
 
NEOSHO COUNTY COMMUNITY COLLEGE 

MASTER COURSE SYLLABUS  
 

COURSE IDENTIFICATION 

Course Code/Number: ALHT 200     

Course Title: HIT Clinical Affiliation I   

 

Division:             Applied Science (AS)           Liberal Arts (LA)                  Workforce Development (WD)    

                                  Health Care (HC)             Lifetime Learning (LL)        Nursing               Developmental 

 
Credit Hour(s): Three (3) 
 
Effective Date:  Fall2009/Fall 2013 

Assessment Goal Per Outcome:  80% 
 
 
COURSE DESCRIPTION 
 
Course purpose: To provide the student with hands-on supervised practice of specific health record 
activities in the clinical setting. 
 
This is a 135 clock hour, hands-on supervised learning experience at affiliated facilities designed to give 
students a clinical experience in assembly, analysis, filing of health records, master patient index, record 
storage and retrieval, birth certification, tracking systems, cancer registry, ambulatory, long term care, 
mental health records, legal aspects and medical staff/hospital committee functions.   
 
 
MINIMUM REQUIREMENTS/PREREQUISITES AND/OR COREQUISITES  
 
ALHE 105, 122, NURS 230, ALHT 110, 210, 150, 170, 205, 225. 
 
 
TEXTS 
 
* The official list of textbooks and materials for this course is found on Inside NC. 
 
http://www.neosho.edu/ProspectiveStudents/Registration/CourseSyllabi.aspx 
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http://www.neosho.edu/ProspectiveStudents/Registration/CourseSyllabi.aspx


GENERAL EDUCATION OUTCOMES 
1. Practice Responsible Citizenship through: 

 identifying rights and responsibilities of citizenship, 

 identifying how human values and perceptions affect and are affected by social diversity, 

 identifying and interpreting artistic expression. 
2. Live a healthy lifestyle (physical, intellectual, social) through: 

 listing factors associated with a healthy lifestyle and lifetime fitness, 

 identifying the importance of lifetime learning, 

 demonstrating self-discipline, respect for others, and the ability to work collaboratively as a team. 
3. Communicate effectively through: 

 developing effective written communication skills, 

 developing effective oral communication and listening skills. 
4. Think analytically through: 

 utilizing quantitative information in problem solving, 

 utilizing the principles of systematic inquiry, 

 utilizing various information resources including technology for research and data collection. 
 

COURSE OUTCOMES/COMPETENCIES (as Required) 

1. Develop and display a good working relationship with both coworkers and  
        supervisors. 
2. Demonstrate a positive attitude toward each learning experience and critique of work. 
3. Demonstrate good communications skills, both oral and written. 
4. Demonstrate professionalism by display of punctuality, flexibility, and confidentiality at each 

affiliated site. 
5. Demonstrate understand and carry out all departmental policies. 
6. Demonstrate initiative in carrying out assignments. 
 
Assembly and Analysis 
1. Accurately assemble at least five (5) discharged inpatient and ten (10) outpatient records following 

existing facility policies and procedures. 
2. Accurately perform quantitative analysis on at least five (5) discharged inpatient and ten (10) 

outpatient records following existing facility policies and procedures. 
3. Describe how the patient record and other patient data not yet a part of the record arrives in the 

department and in the patient’s chart. 
4. Follow existing procedures to ensure timely completion of health records. 
5. Describe the facility's incomplete record system. 
6. Assist in the preparation of a report of the number of physicians' incomplete records for designated 

medical and administrative staff. 
 
Record Filing, Retrieval and Storage (manual vs electronic) 
1. Accurately file at least fifteen (15) health records following existing facility procedures. 
2. Accurately retrieve at least ten (10) health records following existing policies and procedures. 
3. Describe the controls for accuracy in the file area. 
4. Explain how your clinical site defines an inactive record and how it handles inactive records.  



5. Describe the process of destruction and/or off-site storage of health records. 
6. Describe the security/controls utilized in the file area. Who is allowed to access to the files? If 

electronic health record, how do they monitor security for the record? 
 
Admissions/Master Patient Index  
1. Describe the admission process as it pertains to the initiation of the flow of patient   
       information. 
2. Describe how the patient I.D. number is assigned. 
3. Accurately determine whether patients have been admitted to the facility previously, and if patient 

records from former admissions are currently available. 
4. Accurately update information in the master patient index; admit at least five (5) patients. 
 
Birth Certificates 
1. Accurately complete at least one birth certificate following existing facility procedures. 
 
Automated Record Tracking  
1. Identify the need for an automated chart tracking system. 
2. Indicate advantages to health record location by automation. 
3. Locate/track at least ten (10) patient’s charts following the existing facility procedure.  
 
Manual Record Tracking  (Answer these questions about manual record tracking only if the facility 
does not use an automated system.) 
1. Describe how this facility tracks records. 
2. How are changes in record location monitored? 
3. Who is responsible for updating location cards/out guides?  
 
Ambulatory Records 
1.  Explain how health records are routed to and from the medical record 
     department in a clinical facility. 
2.  Identify the filing method (terminal digit, middle digit, etc.) used in a facility's 
     file area, and accurately file and retrieve charts following departmental 
     procedures. 
3.  Explain the methods used to notify the medical record department of the need 
     for charts at other locations in the facility. 
4.  Identify the chart order used in the facility. 
5.  Explain how forms are made part of the chart. 
6.  Assist in the filing of reports into the folders following departmental 
     procedures. 
7.  Explain how responsibility is divided among the medical record department 
     employees. 
8.  Explain departmental measures for assuring the accuracy of filing both health 
     records and reports into the records. 
 
Long Term Care Records 
1.  List any logs or indexes kept by the medical record department. 
2.  Explain the filing system used by the medical record department. 



3.  Identify the use of tickler files by the facility's medical record practitioner. 
4.  List the contents of a long term care chart in the facility. 
5.  Gather all necessary forms to begin a chart for a new resident. 
6.  Identify the steps in chart analysis, and describe when chart analysis is 
      performed. 
7.  Explain the methods used to obtain necessary signatures in the health 
     records. 
8.  Describe any patient care evaluation studies in progress or completed. 
9.  Explain the procedures followed by the facility in dealing with excessively thick 
      charts. 
10. Explain the retention policies of the facility. 
11. Explain the purpose for and procedures followed for utilization review. 
12. Identify statistics kept by the medical record department. 
13. Perform tabulation of census records at an entry level standard of proficiency 
      as determined by the site supervisor. 
 
Mental Health Records 
1.  Examine psychiatric health records and identify portions of the patient record 
     that are unique to a mental health setting. 
2.  Analyze the health record for necessary signatures and identify deficiencies. 
3.  Explain how confidentiality is maintained in the facility. 
4.  Explain the use of the coding systems used by the facility. 
 
Medical Staff and Hospital Committee Functions 
This assignment will permit the student to determine which medical staff and hospital committees have 
representation by health information department. Interview your clinical affiliation supervisor or 
designee to answer each item below.   List at least 3 different committees. 
 
Release of Medical Information 
1. Become acquainted with various authorizations for release of information. 
2. Apply and follow existing policies for the control, use, and release of medical information. 
3. Observe and participate in the activities related to the release of medical information at the facility.  

Carry out and/or discuss established procedures for release of medical information in response to 
requests from:  attorneys; commercial insurance companies (Blue Cross Blue Shield and others); 
court orders; drug and alcohol patients; federal agencies; hospitals currently treating the patient or 
receiving the patient in transfer from your facility; Medicare; the patient; the patient who is an adult, 
and was adopted as a child, requesting birth information; patient's employer; physicians, on the 
facility's medical staff and those not on the facility's medical staff; and subpoenas. 

4. Follow procedures to ensure that the confidentiality of health information is maintained for both 
hardcopy and computerized information. 

5. Process requests for release of medical information for at least three (3) patients: 
        a.  determine the validity of the requests 
        b.  determine the information to be released in response to the requests 
              c.  respond to the requests   
 



MINIMUM COURSE CONTENT 

The course content is defined in the outcomes. 

 
STUDENT REQUIREMENTS AND METHOD OF EVALUATION 
 
INSTRUCTIONAL METHODS 

See Clinical Affiliation I Handbook.  It is imperative that students have a reliable internet provider, 
computer hardware, and email address to succeed in this course.   
 
STUDENT REQUIREMENTS 
See Clinical Affiliation I Handbook 

 
GRADING SCALE 
The letter grade is based on the percentage of the total points earned throughout the semester based on 
the following scale: 
 
A = 90 to 100% 
B = 80 to 89% 
C = 70 to 79% 
D = 60 to 69% 
F = 59% and below 
 
 
ASSESSMENT OF STUDENT GAIN 
 
Student gain will be determined by student improvement in each of the areas of student competencies. 
 
 
Attendance Policy  
 
1. NCCC values interactive learning which promotes student engagement in the learning process.  To be 

actively engaged, the student must be present in the learning environment. 
 

2. Unless students are participating in a school activity or are excused by the instructor, they are 
expected to attend class.  If a student’s absences exceed one-eighth of the total course duration, 
(which equates to one hundred (100) minutes per credit hour in a face-to-face class) the instructor 
has the right, but is not required, to withdraw a student from the course.  Once the student has been 
dropped for excessive absences, the registrar’s office will send a letter to the student, stating that he 
or she has been dropped.  A student may petition the chief academic officer for reinstatement by 
submitting a letter stating valid reasons for the absences within one week of the registrar’s 
notification.  If the student is reinstated into the class, the instructor and the registrar will be 
notified.   Please refer to the Student Handbook/Academic Policies for more information  

 
3. Absences that occur due to students participating in official college activities are excused except in 

those cases where outside bodies, such as the State Board of Nursing, have requirements for 



minimum class minutes for each student. Students who are excused will be given reasonable 
opportunity to make up any missed work or receive substitute assignments from the instructor and 
should not be penalized for the absence.  Proper procedure should be followed in notifying faculty in 
advance of the student’s planned participation in the event.  Ultimately it is the student’s 
responsibility to notify the instructor in advance of the planned absence. 

 
 

ACADEMIC INTEGRITY  

NCCC expects every student to demonstrate ethical behavior with regard to academic pursuits.  Academic 
integrity in coursework is a specific requirement.  Definitions, examples, and possible consequences for 
violations of Academic Integrity, as well as the appeals process, can be found in the College Catalog, Student 
Handbook, and/or Code of Student Conduct and Discipline. 
 

ELECTRONIC DEVICE POLICY 
 
Student cell phones and other personal electronic devices not being used for class activities must not be 
accessed during class times unless the instructor chooses to waive this policy. 
 
 
NOTE: 
Information and statements in this document are subject to change at the discretion of NCCC.  Students 
will be notified of changes and where to find the most current approved documents. 
 
 
NOTE:  
If you are a student with a disability who may need accommodation(s) under the Americans with 
Disabilities Act (ADA), please notify studentdevelopmentteam@neosho.edu, Chanute Campus, 620-431-
2820, ext. 213., or Ottawa Campus, 785-242-2067 ext. 305, as soon as possible. You will need to bring 
your documentation for review in order to determine reasonable accommodations, and then we can 
assist you in arranging any necessary accommodations. 
 
 
COURSE NOTES 
 

mailto:studentdevelopmentteam@neosho.edu

