
 
NEOSHO COUNTY COMMUNITY COLLEGE 

MASTER COURSE SYLLABUS  
 

COURSE IDENTIFICATION 

Course Code/Number: ALHT 255     

Course Title: HIT Clinical Affiliation II            

 

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

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

 
Credit Hour(s): Three 
 
Effective Date:  Fall 2013 

Assessment Goal Per Outcome:  80% 
 
 
COURSE DESCRIPTION 
 
This is a 135 clock hour, hands-on supervised learning experience at affiliated facilities designed to give 
students a clinical experience in quality and risk management, utilization review, management and 
supervision, alternative healthcare systems, ICD-9-CM & CPT coding and DRG assignment, data entry 
and abstracting, cancer registry, healthcare statistics, electronic health records, billing and insurance. 
 
The purpose of this course is to provide the student with hands-on supervised practice of specific 

health record activities in the clinical setting. 

 
MINIMUM REQUIREMENTS/PREREQUISITES AND/OR COREQUISITES  
 
Prerequisite:  ALHT 200-Clinical Affiliation I and ALHT 230- Introduction to CPT Coding 

 
TEXTS 
 
None 
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COURSE OUTCOMES/COMPETENCIES (as Required) 

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

affiliated site. 
6. Adhere to departmental policies and observe appropriate dress code. 
7. Demonstrate initiative in carrying out assignments. 

 
 
MINIMUM COURSE CONTENT 
 
Minimum course content is reflected in the outcomes. Additional content may be added. 

 

Acute Care ICD-9-CM Coding/Data Entry and Abstracting of Health Information 
 
1.  Follow existing departmental policies and procedures to code diagnoses, symptoms, 
     and procedures from health records, utilizing ICD-9-CM either manually or on computer. 
2.  Accurately sequence diagnosis and procedure codes, determining the principal 
     diagnoses. 
3.  Assign DRG to records. 
 
 
Acute Care Quality Assessment/Performance Improvement and Risk Management 
 
1.  Follow the institution's policies and procedures for performance improvement and risk 
     management. 
2.  Retrieve information for the institution’s performance improvement and risk 
     management program. 
3.  Retrieve information for patient care evaluation studies, utilizing data retrieval forms, 
     established criteria and data retrieval instructions for performance improvement. 
4. Tabulate data retrieval forms and prepare a summary for performance improvement. 
5. Tabulate variance report data and prepare a summary of variances for risk 
     management. 
6.  Complete a mock variance report for risk management. 
7.  Apply performance improvement and risk management concepts to the activities within 
     a medical record department by establishing standards and criteria to be met and 
     devising the tools to assess compliance. 
 



 
Utilization Review 
 
1. Purpose of Utilization Review (UR).  
2. Detail the physician advisors role in the UR process at this facility.   
3. Describe the UR committee responsibilities. 
4. Detail the role discharge planning plays in the UR process. 
5. Understand the denial and reconsideration process 
 
Management/Supervision 
 
1.  Understand the budget process. 
2.  Review the policy and procedure manual for the HIM department. 
3.  Observe/participate at a department meeting. 
4.  Describe the FMLA, Dress Code and Disciplinary Action procedures. 
5.  Understand the employee appraisal process. 
 
Billing & Insurance 

1. Understand the chargemaster process. 
2. Compare and contrast inpatient and outpatient claims. 
3. Describe the hospital revenue cycle management. 
4. Understand the importance of the Advanced Beneficiary Notice. 
5. Understand the remittance advice/explanation of benefits. 
6. Describe the case mix index. 

 
Ambulatory Records – Coding 
 
1.  Code outpatient encounters using CPT, meeting entry level standards of 
     accuracy as determined by the site supervisor. 
2.  Select appropriate HCPCS codes for outpatient encounters 
 
Data Entry/Abstracting 
 
1. Demonstrate knowledge of abstracting methodology by accurately analyzing 
    and transferring data from the patient record onto paper or computer abstracts 
    on at least five (5) patients. 
2.  Identify abstracted information required by accrediting, licensing, and 
     certifying regulations. 
3.  Name reports and indexes that the facility receives/generates from abstracted 
     data. 
 
Statistics  

1.  Describe how the health information department is involved with gathering hospital 



      statistics. 
2.  Describe the statistical reports generated by the HIM department. 
3.  Detail statistical reports used by the HIM department. 
4.  Understand the software program(s) that are used to collect and report data requests? 
 
Electronic Health Record 

1.  Describe the electronic systems that are used in the facility. 
2.  Understand security logins and how that procedure works. 
3.  Discuss data recovery issues if the electronic health record system crashes. 
4.  Describe the HIM director/manager’s role in designing and evaluating computer 
     applications. 
5.  Compare and contrast how the electronic health record security differs from the manual 
     health record. 
6. Describe how the paper-based record differs from the electronic record. 
7. Describe how the facility addressed change management issues? 
8. Compare and contrast how the department handles audit trails in the electronic health record 

verses that of the paper-based record? 

Alternative Healthcare Systems 
 
1.  Use specialized software to identify and correctly select appropriate diagnostic and procedure 
     codes for the following facility types (code 2 charts each) {Long Term Acute Care Facilities, 
     Rehabilitation, Home Health/Hospice/Respite, Skilled Nursing Facility, Specialty Hospitals 
     (Pediatrics, Cancer, Psychiatric), Rural Health Clinics} 
 
 2. Present a in-service demonstrating the basics of ICD-10. 
 
 3. Prep and analyze 20 records total of a variety of each of the following facilities:  Long Term  
     Acute Care Facilities, Rehabilitation, Home Health, Hospice, Respite, Skilled Nursing 
     Facilities, Specialty Hospitals (Pediatrics, Cancer, Psychiatric) and Rural health clinics. 
 
4.  Discuss with Director/Manager of facility any ethical issues. 
 
Cancer Registry 
 
1.   Code neoplasm’s from health records using ICD-0, meeting entry-level standards of accuracy as 
 determined by the facility. 
2.   Accurately complete master patient index information; if cards are used, file appropriately. 
3.   Accurately complete follow-up information; if cards are used, file appropriately. 
4.   Accurately complete cancer registry abstracts and file appropriately. 
5.   Participate in case finding, following departmental procedures. 
6.   Accurately enter tumor registry data into a computer, where utilized. 
7.   Describe information that is utilized for statistics. 
8.   Describe procedures for handling requests for information from cancer registry data. 



9.   Describe and follow departmental procedures for follow-up of cancer patients. 
 10.    Describe the necessity and procedure for producing an annual report on cancer registry 

 activities. 
 

STUDENT REQUIREMENTS AND METHOD OF EVALUATION 
 
See Clinical Affiliation II Handbook.  It is imperative that students have a reliable internet provider, 
computer hardware, and email address to succeed in this course.   
 
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 
 
This syllabus is a broad outline of subject matter intended to be covered.  It does not mean that 

everything herein will be covered, nor does it limit the content of the class to the material described. 

Because HIT clinical Affiliation II is required for the completion of the HIT Program, a grade of C or 

better is required to continue the program. 

Students should set up their NCCC e-mail accounts (which is the only e-mail account NCCC uses for 

students).  Below is the link to a detailed handout that shows how to set it up.  

 http://www.neosho.edu/forms/Student_Email_Proceedure.pdf 
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