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COURSE SYLLABUS – Professional Practice Experience
This syllabus is not considered a legal document and is subject to change.


Course Number, Title, CRN, Section: HIT 219, CRN 1399, Section 101 (online)

Semester, Year:  Fall, 2018

Instructor Name:	Jane Barker	
Office:	441
	Telephone:	304-710-3481		
	E-mail:	barker@mctc.edu
	Office Hours: 	Monday 1:00 – 4:00 p.m.
		Tuesday 11:00-12:00
		Wednesday 1:00 – 4:00 p.m.
		Thursday 11:00-12:00 
		(Other hours by appointment)

Virtual Office Hours:  Virtual office hours will be scheduled weekly and by appointment
for online sections. Click on the “Virtual Office” tab from the course homepage to join the
session.
	
Course Description, Credits, Prerequisite(s):  2 Credits. This course simulates responsibilities a coding professional may be required to perform on the job. The student applies the competencies learned in the program by coding from inpatient, ambulatory, ancillary, ER, and physician practice health records using codebooks and the encoder/grouper software. Course includes a comprehensive review for the CCS national certification exam. (PR: HIT 201, HIT 205, HIT 207, HIT 209, and HIT 211.)
	
Required Textbook(s): 
1. Certified Coding Specialist (CCS) Exam Preparation, 2018 Edition, Tina Cressman, AHIMA, ISBN: 978-1-584-266488

Required Materials:  ICD-10-CM Code Book, ICD-10-PCS Code Book, CPT Code Book, 2018 edition.

Account Requirements:  All students must have an MCTC account with user name and password and communicate with their instructors via MCTC e-mail.   
All students are required to complete their Starfish profile and use Starfish to schedule appointments with their advisor(s) and other services.  Students can login to Starfish from the link in Blackboard.  Students should check their MCTC email daily for incoming messages and Starfish alerts. 

All students are required to complete online assignments and assignments posted on Blackboard.

MCTC IT Helpdesk: Call (304)710-3470 or email helpdesk@mctc.edu
24/7 Blackboard Help Desk: Call 304-293-5192 or email  helpdesk@mail.wvnet.edu

These AHIMA HIM entry level competencies will be covered in this course:
1. Apply diagnosis/procedure codes according to current nomenclature. (I.C.2)
2. Adhere to current regulations and established guidelines in coding assignment. (I.C.4)
3. Validate coding accuracy using clinical information found in the health record. (I.C.5)
4. Ensure accuracy of diagnostic/procedural groupings such as DRG and MSDRG. (I.C.3)
5. Resolve discrepancies between coded data and supporting documentation. (I.C.7)
6. Use and maintain electronic applications and work processes to support clinical classification and coding. (I.C.1)
7. Apply policies and procedures for the use of clinical data required in reimbursement and prospective payment systems (PPS)
8. 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.
9. Use established guidelines to comply with reimbursement and reporting requirements such as National Correct Coding Initiative.

General Education Learning Outcomes:
	Covered 
    (√)
	
General Education Learning Outcomes
	Embedded in the following Course Learning Outcomes 

	
	I. Communication
a. The student will compose coherent, unified written documents that demonstrate correct mechanics and style, as well as appropriate documentation of sources.
b. The student will communicate verbal and nonverbal messages appropriate to the audience and situation.
	5

	
	II. Critical Thinking
The student will use appropriate evidence and sound reasoning to make a judgment.
	1, 2, 3, 7, 8, 9

	
	III. Cultural Intelligence
The student will demonstrate an understanding of the complexity of elements important to members of another culture in relation to its history, values, politics, communication styles, economy, or beliefs and practices. 
	

	
	IV. Numerical Literacy
The student will apply mathematical reasoning to solve quantitative problems. 
	




Assessment of Learning Outcomes: 
Assessment of learning outcomes will be through graded assignments (exercises), section exams, and a comprehensive final exam. 


Evaluation/Grading: 
	Evaluation/Grading: Assignment
	Possible Points

	9 Assignments (20 points each)
	180 points

	Coding Patient Records (15 points each)
	600 points

	
	

	Total Points:
	780 points



Grading Scale
A = (93% - 100%)
B = (86% - 92%)
C = (78% - 85%)
D = (70% - 77%)
Note: A grade of C or better is required to pass all HIT courses.

Due Dates:  See Course Schedule below for deadlines for assignments and exams.

Make-up Policy: Assignments and exams must be submitted by the deadline.  A penalty of 10% will be deducted for any assignments or exams submitted beyond the deadline.

Student Conduct Classroom Policy:

Respect- You will be exposed to a variety of viewpoints, values and opinions in college that will differ from your own. All students in this class should feel comfortable expressing their viewpoints and concerns in class.
You are an important part of creating an atmosphere that makes this possible. This applies to your instructor(s) also!

Be Honest- Your instructors and fellow students expect you to choose to act with integrity in all your classes, including this one. 
See http://www.mctc.edu/assets/editor-uploads/2017-18_FINAL_Mountwest_Catalog_9_13_17_B.pdf  for 
Mountwest Community &Technical College’s Student Code of Conduct for more clarification
Disruptive Behavior:  Students who engage in disruptive behavior and/or violate the instructor’s policy for classroom etiquette that disrupts the learning environment may face disciplinary action under the Mountwest CTC Student Code of Conduct.  Disciplinary action may include a warning and/or removal from the course and/or program.

Faculty Response/Grading Timeframe Expectations:  Student emails and messages (within Blackboard) will be answered in 24-48 hours excluding weekends.  Assignments will be graded in 7-10 business days from the date the assignment is due.

College Wide Student Attendance Policy:  To comply with federal financial aid and loan disbursement guidelines the college adopted an Attendance Procedure.  This procedure was effective Fall 2013, with revisions Spring 2016/Fall 2016, and has the following key elements:

· To obtain credit for a course a student must attend at least 85% of the contact hours for a particular course.  However, instructors are given the option of allowing a student to complete the course based on the student’s documented circumstances and his or her progress in the course.

· Students should be advised that absences in excess of 15% of the total class meeting may result in being dropped from the course.  Note: Some departments/programs may have additional attendance guidelines and related grading policies.  The instructor shall detail the specific attendance policy for his/her class.  Students are responsible for all course work missed.

· A student in an on-campus course missing a cumulative 15 percent of the class meetings and/or not keeping up with the course assignments as specified in the course syllabus may be withdrawn by the instructor.

· Attendance in online courses is defined as active participation and must be regular and substantive.  Active participation is defined by the engagement activities available through the Learning Management System (LMS) (discussion board assignments, submitting/completing assignments, communicating with instructor about academic subject matter, participating in an interactive tutorial or computer-assisted instruction, completion of assessments, etc.).  A student in an online course must actively participate in the course by completing the required activities as described in the Instructor’s syllabus.  Simply logging into an online class is not sufficient, by itself, to demonstrate attendance.  

Academic Support: 
The Academic Skills Center in room 103 provides the following resources:
The Academic Skills Center (ASC) is operated by a director and a highly qualified staff of math instructors and peer tutors. In addition to working with teachers, students have access to computers and videos to assist in building academic skills and refreshing existing skills.
The ASC offers drop-in tutoring and study groups for all math students. 
ASC 099 is the co-requisite to MAT 100 and MAT 144.  Students enrolled in ASC 099 are required to attend tutoring sessions. 
Academic Skills Center phone number – (304) 710-3400
Hours of operation: Monday – Thursday 8:00 a.m. – 6:30 p.m.
Peer Tutoring is a free service available to current students who are interested in receiving one-on-one assistance from a peer who has successfully completed the course.  Study mentoring is a free service in which faculty provide organization and study skills assistance. To make an appointment with a peer tutor or study mentor, please contact Ms. Wendy Carter at carter14@mctc.edu  or (304)710-3400 extension 1011 or stop by the Academic Skills Center in Room 103. 
Located on the 1st floor of the Main Building in Room 103D, the Mountwest Writing Center offers you a 30-minute, one-on-one tutoring session for any written assignment. Bring a printed draft of your paper and a copy of your professor’s assignment sheet, and your Writing Center instructor will guide you in learning how to revise grammar usage, sentence structure, organization, thesis and paragraph development, and much more. Walk-ins are welcome. No appointments are necessary but are accepted. Please contact Mr. Jesse Riggs, coordinator, at riggsj@mctc.edu or (304)710-3437.
Hours of operation: Monday – Thursday 9:00 a.m. – 6:30 p.m.
The Online Writing Center— If you are currently enrolled in a Mountwest Community & Technical College program, you can access the Mountwest Online Writing Center to submit a digital copy of your draft for evaluation or request a video conference with a Writing Center tutor. Just click the Online Writing Center link in the Student Resources navigation pane on your Blackboard landing page and follow the steps to enroll.
Mountwest Community & Technical College provides access to Brainfuse, an online tutoring service that can be accessed through any Blackboard course under “Course Tools.”  
Procedure for Students with Disabilities:  Mountwest Community & Technical College is committed to equal opportunity in education for all students, including those with physical, learning, and psychological disabilities.  It is the responsibility of students with disabilities to contact Jill Goheen at 304-710-3368 or Debbie Spencer at 304-710-3369, in the Office of Student Services, and provide documentation of their disability.  Following this, a letter will be sent to each of the student’s instructors outlining the academic adjustments and/or auxiliary aids he/she will need to ensure equality in classroom experiences, outside assignments, testing, and grading.   The instructor and student will meet to discuss how the adjustments and/or auxiliary aids requested will be provided.  For more information, please contact Mountwest Community & Technical College Office of Student Services, phone 304-710-3141.

Please contact:   Jill Goheen, kelleyj@mctc.edu, 304 710-3368, Student Services Room 101 J or Debbie Spencer, spencerd@mctc.edu, 304 710-3369, Student Services Room 101 M 

Additional Policies Affecting Students: 
· See Mountwest Catalog at http://www.mctc.edu/
· Academic Honesty – refer to the Mountwest Catalog
· Disabled Student Services – Contact the Office of Student Services
· Financial Aid Information — ofa@mctc.edu (Check MyMCTC for status)
· Student Information at myMCTC (for which you are responsible as a student) http://www.mctc.edu 
· Inclement Weather Procedures — http://www.mctc.edu/about-us/administration/public-safety-1/closings-alerts


Academic Calendar:  http://www.mctc.edu/student-services/registrar/academic-calendar/
Important Dates on the Academic Calendar:
August 20, Monday – First Day of Class
August 27, Monday – Attendance Reporting due by 3pm
September 3, Monday – Labor Day Holiday, College Closed
September 20, Thursday – Last Day to Drop or do a Faculty Withdrawal for 1st 8 weeks course.
October 11, Thursday – Midterm, 1st eight weeks ends and applications for Dec. graduation due.
October 15, Monday – 2nd eight weeks courses begin and midterm grades are due by 5pm.
October 25, Thursday – Last Day to Drop or do a Faculty Withdrawal for 16-week individual course.
November 22, Thanksgiving Holiday, College Closed.
November 29, Thursday, Last day to completely withdraw from fall term, and last day of regular classes.
December 3, Monday thru December 6, Thursday, Final Exam Days.
Final Exam Schedule:  http://www.mctc.edu/student-services/registrar/exam-schedule/

[bookmark: _Hlk522016505]Course Schedule and Deadlines
Section 1
Week			Topics				Assignments			Deadlines

1	Introduction					Assignment 1			8/26/18
2	Introduction - Practice Case Studies		Assignment 2			9/2/18
3	Practice Questions – Domains 1-2		Assignment 3			9/9/18
4	Practice Questions – Domains 3-7		Assignment 4			9/16/18

Section 2
Week			Topics				Assignments			Deadlines
5	Practice Case Studies				Assignment 5			9/23/18
6	Patient Health Records Coding		EHR Coding Assignment 1	9/30/18
7	Exam 1 Questions				Assignment 6			10/7/18
8	Patient Health Records Coding		EHR Coding Assignment 2	10/14/18
9	Exam 1 Case Studies				Assignment 7			10/21/18
10	Patient Health Records Coding		EHR Coding Assignment 3	10/28/18

Section 3
Week			Topics				Assignments			Deadlines	

11	Exam 2 Questions				Assignment 8			11/4/18
12	Patient Health Records Coding		EHR Coding Assignment 4	11/11/18
13	Exam 2 Case Studies				Assignment 9			11/18/18	

	Thanksgiving Break		College Closed				11/22 – 11/23/18

14	Patient Health Records Coding		EHR Coding Assignment 5	11/26/18
15	Patient Health Records Coding		EHR Coding Assignment 6	12/2/18


	This syllabus is not considered a legal document and is subject to change.

Mountwest is part of a grant funded by the Department of Labor, Employment & Training Administration’s Trade Adjustment Act Community & Technical College and Career Training (TAACCCT).  "This product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The product was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The U.S. Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership."


This work is licensed under a Creative Commons Attribution 4.0 International License.
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