HCA 400: 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: 

· Graduates will identify and describe the structure and components of the US healthcare system. 
· Graduates will be able to identify the key economic, regulatory, legal, and ethical issues currently affecting the US healthcare system. 
· 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. 
· Graduates will demonstrate their ability to apply management principles to theoretical and real scenarios in healthcare administration. 
· 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: 
· Students will understand what data is gathered in the formulation of the patient health record and its use throughout the healthcare system. 
· Students will understand the use of clinical data to determine provider reimbursement. 
· Students will be able to use health information to construct data comparisons for benchmarking provider performance in terms of resource use and quality outcomes. 
· Students will become familiar with the role of coding and coding systems in the formulation of health information. 
· 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. 
· 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 

Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. 
Attendance, Participation, and Conduct 
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 online course materials, reading assignments, completing learning exercises, and studying for tests. Please be attentive to these assignments and plan on meeting the following expectations: 
· 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.) 
· A student is counted as “Present” for a given online lesson only if he or she participates in the course. Participation is defined completion and submission of any lesson activity/assignment during the online week prior to Sunday at 11:59 PM (EST). 
·  A student who fails to participate during the first 8 calendar days of a course shall be administratively withdrawn from the course. 
· All students are expected to visit the course site several times (3-5 times) a week to read material found there, complete activities, take quizzes or exams, and compose and submit written assignments if any. Students are responsible for completing all work within the assigned week. There is no make-up work to replace incomplete or missed work. Each of you must initiate your work by Tuesday evening 10:00 PM.  
· 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. CAUTION: PLEASE DO NOT WAIT UNTIL SUNDAY TO COMPLETE ALL ASSIGNEMENTS. YOU MAY FIND IT DIFFICULT TO DO.

· Life happens, and I understand that. However, the student must take the responsibility to communicate circumstances related to work, personal health, or family hindering their ability to complete assignments timely. 
Course Policy
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. 
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. 

METHODS OF INSTRUCTION 

This course includes the following methods of instruction: 

· Written lectures
· Reading assignments
· Discussion Questions
· Test/quiz must be submitted by the Sunday 11:55 PM weekly
· Other activities must be submitted by the Sunday 11:55 PM weekly
Discussion Questions and Class Participation

**Please note weeks with Discussion Questions**. Discussion questions are due by Tuesday evening 10:00 PM.  This will give everyone adequate time to read and respond to posted comments left by your peers. Participation in the form of two response to posted discussions is required. Responses should be meaningful and thought provoking. Discussion questions should be 150 words or less and subsequent responses should be 50 words or less. Simply saying ‘I agree or disagree’ is NOT considered an adequate response.
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
1. Define key terms

2. Summarize the history of medicine and the delivery of health care in the United States

3. List programs and services offered as part of the continuum of care

4. Differentiate between for-profit and not-for-profit health care facility ownership

5. Interpret the authority and responsibility associated with a health care facility’s organizational structure

6. Define and provide examples of licensure, regulation, and accreditation

7. Differentiate among health care providers and their disciplines

8. Differentiate among health information management career opportunities
9. Identify professional associations available to health care professionals
10. Name the benefits of completing an academic professional practice experience

Assigned reading

Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 1 & 2

Weekly learning resource
PowerPoint presentation
Flash Cards

Week 1 Activities
Ch 1: Reality Check 5 points

Ch 1: Knowledge Check 5points

Ch 1:  Career Readiness 5 points

Ch 1: Learning Lab 10 points

Ch 2: Knowledge Check 10 points

Ch 2: Learning Lab 15 points

Comprehensive Test Ch 1 & 2 50 points
Grade Computation
	Assessment
	Grade per week

	Ch 1: Activities
	25 points

	Ch 2: Activities
	25 points

	Comprehensive Test Ch 1&2
	50 points

	Weeks Participation
	0 points

	Total
	100 points


Week 2

Weekly Learning Objective
1. Define key terms

2. List and define hospital categories and identify types of hospital patients

3. Differentiate among freestanding, hospital-based, and hospital-owned ambulatory care settings

4. Distinguish among various types of behavioral health care facilities

5. Detail services provided by home care and hospice agencies

6. Explain the various types of care

7. Describe federal, state, and local health care facilities

8. Define the patient record and explain its purpose

9. Delineate provider responsibilities for the patient record

10. Summarize the development of the patient record

11. Distinguish among patient record formats

12. Compare alternative storage methods to archived records

13. Summarize patient record completion responsibilities

Assigned reading

Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 3 & 4

Weekly learning resource
PowerPoint presentation
Flash Cards
Week 2 Activities
Ch 3: Knowledge Check 5points

Ch 3: Learning Lab 15 points

Ch 4: Knowledge Check 5 points

Ch 4: Career Readiness 5 points

Ch 4: Learning Lab 15 points

Comprehensive Test Ch 3 & 4 50 points
Grade Computation
	Assessment
	Grade per week

	Chapter 3 Activities
	 25 points

	Chapter 4 Activities
	 25 points

	Comprehensive Test Ch 3&4
	 50 points

	Weeks Participation
	 0 points

	Total
	100 points


Week 3

Weekly Learning Objective

1. Define key terms

2. Distinguish between computerized patient records, electronic patient records, and electronic health records

3. Discuss electronic record implementation issues

4. Define and discuss the importance of regional health information organizations

5. Identify the administrative and clinical applications found in electronic health records

Assigned reading

Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 5

Weekly learning resource
PowerPoint presentation
Flash Chard
1 quiz (based on assigned reading)

Week 3 Activities
Ch 5: Knowledge Check 10 points

Ch 5:  Discussion Question 25 points (All discussion questions are due on Tue by 10pm)
Ch 5: Learning Lab 15 points

Test Ch 5 50 points
Grade Computation
	Assessment
	Grade per week

	Chapter 5 Activities
	50 points

	Test Ch 5
	50

	Weeks Participation
	0 points

	Total
	100 points


Week 4

Weekly Learning Objective

1. Define key terms

2. Explain general documentation issues that impact all patient records

3. Differentiate between administrative and clinical data collected on patients

4. List the contents of inpatient, outpatient, and physician office records

5. Detail forms design and control requirements, including the role of the forms committee

Assigned reading
Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 6

Weekly learning resource
PowerPoint presentation
Flash Cards

Week 4 Activities
1 quiz (based on assigned reading)

Ch 6: Knowledge Check 15 points

Ch 6:  Career Readiness 15 points

Ch 6: Learning Lab 20 points

Test Ch 6 50 points
Grade Computation
	Assessment
	Grade per week

	Chapter 6 Activities
	50 points

	Test Ch 6
	50

	Weeks Participation
	0 points

	Total
	100 points


Week 5

Weekly Learning Objective

1. Define key terms

2. Explain the differences between serial, unit, and serial-unit numbering systems, and organize records according to these numbering systems

3. Name, define, and organize records according to alphabetic and numeric filing systems

4. Cite advantages and disadvantages of the use of alphabetic and numeric filing systems

5. Explain the rules of, and arrange records for, alphabetic, straight numerical, terminal-digit, and middle-digit filing purposes

6. Compare the types of filing equipment used to store file folders, and calculate storage needs

7. Discuss the components of a file folder including color-coding, fastener position, preprinted material, and scoring and reinforcement

8. Explain the procedure for organizing and managing loose filing

9. Describe circulation systems that are used to transport patient records

10. Identify security measures that occur to safeguard patient records and information from theft, fire, and water damage

Assigned reading

Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 7

Weekly learning resource

PowerPoint presentation
Flash Cards

Week 5 Activities
1 quiz (based on assigned reading)

Ch 7: Knowledge Check 10 points

Ch 7:  Career Readiness 15 points

Ch 7: Learning Lab 25 points

Test Ch 7 50 points
Grade Computation
	Assessment
	Grade per week

	Chapter 7 Activities
	50 points

	Test Ch 7
	50

	Weeks Participation
	0 points

	Total
	100 points


Week 6

Weekly Learning Objective

1. Define key terms

2. Identify indexes, registers, and registries maintained by health care facilities and state and federal agencies

3. Explain the uses of indexes, registers, and registries

4. Determine case abstracting requirements for patient records

5. Discuss the characteristics of health data collection

Assigned reading

Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 8

Weekly learning resource

PowerPoint presentation
Flash Cards

Week 6 Activities
Ch 8: Knowledge Check 10 points

Ch 8: Discussion Question 25 points (All discussion questions are due on Tue by 10pm)

Ch 8: Learning Lab 15 points

Test Ch 8 50 points
Grade Computation
	Assessment
	Grade per week

	Chapter 8 Activities
	50 points

	Test Ch 8
	50

	Weeks Participation
	0 points

	Total
	100 points


Week 7

Weekly Learning Objective

1. Define key terms

2. Identify and define health information legal and regulatory terminology

3. Maintain the patient record in the normal course of business

4. Maintain confidentiality of protected health information (PHI)

5. Comply with HIPAA privacy and security provisions

6. Interpret legislation that impacts health information management

7. Appropriately release protected health information

Assigned reading
Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 9
Weekly learning resource

PowerPoint presentation
Flash Cards

Week 7 Activities
Ch 9: Knowledge Check 10 points

Ch 9: Discussion Question 25 points (All discussion questions are due on Tue by 10pm)
Ch 9: Learning Lab 15 points

Test Ch 9 50 points
Grade Computation
	Assessment
	Grade per week

	Chapter 9 Activities
	50 points

	Test Ch 9
	50

	Weeks Participation
	0 points

	Total
	100 points


Week 8

Weekly Learning Objective

1. Define key terms

2. Differentiate among classifications, taxonomies, nomenclatures, terminologies, and clinical vocabularies, and state uses of each

3. List and explain differences among third-party payers

4. List and define health care reimbursement methodologies

Assigned reading

Bowie, Mary J. (2019) Essentials of Health Information Management: Principles & Practices, 4th ed. Chapter 10

Weekly learning resource

PowerPoint presentation
Flash Cards

Week 8 Activities
Ch 10: Knowledge Check 25 points

Ch 10: Learning Lab 25 points

Test Ch 10 50 points
Grade Computation
	Assessment
	Grade per week

	Chapter 10 Activities
	50 points

	Test Ch 10
	50

	Weeks Participation
	0 points

	Total
	100 points


