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Columbus State Community College
Health and Human Services Division
Health Professions and Wellness Department
Health Information Management Technology

COURSE NUMBER: HIMT 1111- COURSE TITLE: Introduction to HIM

INSTRUCTOR:                                                                CONTACT: 

CREDITS: 2 	CLASS/CONTACT HOURS PER WEEK:  2	

PREREQUISITES: 
COREQUISITES: HIMT 1133 and HIMT 1135 

DESCRIPTION OF COURSE 

Students are introduced to the roles of the health information management technician in a variety of healthcare settings. The educational and credentialing requirements for the HIM professional will be discussed along with an overview of the U.S. healthcare delivery system and the various reporting and accrediting requirements.

STUDENT LEARNING OUTCOMES
1. Describe the theoretical foundations of the health information management profession and the various roles of the health information manager.
2. List the significance of the American Health Information Management Association (AHIMA) and the resources the organization offers to the HIM professional.
3. Apply knowledge of the Health Information Management Technology Program in order to set future professional and educational goals.
4. Recognize the main components of the HIM department and the services they provide in healthcare organizations. 
5. Use abbreviations and acronyms used in health care and the health information management profession. 
6. Describe the significance and the role of accreditation and licensure. 
7. Describe the medical staff and other healthcare professionals that provide healthcare services. 
8. Describe the healthcare delivery system in the United States and compare the United States to other countries.
9. Explore future trends in health care and the health information management profession while promoting self-directed learners who recognize that lifelong learning is mandatory for the maintenance of professional expertise and development of new scopes of practice.

INSTITUTIONAL LEARNING GOALS
For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals identified below:
· ILG #1 Critical Thinking (CT)
· ILG # 5 Technical Competence
· ILG #6 Communication Competence (CC) 
· ILG #8 Professional and Life Skills 

In class students are assessed on their achievement of these outcomes.  Names will not be used when reporting results.  Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.

AHIMA ASSOCIATE DEGREE COMPETENCIES

The Columbus State HIMT program is accredited by the Commission on Accreditation for Health Informatics and Information Management Education (CAHIIM.)  As such, our curriculum must meet or exceed designated Associate Degree competencies.  Graduation from a CAHIIM accredited program enables an HIM professional to be eligible to obtain certifications from the American Health Information Management Association (AHIMA) to enhance their careers. This course addresses the following AHIMA Associate Degree Competencies: 

· Domain 1. Data structure, Content and Information Governance
· I.1. Describe health care organizations from the perspective of key stakeholders.
· I.5. Explain the use of classification systems, clinical vocabularies, and nomenclatures. 

· Domain VI. Organizational Management & Leadership
· VI.6. Examine behaviors that embrace cultural diversity.
· VI.7. Assess ethical standards of practice.
· VI.8. Describe consumer engagement activities.

CAHIIM COMPETENCIES 

The Columbus State HIMT program is accredited by the Commission on Accreditation for Health Informatics and Information Management Education (CAHIIM.). As such, our curriculum must meet or exceed designated Entry-to-Practice Competencies for Health Data and Information Management Professionals and Leaders identified as critical to meet workforce readiness.  Graduation from a CAHIIM accredited program enables an HIM professional to be eligible to obtain certifications from the American Health Information Management Association (AHIMA) to enhance their careers. 

COURSE MATERIALS REQUIRED
1. Reliable Internet access to view and interact with the course website (i.e., checking announcements, completing weekly quizzes, submitting course project, etc.)
2. Firefox and Chrome browsers
3. CSCC Student Email Account for communicating with the instructor
4. Access to MS Word (free download available to CSCC students)
5. Webcam and Microphone on a computer for proctored quizzes and exam(s) and for attending online meeting(s). 
6. Lockdown browser installed on the student’s computer. 

TEXTBOOK, MANUALS, REFERENCES, AND OTHER READINGS
· HIMT 1111 Connecting with the HIM Profession (packet located on Blackboard) 
· American Health Information Management website (ahima.org)
· Other websites and materials as assigned. 
GENERAL INSTRUCTIONAL METHODS
1. Web course delivery.
2. Guided study through required textbooks 
3. Reinforcement exercises, quizzes, reading assignments, and assignments. 
4. Instructor available via email, online office hours and or by appointment, and discussion board to answer questions. 
5. Online resources used to supplement material as needed.

ASSESSMENT
Columbus State Community College is committed to the assessment (measurement) of student achievement of academic outcomes.  This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn.  The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness.  In class you are assessed and graded on your achievement of the outcomes for this course.  You may also be required to participate in broader assessment activities.

STANDARDS AND METHODS FOR EVALUATION
Student evaluation for this course will be based on the following:

1. Assignments: Satisfactory completion of assignments as assigned.  Students are expected to turn in course assignments by the dates specified by the course instructor. Assignment due dates are on the schedule included in this syllabus. No late assignments accepted. Assignments submitted after the due date and time will receive a score of zero.

Course assignments are to be neat, accurate, and word processed (unless otherwise indicated by the instructor). All assignments are to be submitted as a MS Word document, unless otherwise specified. Do not submit images of your paper documents, unless the assignment instructions specifically state to submit images. All assignments must contain correct grammar, spelling, punctuation, etc.  Points will be deducted from the assignment’s grade for careless and slovenly work.

2. [bookmark: _Hlk48545449]Quizzes: Quizzes will be taken at home using the Respondus Lockdown browser as directed by the instructor. Quizzes are taken on Blackboard.  You must have a computer with a working camera and microphone to take quizzes for this course.  You will be prompted to show your photo ID.  Use your computer camera to show that your workspace is free of any materials and other devices. View this video (http://www.kaltura.com/tiny/0djcp) that demonstrates how to complete an acceptable environmental scan. An unacceptable environmental scan may result in a score of zero being reported on quizzes and exams. Quizzes are closed book, meaning that the student is NOT permitted to use any reference material, notes, books, etc. No late quizzes accepted. Quizzes submitted after the due date and time will receive a score of zero. Scrap paper is not permitted during quizzes. 

3. Midterm and Final Exams: The final exam is comprehensive (i.e. covering all material).  The Midterm and final examinations will be taken using Respondus Monitor using Lockdown browser and taken at home. The student will have 1 hour and 15 minutes to complete the midterm and final exams. The midterm and final will be closed book, meaning that the student is NOT permitted to use any reference material, notes, books, etc. The midterm and final exams must be taken on the date and at the time indicated in the syllabus schedule. The student must have a computer with a working camera and microphone to take the exam. You will be prompted to show your photo ID.  Use your computer camera to show that your workspace is free of any materials and other devices. View this video (http://www.kaltura.com/tiny/0djcp) that demonstrates how to complete an acceptable environmental scan. An unacceptable environmental scan will result in a score of zero being reported on quizzes and exams. Scrap paper is not permitted during quizzes. 

Grading Scale:  
	
FINAL GRADES WILL BE DETERMINED USING THE GRADING CATEGORIES BELOW:

	Grading Category
	Weight

	 Getting Started Assignments:

	 5%


	Assignments (Competency/PI Aligned)

	35%

	 HIMT Program Assignments:

	 20%

	Quizzes:
	10%

	Midterm 
	15%

	Final Exam (Proctored Exam)
	15%




	Grading Scale (Percent)
	Letter Grade

	100-90%
	A

	89-80%
	B

	79-70%
	C

	69-60%
	D

	Below 60%
	E (Failing Grade)
or
EN (Failing Grade, if applicable)



An E represents a failing grade and that a significant portion of the coursework was attempted by the student. 

An EN represents a failing grade and that a significant portion of the coursework was not attempted by the student. An “EN” is a failing grade that may be assigned if a student has not actively engaged in the course (i.e., if the student missed classes, missed exams, missed assignments, etc.) If a student receives an EN and has financial aid, they may be required to pay back a portion of their tuition. Please stay engaged with your coursework each week! 

Course grades will be posted on Cougar Web. Please look up your final course grade on Cougar Web.
 
Students enrolled in the HIMT must maintain a minimum level of performance (no lower than a “C” grade) in each required technical course to be eligible for further progress in the HIMT Program.
 
A minimum level of performance of 70% (no lower than a “C” grade) is required in this course to meet prerequisite and HIMT graduation requirements. This standard has been established to allow the student to gain the knowledge needed to successfully achieve the course objectives and pass the certification examination offered by the American Health Information Management Association (AHIMA). A grade below a “C” for this course will not meet the prerequisite and graduation requirements for the HIMT program. HIMT courses can only be repeated twice. HIMT students are required to repeat each HIMT technical and basic related course in which they earn a final grade below “C” before they can proceed to the course requiring successful completion of that course. Students enrolled in the HIMT degree or a HIMT certificate may only take each course in the plan of study twice.  HIMT students please refer to the HIMT Student Handbook.

How to Calculate a Weighted Grade 
1.     Gather the numbers you would like to average. 
2.     Determine the weight value of each number. 
3.     Multiply each number by its weighting factor. 
4.     Add the resulting numbers together to find the weighted average. 


ACADEMIC INTEGRITY

Academic Integrity is important. 

Students are expected to follow instructions for all work done in this course.  If you have any questions about the instructions, contact your instructor for clarification.  

All quizzes and tests are to be completed without the use of any resources. When using Respondus Monitor, you must show a photo ID and complete a proper environmental scan to show that your workspace is free of any materials and devices including your phone.  Please view this video for instructions on how to complete an environmental scan.  http://www.kaltura.com/tiny/0djcp 

If you have privacy concerns, technical issues, or are unable to secure a controlled testing environment, you are encouraged to contact your instructor to inquire about alternative testing options for in-person proctored quizzing.

The quizzes and final exam will be taken using a Lockdown Browser and video proctoring.  A photo ID is required when taking the quizzes and the final exam. 


THE USE OF AI (artificial intelligence) IS NOT PERMITTED IN THIS COURSE

[bookmark: _Hlk140673247]The submission of work generated by artificial intelligence (AI) without explicit permission from the instructor constitutes a violation of CSCC's student code of conduct. Faculty may use AI/plagiarism-detection tools in order to ensure that student writing is original and human-created.

Instances of academic misconduct will be reported to the Office of Student Conduct and a score of zero will be entered for the score on the assessment. 


SPECIAL COURSE REQUIREMENTS

LOCKDOWN BROWSER (PROCTORING) REQUIREMENT:
· This course requires the use of Lockdown Browser and a webcam for the quizzes and exams.
· The webcam can be the type that's built into your computer or one that plugs in with a USB cable.
· Each student must have the Lockdown Browser installed onto the computer which will be used to take quizzes and exams.
· Download instructions and a training module will be provided to students on Blackboard. If your computer is not compatible with the software, you will be required to use an alternative proctoring method as defined by the course instructor. Please inform your instructor during Week 1 of the course if your computer is incompatible.
· Students will NOT be able to access quizzes and tests with a standard web browser.
· Each student will be asked to show a photo ID upon beginning a proctored exam using the Lockdown Browser and must complete an acceptable environmental scan to show that their workspace is free of any materials. (See Blackboard for specific policies and procedures.) 

ATTENDANCE POLICY

Web-based course: Students enrolled in this web-based course should plan to spend a minimum of six (6) hours per week on their studies for this course; two instructional hours plus 2-3 hours per credit hour. 

Attendance Reporting: A student will be reported as not attending for financial aid reporting, if the student has missed more than one posted assignment/quiz due date and/or the student has missed an exam.  See Financial Aid Reporting information provided below in this syllabus. 

COLLEGE SYLLABUS STATEMENTS

Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.




HIMT 1111 Introduction to HIM
Schedule
(Subject to change with notice)

UNITS OF INSTRUCTION & SCHEDULE

Week 1:  
- Unit of Instruction:  
 Introduction to the Course and Required Technology

- Learning Objectives:  
1. Download Lockdown Browser and complete the practice assignment.
2. Provide evidence of completion of the Blackboard orientation course.
3. Demonstrate knowledge of what the course syllabus is, its purpose, and its content.
4. Identify the components of professional communication and complete the professional email assignment.


	Assignment(s)
	Assessment(s)

	Getting Started Assignments
	Assignment Completion documentation

	Orientation Module(s)
	Quiz

	Syllabus review
	



	
Week 2:  

Unit of Instruction: 
Key Terms and Acronyms of Healthcare
Introduction to HIM

- Learning Objectives:  
1. Define terms and acronyms used in the course.
2. Demonstrate knowledge of what the HIM field is.
3. Cite significant historical events that have impacted the HIM profession. 
4. Demonstrate knowledge of what the HIM field is. 
5. Cite significant historical events that have impacted the HIM profession.

· 
	Assignment(s)
	Assessment(s)

	Study Key Terms
	Quiz

	Learn about HIM (Reading and videos)
	





Week 3 & 4:  

-Unit of Instruction:  
Functions of the Health Information Management Department

- Learning Objectives/Goals:  
1. Identify the typical functions of the health information department.
2. Describe a paper-based, hybrid, and electronic health record system.
3. Identify different operational techniques for managing traditional HIM functions.
4. Compare the HIM functions as described in the Packet with the virtual tour.
5. Identify differences between the textbook and the virtual tour.
6. Describe the various databases maintained by the HIM department.
7. Demonstrate knowledge of what the HIM field is.

- Assignment:  

	Assignment(s)
	Assessment(s)

	HIM Tour
	Application assignment

	Reading Assignment
	Quiz




Week 5: 
 
- Unit of Instruction:  
The HIMT program

- Learning Objectives/Goals:  
1. Use CSCC resources to plan your progression through the HIMT degree and certificates.
2. Self-assess her/his readiness to complete a web-based program, such as the HIMT program.
3. Demonstrate an understanding of the HIMT Student Handbook.
4. Generate a degree audit for the HIMT 2-year degree program and/or the medical coding certificate degree program.
5. Read the degree audit in order to determine what program requirements have been met and what program requirements still need to be completed. 
6. Calculate a weighted grade.
7. List educational levels required to become a credentialed HIM professional.
8. Recognize the advantages and disadvantages of online and traditional on-campus programs.
9. Recognize student responsibilities related to the competency-based education model of learning.


	Assignment(s)
	Assessment(s)

	Reading/Video assignment(s)
	Plan of study Assignments

	Meeting with HIMT advisor
	Quiz

	Self-assessment tool – online learning
	





Week 6: 


Unit of Instruction: American Health Information Management Association

- Learning Objectives/Goals:  
1. Describe the significance of the American Health Information Management Association (AHIMA) and the resources the organization offers the HIM professional.
2. Interpret and apply the Principles and Guidelines of the AHIMA Code of Ethics.
3. Recognize the various HIM credentials offered by AHIMA and list the required education levels and eligibility requirements for earning these credentials (RHIA, RHIT, CCS, CCS, CCS-P, CDIP, CHDA, CHPS, CHTS, can CPHI).
4. List the number of CEUs required for the various AHIMA credentials.
5. Identify activities that qualify for CEUs.

- Assignment:  

	Assignment(s)
	Assessment(s)

	Reading /Video Assignment
	Website scavenger hunt



Week 7: 

Unit of Instruction: Other Departments and Healthcare Professionals

- Learning Objectives/Goals:  
1. Discuss the role of different healthcare providers, with an emphasis on the delivery of care and their inter-relationship with HIM and the health record content.
2. Describe the organization of ancillary health care delivery in the outpatient setting.
3. Describe the HIM department’s relationship with other departments within a healthcare facility. 

	Assignment(s)
	Assessment(s)

	Reading Assignment
	Quiz

	Activity 
	



Week 8:
- Unit of Instruction:  
History of Healthcare

- Learning Objectives/Goals:  
1. Describe how significant historical events and medical discoveries affected the development of the American healthcare system. 
2. Cite past legislation that has significantly impacted healthcare or the HIM profession.
a. Historical events and legislation affecting healthcare	
i. Social Security Act of 1935
ii. Hill Burton Act of 1946
iii. Public Law 89-97 of 1965 
iv. Public Law 92-603 of 1972
v. Utilization Review Act of 1977
vi. Peer Review Improvement Act of 1982	
1. Prospective Payment
vii. Tax Equity Fiscal Responsibility Act of 1982
viii. Consolidated Omnibus Budget Reconciliation Act of 1985 
ix. Omnibus Budget Reconciliation Act of 1986 and 1990
x. Healthcare Quality Improvement Act of 1986
1. National Practitioners Data Bank
xi. Health Insurance Portability Accountability Act of 1996
xii. American Recovery Reinvestment Act of 2009
xiii. Patient Protection and Affordable Care Act
xiv. Recovery Audit Contractor
xv. Medicare Access and CHIP Reauthorization Act of 2015

	Assignment(s)
	Assessment(s)

	Reading Assignment
	Quiz

	Activity
	




Week 9:  

Unit of Instruction: Hospitals  

- Learning Objectives/Goals:  
1. Describe the structure and function of hospital clinical and administrative units.
2. Describe the acute care healthcare setting. 
3. Distinguish between the types of hospitals.
4. Identify how hospitals are classified.
5. Describe the organizational structure of the typical American hospital.
6. Identify the major departments/services of a hospital and the major functions of each.
7. Describe the committee structure of hospitals and describe them. 
· - 
	Assignment(s)
	Assessment(s)

	Reading Assignment
	Quiz

	Activity
	Midterm




Week 10: 

Unit of Instruction: The Medical Staff/physicians

- Learning Objectives/Goals:  
1. Compare and contrast between the Doctor of Medicine (MD) and the Doctor of Osteopathy (DO).
2. Cite the educational requirements for the MD and the DO.
3. Describe the process of obtaining clinical privileges.
4. Describe the credentialing and re-credentialing process for physician.
5. Describe the relationship between the medical staff and the hospital in which they practice. 
6. Identify Medical staff committees within the hospital.
7. Describe the relationship between the medical staff and other hospital staff (i.e., administrators, nurses, and other allied health professionals) as it pertains to healthcare delivery.

· 
	Assignment(s)
	Assessment(s)

	Reading/video assignment 
	Quiz




Week 11:

Unit of Instruction: Non-acute care settings

- Learning Objectives/Goals:  
1. Describe the various types of non-acute healthcare settings and the services provided in those settings.
2. Describe the role of the HIM professional in the various non-acute healthcare settings.

- 

	Assignment(s)
	Assessment(s)

	Reading Assignment
	Quiz

	Activity
	



- 

Week 12: 

Unit of Instruction: Public Health

- Learning Objectives/Goals:  
1. Define and explain the concept of public health.
2. Identify successful public health initiatives.
3. Explain the organizational structure of public health entities.
4. Identify key public health goals.
5. Explain the roles of public health officials at the local, state, federal, and global levels.
6. Identify publicly funded and privately funded global public health entities. 
7. Identify topics of concern for public health officials in the near future.  

	Assignment(s)
	Assessment(s)

	Reading Assignment/Video
	Quiz 





Week 13: 
-

Unit of Instruction: Accreditation, Licensure, and Certification

- Learning Objectives/Goals:  
1. Explain the difference between licensure, accreditation, and certification.
2. Cite the steps to the survey process and describe the process.
3. Describe various accrediting organizations and the type of organizations each accredits.
4. Describe the use of pre-established standards in the accreditation and certification process. 
5. Describe the role of Joint Commission and the process of accreditation and certification of healthcare organizations in the US.
6. Identify the major healthcare regulatory bodies in the US.
7. Describe the official publications impacting the HIM professionals’ areas of expertise. 
8. Describe the role of the government in regulating healthcare. 

· 
	Assignment(s)
	Assessment(s)

	Reading/video assignment
	Quiz


-

Week 14



Unit of Instruction: Current Events in Healthcare

- Learning Objectives/Goals: 
1. Explain the current concept of healthcare reform.
2. Cite examples of current healthcare related events found in news reports, reports from professional organizations, governmental websites, etc. as related to healthcare reform, reimbursement, healthcare delivery models, technology, public health and consumerism. 
3. Research current events in healthcare and discuss key points of the issues.
4. Apply the concept of implicit bias to the healthcare environment. 
	Assignment(s)
	Assessment(s)

	Reading/Video Assignment
	Quiz

	
	Current Event Assignment





Week 15: 
- 

Unit of Instruction: Current and Future Roles of the HIM professional

- Learning Objectives/Goals:  
1. Investigate career opportunities for HIM professionals.
2. Describe the various career opportunities available to HIM professionals. 
3. List the advanced degree requirements for AHIMA’s specialty certifications (CDIP, CHDA, CHPS, CHTS, CPHI).
4. Describe possible promotional and transitional career paths in the HIM profession. 
5. Describe emerging roles and credentials in the HIM profession.

	Assignment(s)
	Assessment(s)


	Reading Assignment
	Job Posting assignment 


- 
Week 16: Proctored Final exam- 
The final exam is comprehensive covering all the content covered this semester.  (Final exam is proctored.
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