify primary and secondary data sources
· Examine how healthcare administrators use statistical data
· Analyze statistical data for decision making in research support

· Apply principles of research and clinical literature evaluation to improve outcomes
· Determine tools and processes used to improve clinical quality

· Identify professional roles and certification examinations related to clinical quality

Reading assignment Health Data Management chapters 16, 20 & 21 

Weekly learning resource—PowerPoint presentation

2 discussion questions 

1 quiz (based on assigned reading)

Class participation 

Grade Computation

	Assessment
	Grade per week

	Discussion Forums
	60 points

	Graded Assignments
	0 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


Week 7

Weekly Learning Objective

· Examine the management discipline, the evolution of management thought and theories, and the key functions and skills of management

· Evaluate the relationship between management functions and skills and levels of management

· Examine the roles that employee orientation and communication plans play in the development and retention of staff

· Evaluate and respond to the needs of a culturally diverse workforce as well as the needs of employees with disabilities

· Apply quality management tools to ensure effective work processes

· Determine how job procedures support employees in delivering effective and efficient services
Reading assignment Health Data Management chapters 22, 24 & 25 

Weekly learning resource—PowerPoint presentation

2 discussion questions 

1 quiz (based on assigned reading)

Class participation 

Grade Computation

	Assessment
	Grade per week

	Discussion Forums
	60 points

	Graded Assignments
	0 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


Week 8

Weekly Learning Objective

· Identify a complex ethical issues, define different perspectives, and evaluate each individual’s position 

· Explore generational differences in terms of how different generations may require different training techniques when it comes to learning a new process. Generational differences as it relates to cultural competence should also be explored

· Differentiate between project and operations activities

· Identify and explain the three sources of projects

Reading assignment Health Data Management chapters 27 and 28
Weekly learning resource—PowerPoint presentation

No discussion questions 

1 graded assignment 

1 quiz (based on assigned reading)

Class participation 

Grade Computation
	Assessment
	Grade per week

	Discussion Forums
	0 points

	Graded Assignments
	60 points

	Weeks Quizzes
	40 points

	Weeks Participation
	0 points

	Total
	100 points


