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W-E-L-C-O-M-E 
 

to the  

 

HEATLH INFORMATION MANAGEMENT PROGRAM S 

(formerly Medical Record Programs) 

 

 

 

Dakota State University in Madison, South Dakota, is pleased to welcome you to the 

HEALTH INFORMATION MANAGEMENT PROGRAM S.  We hope that you will 

find the coursework stimulating, challenging and rewarding.  Employment opportunities 

for health information professionals are plentiful and of great variety.  We, the faculty, 

are interested in your progress as a student and will assist you in your endeavor to 

acquire the education and skills necessary to practice in the health information 

management profession. 

 

This handbook is designed to serve as a supplement to the Trojan Handbook and DSU 

Catalog to explain the policies of the Health Information Management Programs.  You 

are encouraged to familiarize yourself with the policies contained in this handbook.  

Please sign the statement found in this handbook indicating your acknowledgment of this 

manualôs content.  Submit the signed acknowledgment statement to your advisor by the 

end of your first semester at DSU. 

 

Should you have any questions regarding these policies and procedures, please feel free 

to contact the Director or your assigned advisor. 

 

 

 

 

 Dorine Bennett, M.B.A., RHIA, FAHIMA 
                                                        Office phone # 256-5137 
                                               Email:  DORINE.BENNETT@DSU.EDU  
 

 

 

                                             Joyce Havlik, MSIS, RHIA 
                                                     Office phone # 256-7342  
                                             Email: JOYCE.HAVLIK@DSU.EDU 

 

     

 

 

                                             Jeri Daniels, Secretary 
                                             Office phone # 256-5170 
                                             Email:  JERI.DANIELS@DSU.EDU 
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INTRODUCTION  

 

Dakota State University offers two undergraduate degrees in Health Information 

Management:  the Bachelor of Science in Health Information Administration (HIA) and 

the Associate of Science in Health Information Technology (HIT).  The HIT and HIA 

programs are designed as a 2+2 progression program.  Students following the suggested 

scheduling in both programs will have the same educational requirements for the first 67 

credits.  At that point, students with a HIT major may apply for graduation.  Upon 

graduation, HIT students may apply to write the national certification examination of the 

American Health Information Management Association (AHIMA) in order to qualify to 

use the title Registered Health Information Technician (RHIT).  However, students 

seeking the Bachelor of Science degree will request the necessary forms for application 

for entrance into the second part of the program and, if accepted, complete the 

requirements for a Bachelor of Science degree in Health Information Administration.  

This process is described further in this handbook.  After fulfilling the requirements for 

the baccalaureate degree, graduates may then apply to write AHIMAôs certification exam 

in order to qualify to use the title Registered Health Information Administrator (RHIA). 

 

Additionally, the program is designed to offer an opportunity for the practicing HIT 

graduate to pursue study towards a baccalaureate degree in Health Information 

Administration. Students that enter the DSU HIM Programs from other institutions must 

have their transcripts evaluated to determine courses that will transfer to DSU.  It is 

important to note that at least 32 credits of the baccalaureate and 16 credits of the 

associate degree must be completed from DSU (or one of the SD state universities).    

Dakota State University also offers a 34-credit healthcare coding certificate through the 

Health Information Management Programs.  The certificate provides an opportunity for 

students to gain medical coding skills useful in the health information management or 

medical record field.    

The certificate is designed in a format that will allow students who initially obtain only 

the coding certificate to continue their education and complete the HIT or HIA degree 

programs if they choose.   

Visit DSUôs web page for more information on our programs:  

http://www.departments.dsu.edu/him 
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DSU MISSION STATEMENT  

 
The Legislature established Dakota State University as an institution specializing 

in programs in computer management, computer information systems, and other related 

undergraduate and graduate programs as outlined in SDCL 13-59-2.2. A special emphasis 

is the preparation of the elementary and secondary teachers with expertise in the use of 

computer technology and information processing in the teaching and learning process. 

The Board implemented SDCL 13-59-2.2 by authorizing undergraduate and graduate 

programs that are technology-infused and promote excellence in teaching and learning. 

These programs support research, scholarly and creative activities and provide service 

to the State of South Dakota and the region. Dakota State University is a member of the 

South Dakota System of Higher Education. 

 

Curriculum  

Degrees are authorized at the associate, baccalaureate, and masters levels. 

The following curriculum is approved for the university: 

A. Undergraduate Programs 

Å Associate degree programs are approved in allied health care, business, 

general studies, and information technology. 

Å Baccalaureate programs are approved in allied health care, business, 

education, information technology, mathematics, and sciences. 

B. Graduate Programs 

Å Masters degree programs are approved in education, information systems, 

and Information Assurance and Computer Security. 

Å Doctorate of Science degree program is approved in information systems. 

 

 

COLLEGE OF BUSINESS & INFORMATION SYSTEMS  

MISSION STATEMENT  

 

The mission of the College of Business and Information Systems is to educate and 

prepare students to be life long learners and professionals in business, computer 

information systems, electronic commerce, computer science, business and computer 

education, and health information management. Inherent in the educational process is 

challenging individuals to develop information management skills, to think logically, and 

to make sound decisions. Information technology is integrated throughout the 

curriculum. This emphasis on information technology and faculty expertise provide the 

foundation for Dakota State Universityôs Center of Excellence. 

 

The College offers both doctorate and masters degrees in Information Systems, a 

masters in Information Assurance and Computer Security and baccalaureate degrees in 

Business Administration, Computer Information Systems, Computer Science, Computer 

and Network Security, Computer Game Design, Health Information Administration, 

Professional Accountancy, Business Education, and Computer Education. Also, 

Associate of Science degrees in Business Management, Applications Programming, 
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Office Management, and Health Information Technology are offered. These two-year 

degrees articulate with the related four-year degree. In addition to course work in the 

academic setting, the College  provides opportunities for students to learn through work 

and consulting experience. Internships and supervised professional practices are 

available in Business Administration, Computer Science, Computer Information 

Systems, Computer and Network Security and the Health Information Management 

programs. 

 

HIM PROGRAMS MISSION STATEMENT  

 

It is the mission of the Health Information Management Programs to prepare students for 

professional and technical areas of health information management in hospitals, clinics, 

and related health facilities and agencies. 
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ABOUT THE PROFESSION 

 

About Medical Records 

 

Medical records are used in every aspect of health care planning and delivery.  Their 

primary purpose is to serve as a basis for planning patient care.  A medical record 

contains a patientôs medical history, a physical assessment, test results, and notes about 

the patientôs treatment and condition.  The medical record serves as a means of 

communication among all members of the health care team, including physicians, nurses, 

laboratory technicians, therapists, and many others.  The medical record also documents 

the course of the patientôs medical evaluation and treatment during a hospital stay, in the 

emergency room, outpatient clinic, physicianôs office, nursing home, home care program, 

or other health care encounters.  Such documentation assists in ensuring continuity of 

care and protects the financial and legal interests of the patient, the health care facility, 

and the responsible practitioner caring for the patient. 

 

Information from the medical record is used in continuing medical education, research, 

and health care planning and management.  Data from medical records help health care 

facilities evaluate the types of services they should offer and project future patient 

volume and treatment needs. 

 

Medical records also provide documentation and validation of services provided for 

reimbursement purposes. 

 

The Health Information Management Profession 

 

The health information management professional combines knowledge of health care 

with business management to maintain and manage health information systems 

consistent with medical, administrative, ethical, and legal requirements of the health care 

delivery system.  Health information management professionals are employed in all 

types of facilities and in various departments within the facility.  Wherever health 

information is maintained there is an employment opportunity for the health information 

management professional.  Graduates of the Health Information Management Programs 

have most frequently found employment in hospitals, but also in nursing homes, mental 

health facilities, physicianôs offices and clinics, insurance companies, state health 

departments, peer review organizations, government agencies, educational institutions, 

private industry, and data processing firms. 

 

Your education at DSU prepares you for many career paths within the medical record 

profession.  The health information management profession includes credentials of the 

Registered Health Information Technician (RHIT) and the Registered Health Information 

Administrator (RHIA).   In addition, this health information management profession also 

includes professional coders:  the Certified Coding Specialist (CCS), the Certified 

Coding Specialist-Physician-based (CCS-P), and the (CCA) Certified Coding Associate.  
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Additional certifications in healthcare privacy and security (CHP, CHS, CHPS) are also 

available through the American Health Information Management Association 

(www.ahima.org) 

 

Role of the Registered Health Information Technician (RHIT) 

 

The Registered Health Information Technician (RHIT) performs technical medical 

record functions in various health care facilities.  These functions include, but are not 

limited to, the following: 

-    organizing, analyzing, and technically evaluating medical records  for 

documentation completeness and accuracy  

-  compiling various administrative and health statistics 

  -    coding symptoms, diseases, operations, procedures and other therapies 

according to recognized classification systems 

-  maintaining and using a variety of health record indexes, special registries 

and storage and retrieval systems 

-    transcribing dictated medical reports 

 -    entering and retrieving computerized health data 

 -    controlling the use and release of confidential health information 

-     abstracting health care data from medical records for quality management or 

research studies 

 

In a small health care facility, the Registered Health Information Technician may have 

full responsibility for the operation of the Medical Record/Health Information 

Management Department - - compiling, analyzing, and preparing health information 

needed by the patient, physician, health care facility or external agencies.  In a large 

facility, a RHIT may specialize in one or more of the functions listed above. 

 

Role of the Registered Health Information Administrator (RHIA)  

 

A Registered Health Information Administrator (RHIA), often referred to as a Health 

Information Manager, possesses administrative knowledge and skills necessary to: 

-  plan and develop health information management systems which meet 

standards of accrediting and regulating agencies; 

- design health information management systems appropriate for various 

sizes and types of health care facilities; 

- manage the human, financial, and physical resources of a Medical 

Record/Health Information Management Department; 

- participate in medical staff and institutional activities including utilization 

 management, risk management, and quality management; 

- collect and analyze patient and facility data for reimbursement, facility 

planning, marketing, risk management, utilization management, quality 

management, and research; 

- serve as an advocate for privacy and confidentiality of health information 

- plan and offer inservice educational programs for health care personnel 

http://www.ahima.org/
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Information is a priceless commodity upon which important decisions are based.  These 

decisions can be life or death decisions for an institutions survival.  The health 

information manager is the member of the health care team responsible for the accuracy 

and availability of that information. 

 

Role of the Certified Coding Specialist  (CCS)  

 

A Certified Coding Specialist is an expert in classifying medical data.  A CCS assigns a 

code to each diagnosis and procedure found in a patientôs record.  The codes are then 

reported to insurance companies or the government to pay for the patientôs medical 

expenses.   

 

To become a CCS, you must have a high school diploma, on-the-job experience, and a 

coding education from seminars or college classes.  You earn the CCS credential after 

passing a certification exam. 

 

Role of the Certified Coding Specialist-Physician-based (CCS-P) 

 

The professional certification, Certified Coding Specialist-Physician-based (CCS-P), will 

set the standard for individuals who code for physician services in settings ranging from 

physicianôs offices to group practices to managed care.  The CCS-P certification is 

designed to test individuals with experienced skills in physicianôs office-based coding.  

Credentialed coding professionals increase accuracy and timeliness of reimbursement 

and reduce the potential for stalled payments and errors that can lead to fraud and abuse 

investigations.   

 

Role of the Certified Coding Associate (CCA) 

The CCA should be viewed as the starting point for an individual entering a new career as 

a coder.  This credential will demonstrate competency in the field and a commitment to 

the profession.   

In order to become eligible to take the CCA exam, candidates must have a high school 

diploma.  It is recommended that candidates have at least 6 months coding experience or 

have completed an AHIMA-approved certificate program. 
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ADMISSION POLICIES AND PROCEDURES  

 

The following procedure explains the policies of the Health Information Management 

Programs to insure equitable consideration of all applicants.  Its purpose is to assist you 

in determining if a suitable career choice has been made and to insure success in the 

health information management profession. 

 

Admission to the Health Information Management Program will not be limited by 

consideration of age, race, color, sex, handicap, or national origin. 

 

Only students who have been accepted for admission to DSU may apply for admission to 

the Health Information Management Programs. 

 

Any student making application to the HIM Programs should be able to type at least 45 

wpm.  A typing test may be required. 

 

Many healthcare facilities will require a criminal background check and the facilities 

may refuse to accept a student based on the results of the check.  Students must be 

aware that completion of supervised professional practice experiences are a requirement 

of the curriculum and studentôs inability to perform the supervised professional 

practices for any reason, including criminal history, will result in the studentôs failure to 

earn the degree or certificate.   In addition, students and graduates may find that 

healthcare facilities may require a criminal background check prior to hiring employees 

and this may adversely affect their ability to find employment.  Students are urged to 

consider this fact when applying to Dakota State University and the Health Information 

Management Programs. 

 

HIT Admission  

Admission to the HIT Program does not include additional requirements other than 

admission to DSU. 

 

Coding Certificate Admission 

Admission to the Coding Certificate Program does not include additional requirements 

other than admission to DSU. 

 

HIA Admission Assessment Process 

 

The HIA Program has established an admission assessment process for students selecting 

HIA as a major.  Students must formally apply for admission to the HIA Program during 

the spring semester while completing all (or most of) the second year courses in the HIT 

program (i.e., HIM 265 and HIM 262 and HIM 264).  Timing will vary among transfer 

students without the HIT degree, but should coincide with the spring semester while 

completing all (or most) of the above mentioned second year courses in the HIT 

program.  Students with an HIT degree or a progression RHIT (RHITôs returning to 

complete the HIA degree) should apply no later their first semester of enrollment.  The 
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purpose of this process is twofold:  1) to assess the studentôs potential for success in the 

health information management field and 2) to assist the student in evaluating his/her 

strengths and areas of concern.  The studentôs success potential will be based on 

evaluation of the criteria listed on the HIA Admission Criteria Form (Attachment B). 

 

Those students who demonstrate a potential for achievement are admitted to the HIA 

Program.  Acceptance into the Program is required to enroll in HIM 485. 

 

The HIA Admission Assessment Process consists of the steps outlined below. 

 

HIA Admission Assessment Procedures 

 

Step 1 

 

Each student must complete the HIA Admission Assessment Questionnaire (Attachment 

A) and submit it to his/her advisor prior to the identified deadline. 

 

(The HIA Admission Assessment Questionnaire and Recommendation forms are 

available in the Health Information Management Programs Office, and are available on 

the HIM web page www.departments.dsu.edu/him/home.htm.  They may be copied for 

off-campus references.) 

 

Two letters of reference from non-family members must also be submitted (to the 

advisor or program director).  One of these letters of reference should be a 

recommendation from a professor (non-AHIMA credentialed faculty) (Attachment C).  

Both letters of reference should include the personôs relationship to the student, the 

length of that relationship and should address the following characteristics: 

 

 1. Ability to organize and manage - meets deadlines. 

 

 2. Effective communication skills (written and oral) - articulate, clear. 

 

 3. Conscientious - persistent, dependable. 

 

 4. Flexible/resilient - open minded, adjusts rapidly to changing situations,  

 overcomes setbacks without becoming bitter. 

 

5.     Self motivated - self starter, independent worker, shows initiative, energetic. 

 

 6. Inter-personal skills - relates well to people, shows respect for others, tact. 

 

 7. Positive attitude - optimistic, has a sense of humor, enthusiastic. 

 

8.      Maturity - seldom loses his/her temper, accepts responsibility for his/her  

      own actions, poise/composure. 

http://www.departments.dsu.edu/him/home.htm
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9.      Assertiveness - confidence in self 

 

           10.       Ability to make decisions - able to develop ideas, logical reasoning, problem 

solving abilities. 

 

11. Leadership ability - extracurricular activities, work experience, involvement with 

people/groups. 

 

12.       Personal strengths and weaknesses. 

 

Step 2 

 

During the semester of application, typically, between midterm and pre-registration for 

the following semester, each student will be interviewed by a committee of at least two 

faculty members and others as deemed appropriate by the Program Director. 

 

A component of the interview process will consist of posing a problem dealing with 

ethics, management or professional skills to which the student will respond verbally.  

Responses will be assessed in the areas of verbal communication skill, professional 

knowledge and presentation.  The interview will last a maximum of twenty minutes. 

 

It is the responsibility of each student to sign up for an interview.  Applicants should 

contact HIM Program Director to set up an appointment via email or at the Health 

Information Management Programs Office located in East Hall.  For distance education 

students, the interview will be done by a telephone conference call.  A time will be set up 

with the panel and the student will phone using the toll-free number  

(1-800-641-4309). 

 

Step 3 

 

The interview panel will complete the HIA Admission Assessment Criteria Form 

(Attachment B) based on their review of the questionnaire, letters of reference, interview, 

studentôs academic ability, and the facultyôs knowledge of the student.  A minimum 

score of 30 is required to gain admission to the HIA Program. 

 

Step 4 

 

Students must possess a current RHIT certification or a cumulative GPA of 2.7 in all 

HIM courses within the HIT Program as well as an overall cumulative GPA of 2.25.  A 

minimum grade of ñCò must be obtained in each HIM course.  The studentôs academic 

advisor will complete an Academic Summary Form (Attachment D) which will become 

a part of the HIA Admission Assessment process after the student provides written 

authorization (Attachment E).  This may be used if necessary to have your grades 

evaluated. 
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Step 5 

 

The preliminary ratings and recommendations of the interview panel will be shared with 

each student following the interview.  Notification regarding acceptance into the HIA 

Program is sent following department review of complete transcripts, which will include 

any HIM courses enrolled in at the time of the interview. 

 

If a student is not accepted into the HIA program, he/she may elect to: 

 

 1) re-evaluate their decision to enter the program, or 

 2) make efforts to improve areas of deficiency and reapply. 

 

Graduate Programs Admission  

 

Students are referred to the Graduate Bulletin and the website for information regarding 

admission to DSUôs Graduate Programs. 
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PROGRAM OBJECTIVES  

 

The objective of the Health Information Management Programs at DSU is to prepare the 

student through classroom instruction, laboratory application and clinical experience to 

enter the health information management field in technical, supervisory or management 

positions.  To meet this objective, the curriculum has been designed and is taught in 

conformance with the Standards and Guidelines for Accredited Programs and the 

Domains, Subdomains, and Tasks as prepared and approved by AHIMA.  For more 

information, visit www.ahima.org  

 

HIT Pro gram 

 

To prepare the student to: 

   

    1. Technically analyze and evaluate health records according to standards  

  established by current law, regulations and accrediting agencies. 

 

   2. Compile and utilize various types of administrative and health statistics 

e.g., patient census, daily discharge analysis, monthly patient data reports  

  and vital statistics. 

  

    3. Code symptoms, diseases, operations, procedures and other therapies 

according to recognized classifications systems. 

 

    4. Release health information in accordance with professional ethics and in 

conformity with institutional policy and legal provisions. 

 

  5. Maintain and utilize a variety of health record indices, storage and retrieval 

systems. 

  

    6. Perform patient registration activities. 

 

  7. Understanding and knowledge of the transcription function within a  

                     healthcare organization. 

 

  8. Complete and/or verify discharge data abstracts. 

 

          9. Prepare health data information for computer processing, storage and 

retrieval. 

 

       10. Maintain specialized registries, such as cancer, trauma, stroke, organ. 

 

       11. Abstract and retrieve health information used for evaluating patient care 

and planning in health care and health related programs. 

 

http://www.ahima.org/
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       12. Participate in committee functions relative to health information 

management and patient information systems. 

 

       13. Provide data to health care facility staff in quality management studies, 

utilization  review, risk management, planning and research activities. 

 

       14. Supervise one or more health information management service activities 

such as:  transcription, word processing, filing, coding and indexing, 

statistics and correspondence. 

 

  

HIA Program  

 

To prepare the student to: 

 

  1. Plan and develop a health information management system appropriate for 

varying sizes and types of health care facilities, organizations and agencies. 

 

  2. Manage the personnel working in a health information management 

department. 

 

3. Perform the following management functions as they relate to a health 

information management system:  facility design, financial planning, 

budgetary control, selection of equipment and supplies, systems analysis 

and evaluation of the effectiveness of departmental services. 

 

4. Develop and implement policies and procedures for information handling 

and dissemination in accordance with professional ethics and in conformity 

with applicable federal, state and local statutes and regulations. 

 

5. Design a system to maintain the privacy and confidentiality of health 

information. 

 

6. Develop, analyze and evaluate health data retention and retrieval systems. 

 

7. Collect and analyze patient and institutional data for health care and health 

related programs. 

 

8. Assist in research and statistical analysis to provide administrative and 

clinical information for institutional management and to evaluate patient 

care. 

 

9. Assist in the development and coordination of programs to assure quality of 

patient care and appropriate utilization of services as required by the 

facility, organization or agency. 
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10. Develop in-service education materials and conduct and evaluate 

instructional programs for health information management personnel. 

 

11. Coordinate and integrate the efforts of the health information management 

department with those of other departments to achieve institutional goals. 

           

12. Participate in committee functions relative to health information 

management administrative activities and quality management studies. 

 

13. Support and practice the ethical principles of health care and health 

information management. 

 

 

Coding Certificate Program 

 

To prepare the student to: 

   

1. Code symptoms, diseases, operations, procedures and other therapies 

according to recognized classifications systems. 

 

2. Abstract records for department indices/databases/registries. 

3. Perform qualitative and quantitative analysis of health records to evaluate 

compliance with regulations and standards. 

 

4. Assist in the facilityôs billing process. 

5. Assist in using coded data for strategic planning/reporting. 

 

Course Objectives 

 

The above program objectives are met by meeting the objectives for the specific courses 

as outlined in the course syllabus.  Course syllabi can be obtained from the instructors of 

the various courses.  A copy of all syllabi for health information management courses are 

on file in the Health Information Management Programs office. 
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HEALTH INFORMATION MANAGEMENT PROGRAM CURRICULUM  

 

Role of the Student in the Health Information Management Program 

 

You are now beginning your education in the Health Information Management 

Programs.  Your course work and clinical experience in health facilities will be your 

primary preparation for your professional career.  Through your general education 

courses you will gain insight into the great classic reservoirs of knowledge available 

today.  In your studies you will be concentrating on the health field, which focuses on the 

care of the sick and prevention of illness.  Although, as a health information management 

professional you will not be working directly with the patient at the bedside, as a nurse 

does, you will be promoting the care of the patient by developing and administering a 

health information management system which will be of extreme importance to the 

patient, to his physician, and to the management of the health care facility. 

 

The Medical Record/Health Information Management Department plays a prominent 

role in the operation of a health care facility.  It does not operate in isolation, but instead 

coordinates its efforts with those of the other departments in the facility in order to 

achieve an efficient, harmonious and worthwhile environment.  You will study the major 

aspects of medical staff organization, the hospital organization with its various 

departments, accreditation requirements and standards of various associations, and the 

role of private and governmental agencies with respect to the hospital and health care 

facilities.  Certain aspects of all of these groups have particular reference to your work as 

a health information management professional - tomorrowôs health information 

management leader! 

 

You will also become acquainted with your professional organization, the American 

Health Information Management Association, and its Code of Ethics. 

 

Domains, Subdomains, and Tasks (DSTôs) 

 

The curriculum of the Health Information Management Programs is designed to provide 

students with opportunities to gain the knowledge, skills and attitudes of health 

information management professionals as specified in the DSTôs approved by the 

American Health Information Management Association.  The DSTôs identify the abilities 

of a practitioner upon completion of her/his formal education and entry into the work 

force.  They are specified for the two levels of the health information management 

profession:  the Registered Health Information Technician and the Registered Health 

Information Administrator, and were developed through research by the American 

Health Information Management Association.  In addition, DSTôs are identified for 

approved Healthcare Coding Certificate programs. 
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These DST statements serve many purposes.  They are used to design and evaluate the 

curriculum of the Health Information Management Program to assure that the graduates 

will be prepared to practice in todayôs health care field. 

 

DSTôs also serve as the basis for the formulation of the national certification exams.  

Hence, it is extremely important the Health Information Management Programs students 

be knowledgeable of the abilities that will be expected of them upon entry into the 

career. 

 

Domains, Subdomains and Tasks (DSTôs) are available from the American Health 

Information Management Association.  Information regarding DSTôs applicable to 

specific HIM courses is included in the course syllabi.  DSTôs are listed in this handbook 

as Attachments J1, J2 and J3. 

 

Evaluation Method 

 

The Health Information Management Programs, unless noted otherwise in the course 

syllabus, will maintain a grading scale as follows: 

 

    90 - 100 A 

      80 ï 89 B 

      70 ï 79 C 

    60ï 69 D 

    59 or less F 

 

Supervised professional practices (Clinical Affiliations) are taken for credit/no credit 

only. 

 

Distance Education 

 

During the summer of 1996 the development of alternate delivery methods for the HIM 

courses unique to the HIA Program began.  Plans were made for a transition to a distance 

education mode beginning in the Fall of 1996.  Course materials and course delivery are 

developed and provided utilizing the WWW and other electronic means with HIA 

courses delivered via the internet.  Distance delivery of courses was expanded in the Fall 

of 2002 to include DDN delivery of selected HIM courses and the offerings were further 

expanded by the utilization of webcasting of selected HIM courses. 

 

You must be able to navigate on-line, use basic software, and know where to go for help.  

 

E-Education Services provides valuable self-assessment tools to help you determine your 

readiness for distance education and your ability to use basic computer skills that are 

necessary for success in a distance program. Please take the time to do these self-

assessments at the E-Education website at www.departments.dsu.edu/disted.  
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E-Education Services also offers:  

 Training modules for using DDN, D2L and other software used in DSU graduate 

courses. Please note, all graduate courses have some electronic content. 

 Tips for taking an on-line course (time management and study tips)  

 Frequently Asked Questions  

Take the time to check these out, so you know where to go for help. 

 

Distance courses will require the use of a computer. You are expected to own or have 

access to a PC running Windows 2002 Professional or above (Windows NT 4.0, 

Windows XP Professional, etc.). You will need: 

A minimum of 10 GB of free space.  

A current browser and Internet access (a 56kps modem or higher). 

Microsoft Office 2003 or its equivalent. 

 

Course specific software, e.g., programming languages, will be included with your text 

or available on a DSU Server and available to you remotely. However your computer 

should have Microsoft Office 2003 or its equivalent, as mentioned in the computer 

requirements section. 

 

You can get more information on equipment requirements at E-Education Servicesôs 

website. 

 

Students should be aware that when they are taking a DDN course the class may be 

videotaped. Your enrollment in the course indicates your consent to being included in the 

tapes.   

Students who will be using transfer courses from other institutions to complete their 

degree must have their transcripts evaluated to determine that courses that will transfer to 

DSU.  It is important to note that at least 32 credits of the baccalaureate and 16 credits of 

the associate degree must be completed from DSU (or one of the SD state universities).   

The South Dakota Electronic University Consortium provides information on all distance 

courses offered by the SD state universities (www.sdbor.edu/euc/) 

Distance courses are considered self-support courses and applicable tuition and fees will 

be charged.  However, supervised professional practice courses (HIM 285, HIM 286, 

HIM 287, HIM 485, and HIM 283 (Independent Study Coding Experience) are 

considered state-support courses and students who are not residents of South Dakota will 

be required to pay the applicable non-resident tuition and fee charges.  All courses taken 

during the same semester as any state-support course will be charged the state support 

rates for tuition and fees.  

 

http://www.sdbor.edu/euc/
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Health Information Technology Program - Sample Schedule 
Fall Semester- First Year      

  HIM 130  Basic Medical Terminology 2   

  HIM 150  Introduction to the Health Information Management 3   

  CSC 105 Introduction to Computers 3   

 ENGL 101 Composition I 3  

  BIOL 151  General Biology 4   

  Total:  15 Credits 

Spring Semester- First Year  

  HIM 170  Legal Aspects of Health Information Management 3   

 HIM 250  Alternative Site Health Information Management 2  

  HIM 260  Fundamentals of Human Diseases 5   

 BIOL 323 Human Anatomy and Physiology 4  

  
CIS 130 or 

CSC150 
BASIC Programming or Computer Sci. I: Principles of Programming 3   

  Total:   17  Credits 

Summer (between first and second year)     

 HIM 285   Supervised Professional Practice 2  

    Total:  2 Credits 

Fall Semester- Second Year 

  HIM 160  ICD-9-CM Healthcare Coding Systems 3   

  HIM 252  Basic Foundations of Health Data Systems 3   

  MATH 102  College Algebra 3   

   SGE Goal 2 (Oral Communication) 3   

    SGE Goal 3 (Social Science) 3   

    Total:   15  Credits 

 

 HIM 264 Healthcare Reimbursement Methodologies 1  

  HIM 265  Management of Quality and Related Functions of HIM 4   

  HIM 262  CPT/HCPCS Healthcare Coding Systems 3   

  CIS 325 Management Information Systems  3   

    GER Goal 4 (Arts/Hum) 3   

  **CSC 206 Advanced Computer Applications: Access 1  

 **HIA students only; may be 

HIT elective if desired 
  Total:   

**14 

 or 

15 

Credits 

Summer (After Second Year) 

  HIM 286  Supervised Professional Practice 1   

  HIM 287  Supervised Professional Practice 3   

    Total:   4  Credits 
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Health Information Administration Program - Sample Schedule 
Fall Semester- First Year      

  HIM 130  Basic Medical Terminology 2   

  HIM 150  Introduction to the Health Information Management 3   

  CSC 105 Introduction to Computers 3   

 ENGL 101 Composition I 3  

  BIOL 151  General Biology 4   

  Total:  15 Credits 

Spring Semester- First Year  

  HIM 170  Legal Aspects of Health Information Management 3   

 HIM 250  Alternative Site Health Information Management 2  

  HIM 260  Fundamentals of Human Diseases 5   

 BIOL 323 Human Anatomy and Physiology 4  

  
CIS 130 or 

CSC150 
BASIC Programming or Computer Sci. I: Principles of Programming 3   

  Total:   17  Credits 

Summer (between first and second year)     

 HIM 285   Supervised Professional Practice 2  

    Total:  2 Credits 

Fall Semester- Second Year 

  HIM 1 60 ICD-9-CM Healthcare Coding Systems 3   

  HIM 252  Basic Foundations of Health Data Systems 3   

  MATH 102  College Algebra 3   

   SGE Goal 2 (Oral Communication) 3   

    SGE Goal 3 (Social Science) 3   

    Total:   15  Credits 

Spring Semester- Second Year 

 HIM 262  CPT/HCPCS Healthcare Coding Systems 3   

 HIM 264 Healthcare Reimbursement Methodologies 1  

 HIM 265  Management of Quality and Related Functions of HIM 4  

  CIS 325 Management Information Systems  3   

   SGE Goal 4 (Arts/Humanities) 3  

                                                                                                       Total:  14  Credits 

Summer (After Second Year) 

  HIM 286  Supervised Professional Practice 1   

  HIM 287  Supervised Professional Practice 3   

    Total:  4  Credits 
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Fall Semester- Third Year  

  ENGL 201 Composition II  3   

    SGE Goal 6 (Natural Science) 3   

  BADM 360 Organization and Management 3   

  ACCT 210 Principles of  Accounting I 3   

  WEL 100 Wellness for Life      2  

    Total:  14  Credits 

Spring Semester - Third Year  

  
BADM 220 or 

MATH 281  

Business Statistics or Introduction to Statistics 

 
3   

  BADM 460 Human Resources Management 3  

  CSC 206 Advanced Computer Applications: Access 1   

   SGE Goal; 3 (Social Science)      3  

    Electives                                                                                                           3   

    Total:   13  Credits 

Fall Semester- Fourth Year  

  HIM 360  Management of Health Information Centers I  3   

  HIM 443  Current Trends in Health Care Delivery 3   

   GER Goal 3 (Social Science) 3   

  HIM 444 Advanced Health Data Systems 3  

 
BADM 344 or 

ENGL 379 
Managerial Communications or Technical Communications       3  

     

    Total:    15 Credits 

Spring Semester- Fourth Year  

  HIM 361   Management of Health Information Centers II 3   

  HIM 450  Research in HIA 3   

    SGE Goal 4 (Arts/Hum) 3   

    Electives 6   

     

    Total:    15 Credits 

Summer (After fourth year)  

  HIM 485  Health Info. Administration Supervised Professional Practice  4   

    Total:   4  Credits 

 

Students are reminded that at least 40 credits must be completed at the 300-400 level and should select their 

elective courses to ensure that they meet that requirement.      
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HEALTHCARE CODING CERTIFICATE  
 All of the courses listed below (with the exception of HIM 283 Healthcare Coding Experience 

are also required in the health information technology and health information administration 

degree programs.  HIM 283 Healthcare Coding Experience is a one-credit course (for 40 contact 

hours) that includes supervised professional practice experience in the coding area.  The course 

can also be used as an elective in the HIT and HIA program curriculum.   

 

HIM 130 Basic Medical Terminology      2 credits 

HIM 150 Intro to Health Info. Management    3 credits 

HIM 160 ICD-9-CM Healthcare Coding    3 credits 

HIM 170 Legal Aspects of Health Information  Management 3 credits 

HIM 250 Alternate Site HIM     2 credits 

HIM 260 Fundamentals of Human Diseases   5 credits 

HIM 262 CPT/HCPCS Healthcare Coding Systems   3 credits 

HIM 264 Health Care Reimbursement Methodologies  1 credit 

HIM 283 Healthcare Coding Experience    1 credit 

BIOL 151 General Biology      4 credits 

BIOL 323 Anatomy and Physiology    4 credits 

CSC 105 Introduction to Computers    3 credits 

 

Sample Schedule 

 
FALL - FIRST YEAR       SPRING - FIRST YEAR  

  

HIM 130 Medical Terminology  2  HIM 170   Legal Aspects of Health       3 

HIM 150  Intro to Health Info. Mgmt. 3    Information Management         

CSC 105     Intro to Computers  3  HIM 260 Essentials of Pathophysiology 5 

        BIOL 323 Human Anatomy and               4 

BIOL 151   General Biology   4    Physiology         

  HIM 250 Alternate Site HIM       2 

                                                                                   ___        ___   

                                                                 TOTAL:    12 Cr.      TOTAL:  14 Cr.  

SUMMER - FIRST YEAR  

 

HIM 160 ICD-9-CM Healthcare Coding   3   

HIM 262 CPT/HCPCS Healthcare Coding Systems 3  

HIM 264  Healthcare Reimbursement Methologies   1          

HIM 283 Healthcare Coding Experience  1 

                             ____ 

                                                                             TOTAL:   8 Cr.  

                   TOTAL CREDIT HO URS:  34 
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 CONFIDENTIALITY  

 

The information contained in medical records as well as that relating to the physicians and health 

care facilities is considered confidential.  During the course of your professional education, you 

will come in contact with much confidential information.  This information may include 

information concerning a patient, concerning an employee or job applicant, concerning a 

physician or other practitioner, concerning peer review or quality of care, concerning the 

sensitive business plans or finances of the facilities, concerning computer security information 

such as passwords, etc.  Students must not disclose this information to unauthorized individuals, 

including family and friends, at any time during or following their educational experience.  

Protecting the confidential information from unauthorized individuals includes proper handling 

of the medical records and confidential information in all formats in class, laboratory and clinical 

supervised professional practice experiences.  The information must never be left unattended 

where unauthorized individuals may have access to them.  Students should not seek or obtain 

information regarding confidential matters that is not necessary to perform their assigned duties 

or observations.  Disclosing confidential information or allowing for unauthorized access to 

confidential information may cause irreparable injury to an individual and/or the healthcare 

facility and may result in a civil lawsuit.  Any disclosure of confidential information will  result in 

immediate dismissal from the program. 

 

The importance of confidentiality is emphasized and students view educational videotapes 

regarding confidentiality in HIM 150.  Additionally, confidentiality is a topic covered in HIM 

170 and is discussed in several HIM classes and supervised professional practices.  Students are 

required to complete a confidentiality agreement.  In addition, facility-specific statements may be 

required. 

 

A signature page for the confidentiality statement as shown below is included in this handbook 

and must be completed and turned into the HIM Program within your first semester of 

coursework.  

 

CONFIDENTIALITY STATEMENT EXAMPLE: 

I have received training dealing with the importance of confidentiality and I have read the HIM 

Program Student Handbook information regarding confidentiality.  I understand and agree that 

in the performance of my duties as a student of the Health Information Management Programs, 

I must hold all confidential information in confidence.  This includes information gained 

through university coursework on campus and/or external experiences (i.e. field trips, 

supervised professional practices, HIM Club projects etc.).  I understand that any violation may 

result in immediate dismissal or punitive action. 

 

PRIVACY AND SECURITY TRAINING  

 

Dakota State University Health Information Management students will complete the on-line 

privacy and security training provided by the Veterans Administration.  Upon completion of the 

training modules, students will receive a certificate of completion for each module.  Copies of 

the certificates must be provided to the DSU HIM Program Director prior to the students doing 
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any supervised professional practices beginning in Spring 2007.  These modules will be 

completed as a part of HIM 170 Legal Aspects of Health Information Management beginning 

in Spring 2007, and students who are not enrolled in that class or have completed that class 

previously should complete the modules on their own.  The URL for the on-line training is 

https://www.ees-learning.net/librix/loginhtml.asp?v=librix.  Students may also view HIPAA 

for Students training from Sanford Health at 

http://www.sanfordhealth.org/newsroom/videolibrary/hipaaforstudents/index.cfm. 

 

 

 

https://www.ees-learning.net/librix/loginhtml.asp?v=librix
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American Health Information Management Association  

Code of Ethics 

Preamble 

 

The ethical obligations of the health information management (HIM) professional include the 

protection of patient privacy and confidential information; disclosure of information; 

development, use, and maintenance of health information systems and health records; and the 

quality of information. Both handwritten and computerized medical records contain many sacred 

storiesðstories that must be protected on behalf of the individual and the aggregate community 

of persons served in the healthcare system. Healthcare consumers are increasingly concerned 

about the loss of privacy and the inability to control the dissemination of their protected 

information. Core health information issues include what information should be collected; how 

the information should be handled, who should have access to the information, and under what 

conditions the information should be disclosed.  

 

Ethical obligations are central to the professional's responsibility, regardless of the employment 

site or the method of collection, storage, and security of health information. Sensitive 

information (genetic, adoption, drug, alcohol, sexual, and behavioral information) requires 

special attention to prevent misuse. Entrepreneurial roles require expertise in the protection of the 

information in the world of business and interactions with consumers. 

  

Professional Values 

 

The mission of the HIM profession is based on core professional values developed since the 

inception of the Association in 1928. These values and the inherent ethical responsibilities for 

AHIMA members and credentialed HIM professionals include providing service, protecting 

medical, social, and financial information, promoting confidentiality; and preserving and 

securing health information. Values to the healthcare team include promoting the quality and 

advancement of healthcare, demonstrating HIM expertise and skills, and promoting 

interdisciplinary cooperation and collaboration. Professional values in relationship to the 

employer include protecting committee deliberations and complying with laws, regulations, and 

policies. Professional values related to the public include advocating change, refusing to 

participate or conceal unethical practices, and reporting violations of practice standards to the 

proper authorities. Professional values to individual and professional associations include 

obligations to be honest, bringing honor to self, peers and profession, committing to continuing 

education and lifelong learning, performing Association duties honorably, strengthening 

professional membership, representing the profession to the public, and promoting and 

participating in research.  

 

These professional values will require a complex process of balancing the many conflicts that can 

result from competing interests and obligations of those who seek access to health information 

and require an understanding of ethical decision-making.  

 

Purpose of the American Health Information Management Association Code of Ethics 

 

The HIM professional has an obligation to demonstrate actions that reflect values, ethical 

principles, and ethical guidelines. The American Health Information Management Association 
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(AHIMA) Code of Ethics sets forth these values and principles to guide conduct. The code is 

relevant to all AHIMA members and credentialed HIM professionals and students, regardless of 

their professional functions, the settings in which they work, or the populations they serve.  

 

The AHIMA Code of Ethics serves six purposes:  

 Identifies core values on which the HIM mission is based.  

 Summarizes broad ethical principles that reflect the profession's core values and 

establishes a set of ethical principles to be used to guide decision-making and actions.  

 Helps HIM professionals identify relevant considerations when professional obligations 

conflict or ethical uncertainties arise.  

 Provides ethical principles by which the general public can hold the HIM professional 

accountable.  

 Socializes practitioners new to the field to HIM's mission, values, and ethical principles.  

 Articulates a set of guidelines that the HIM professional can use to assess whether they 

have engaged in unethical conduct.  

 

The code includes principles and guidelines that are both enforceable and aspirational. The extent 

to which each principle is enforceable is a matter of professional judgment to be exercised by 

those responsible for reviewing alleged violations of ethical principles.  

 

The Use of the Code 

 

Violation of principles in this code does not automatically imply legal liability or violation of the 

law. Such determination can only be made in the context of legal and judicial proceedings. 

Alleged violations of the code would be subject to a peer review process. Such processes are 

generally separate from legal or administrative procedures and insulated from legal review or 

proceedings to allow the profession to counsel and discipline its own members although in some 

situations, violations of the code would constitute unlawful conduct subject to legal process.  

Guidelines for ethical and unethical behavior are provided in this code. The terms "shall and shall 

not" are used as a basis for setting high standards for behavior. This does not imply that everyone 

"shall or shall not" do everything that is listed. For example, not everyone participates in the 

recruitment or mentoring of students. A HIM professional is not being unethical if this is not part 

of his or her professional activities; however, if students are part of one's professional 

responsibilities, there is an ethical obligation to follow the guidelines stated in the code. This 

concept is true for the entire code. If someone does the stated activities, ethical behavior is the 

standard. The guidelines are not a comprehensive list. For example, the statement "protect all 

confidential information to include personal, health, financial, genetic and outcome information" 

can also be interpreted as "shall not fail to protect all confidential information to include 

personal, health, financial, genetic, and outcome information."  

 

A code of ethics cannot guarantee ethical behavior. Moreover, a code of ethics cannot resolve all 

ethical issues or disputes or capture the richness and complexity involved in striving to make 

responsible choices within a moral community. Rather, a code of ethics sets forth values and 

ethical principles, and offers ethical guidelines to which professionals aspire and by which their 

actions can be judged. Ethical behaviors result from a personal commitment to engage in ethical 

practice.  
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Professional responsibilities often require an individual to move beyond personal values. For 

example, an individual might demonstrate behaviors that are based on the values of honesty, 

providing service to others, or demonstrating loyalty. In addition to these, professional values 

might require promoting confidentiality, facilitating interdisciplinary collaboration, and refusing 

to participate or conceal unethical practices. Professional values could require a more 

comprehensive set of values than what an individual needs to be an ethical agent in their personal 

lives.  

 

The AHIMA Code of Ethics is to be used by AHIMA and individuals, agencies, organizations, 

and bodies (such as licensing and regulatory boards, insurance providers, courts of law, agency 

boards of directors, government agencies, and other professional groups) that choose to adopt it 

or use it as a frame of reference. The AHIMA Code of Ethics reflects the commitment of all to 

uphold the profession's values and to act ethically. Individuals of good character who discern 

moral questions and, in good faith, seek to make reliable ethical judgments, must apply ethical 

principles.  

 

The code does not provide a set of rules that prescribe how to act in all situations. Specific 

applications of the code must take into account the context in which it is being considered and 

the possibility of conflicts among the code's values, principles, and guidelines. Ethical 

responsibilities flow from all human relationships, from the personal and familial to the social 

and professional. Further, the AHIMA Code of Ethics does not specify which values, principles, 

and guidelines are the most important and ought to outweigh others in instances when they 

conflict.  

 

Code of Ethics 2004 

 

Ethical Principles: The following ethical principles are based on the core values of the American 

Health Information Management Association and apply to all health information management 

professionals.  

Health information management professionals:  

I. Advocate, uphold and defend the individual's right to privacy and the doctrine of 

confidentiality in the use and disclosure of information.  

II.  Put service and the health and welfare of persons before self-interest and conduct 

themselves in the practice of the profession so as to bring honor to themselves, their 

peers, and to the health information management profession.  

III.  Preserve, protect, and secure personal health information in any form or medium and 

hold in the highest regard the contents of the records and other information of a 

confidential nature, taking into account the applicable statutes and regulations.  

IV. Refuse to participate in or conceal unethical practices or procedures.  

V. Advance health information management knowledge and practice through continuing 

education, research, publications, and presentations.  

VI.  Recruit and mentor students, peers and colleagues to develop and strengthen 

professional workforce.  

VII.  Represent the profession accurately to the public.  

VIII.  Perform honorably health information management association responsibilities, either 

appointed or elected, and preserve the confidentiality of any privileged information 

made known in any official capacity.  

IX.  State truthfully and accurately their credentials, professional education, and 

experiences.  
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X. Facilitate interdisciplinary collaboration in situations supporting health information 

practice.  

XI. Respect the inherent dignity and worth of every person.  

 

How to Interpret the Code of Ethics 

The following ethical principles are based on the core values of the American Health Information 

Management Association and apply to all health information management professionals. 

Guidelines included for each ethical principle are a non-inclusive list of behaviors and situations 

that can help to clarify the principle. They are not to be meant as a comprehensive list of all 

situations that can occur.  

 

I. Advocate, uphold, and defend the individual's right to privacy and the doctrine of 

confidentiality in the use and disclosure of information.  

Health information management professionals shall:  

1.1. Protect all confidential information to include personal, health, financial, genetic, and 

outcome information.  

1.2. Engage in social and political action that supports the protection of privacy and 

confidentiality, and be aware of the impact of the political arena on the health information 

system. Advocate for changes in policy and legislation to ensure protection of privacy and 

confidentiality, coding compliance, and other issues that surface as advocacy issues as well as 

facilitating informed participation by the public on these issues.  

1.3. Protect the confidentiality of all information obtained in the course of professional service. 

Disclose only information that is directly relevant or necessary to achieve the purpose of 

disclosure. Release information only with valid consent from a patient or a person legally 

authorized to consent on behalf of a patient or as authorized by federal or state regulations. The 

need-to-know criterion is essential when releasing health information for initial disclosure and all 

redisclosure activities.  

1.4. Promote the obligation to respect privacy by respecting confidential information shared 

among colleagues, while responding to requests from the legal profession, the media, or other 

non-healthcare related individuals, during presentations or teaching and in situations that could 

cause harm to persons.  

II. Put service and the health and welfare of persons before self-interest and conduct 

themselves in the practice of the profession so as to bring honor to themselves, their peers, and 

to the health information management profession.  

Health information management professionals shall:  

2.1. Act with integrity, behave in a trustworthy manner, elevate service to others above self-

interest, and promote high standards of practice in every setting.  

2.2. Be aware of the profession's mission, values, and ethical principles, and practice in a manner 

consistent with them by acting honestly and responsibly.  

2.3. Anticipate, clarify, and avoid any conflict of interest, to all parties concerned, when dealing 

with consumers, consulting with competitors, or in providing services requiring potentially 

conflicting roles (for example, finding out information about one facility that would help a 

competitor). The conflicting roles or responsibilities must be clarified and appropriate action 

must be taken to minimize any conflict of interest.  

2.4. Ensure that the working environment is consistent and encourages compliance with the 

AHIMA Code of Ethics, taking reasonable steps to eliminate any conditions in their 

organizations that violate, interfere with, or discourage compliance with the code.  
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2.5. Take responsibility and credit, including authorship credit, only for work they actually 

perform or to which they contribute. Honestly acknowledge the work of and the contributions 

made by others verbally or written, such as in publication.  

Health information management professionals shall not:  

2.6. Permit their private conduct to interfere with their ability to fulfill their professional 

responsibilities.  

2.7. Take unfair advantage of any professional relationship or exploit others to further their 

personal, religious, political, or business interests.  

III.  Preserve, protect, and secure personal health information in any form or medium and 

hold in the highest regards the contents of the records and other information of a confidential 

nature obtained in the official capacity, taking into account the applicable statutes and 

regulations.  

Health information management professionals shall:  

3.1. Protect the confidentiality of patients' written and electronic records and other sensitive 

information. Take reasonable steps to ensure that patients' records are stored in a secure location 

and that patients' records are not available to others who are not authorized to have access.  

3.2. Take precautions to ensure and maintain the confidentiality of information transmitted, 

transferred, or disposed of in the event of a termination, incapacitation, or death of a healthcare 

provider to other parties through the use of any media. Disclosure of identifying information 

should be avoided whenever possible.  

3.3. Inform recipients of the limitations and risks associated with providing services via 

electronic media (such as computer, telephone, fax, radio, and television).  

IV. Refuse to participate in or conceal unethical practices or procedures.  

Health information management professionals shall:  

4.1. Act in a professional and ethical manner at all times.  

4.2. Take adequate measures to discourage, prevent, expose, and correct the unethical conduct of 

colleagues.  

4.3. Be knowledgeable about established policies and procedures for handling concerns about 

colleagues' unethical behavior. These include policies and procedures created by AHIMA, 

licensing and regulatory bodies, employers, supervisors, agencies, and other professional 

organizations.  

4.4. Seek resolution if there is a belief that a colleague has acted unethically or if there is a belief 

of incompetence or impairment by discussing their concerns with the colleague when feasible 

and when such discussion is likely to be productive. Take action through appropriate formal 

channels, such as contacting an accreditation or regulatory body and/ or the AHIMA Professional 

Ethics Committee.  

4.5. Consult with a colleague when feasible and assist the colleague in taking remedial action 

when there is direct knowledge of a health information management colleague's incompetence or 

impairment.  

Health information management professionals shall not:  

4.6. Participate in, condone, or be associated with dishonesty, fraud and abuse, or deception. A 

non-inclusive list of examples includes:  

 Allowing patterns of retrospective documentation to avoid suspension or increase 

reimbursement  

 Assigning codes without physician documentation  

 Coding when documentation does not justify the procedures that have been billed  

 Coding an inappropriate level of service  

 Miscoding to avoid conflict with others  
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 Engaging in negligent coding practices  

 Hiding or ignoring review outcomes, such as performance data  

 Failing to report licensure status for a physician through the appropriate channels  

 Recording inaccurate data for accreditation purposes  

 Hiding incomplete medical records  

 Allowing inappropriate access to genetic, adoption, or behavioral health information  

 Misusing sensitive information about a competitor  

 Violating the privacy of individuals  

V.  Advance health information management knowledge and practice through continuing 

education, research, publications, and presentations.  

Health information management professionals shall:  

5.1. Develop and enhance continually their professional expertise, knowledge, and skills 

(including appropriate education, research, training, consultation, and supervision). Contribute to 

the knowledge base of health information management and share with colleagues their 

knowledge related to practice, research, and ethics.  

5.2. Base practice decisions on recognized knowledge, including empirically based knowledge 

relevant to health information management and health information management ethics.  

5.3. Contribute time and professional expertise to activities that promote respect for the value, 

integrity, and competence of the health information management profession. These activities may 

include teaching, research, consultation, service, legislative testimony, presentations in the 

community, and participation in their professional organizations.  

5.4. Engage in evaluation or research that ensures the anonymity or confidentiality of participants 

and of the data obtained from them by following guidelines developed for the participants in 

consultation with appropriate institutional review boards. Report evaluation and research 

findings accurately and take steps to correct any errors later found in published data using 

standard publication methods.  

5.5. Take reasonable steps to provide or arrange for continuing education and staff development, 

addressing current knowledge and emerging developments related to health information 

management practice and ethics.  

Health information management professionals shall not:  

5.6. Design or conduct evaluation or research that is in conflict with applicable federal or state 

laws.  

5.7. Participate in, condone, or be associated with fraud or abuse.  

VI. Recruit and mentor students, peers and colleagues to develop and strengthen professional 

workforce.  

Health information management professionals shall:  

6.1. Evaluate students' performance in a manner that is fair and respectful when functioning as 

educators or clinical internship supervisors.  

6.2. Be responsible for setting clear, appropriate, and culturally sensitive boundaries for students.  

6.3. Be a mentor for students, peers and new health information management professionals to 

develop and strengthen skills.  

6.4. Provide directed practice opportunities for students.  

Health information management professionals shall not:  

6.5. Engage in any relationship with students in which there is a risk of exploitation or potential 

harm to the student.  

VII.  Accurately represent the profession to the public.  

Health information management professionals shall:  
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7.1 Be an advocate for the profession in all settings and participate in activities that promote and 

explain the mission, values, and principles of the profession to the public.  

VIII.  Perform honorably health information management association responsibilities, either 

appointed or elected, and preserve the confidentiality of any privileged information made 

known in any official capacity.  

Health information management professionals shall:  

8.1. Perform responsibly all duties as assigned by the professional association.  

8.2. Resign from an Association position if unable to perform the assigned responsibilities with 

competence.  

8.3. Speak on behalf of professional health information management organizations, accurately 

representing the official and authorized positions of the organizations.  

IX. State truthfully and accurately their credentials, professional education, and experiences.  

Health information management professionals shall:  

9.1. Make clear distinctions between statements made and actions engaged in as a private 

individual and as a representative of the health information management profession, a 

professional health information organization, or the health information management 

professional's employer.  

9.2. Claim and ensure that their representations to patients, agencies, and the public of 

professional qualifications, credentials, education, competence, affiliations, services provided, 

training, certification, consultation received, supervised experience, other relevant professional 

experience are accurate.  

9.3. Claim only those relevant professional credentials actually possessed and correct any 

inaccuracies occurring regarding credentials.  

X.  Facilitate interdisciplinary collaboration in situations supporting health information 

practice.  

Health information management professionals shall:  

10.1. Participate in and contribute to decisions that affect the well-being of patients by drawing 

on the perspectives, values, and experiences of those involved in decisions related to patients. 

Professional and ethical obligations of the interdisciplinary team as a whole and of its individual 

members should be clearly established.  

XI. Respect the inherent dignity and worth of every person.  

Health information management professionals shall:  

11.1. Treat each person in a respectful fashion, being mindful of individual differences and 

cultural and ethnic diversity.  

11.2. Promote the value of self-determination for each individual.  
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SUPERVISED PROFESSIONAL PRACTICES 

 

An important aspect of the Health Information Management Programs is the supervised 

professional practice component.  These field experiences provide you the opportunity to 

participate in supervised clinical activities in hospitals and other health care settings designed 

to reinforce the classroom and laboratory learning experiences.  The supervised professional 

practice enables you to develop an understanding of health information management 

procedures, apply principles of management and health information science, observe employee 

relationships and interact with professionals in the health care environments.   

 

As in the classroom portion of the curriculum, the experiences begin with the technical aspects 

and progress to the more skilled, administrative aspects of health information management.  

Under the supervision of trained personnel you will learn and complete actual medical 

record/health information management procedures and observe the normal activities and 

personnel interactions of a functioning health information management work environment. 

 

In the HIT curriculum, the first technical supervised professional practice ï HIM 285 (2 

credits) ï is an 80 hour (2 week) experience in an acute care facility of less than one hundred 

beds.  The second technical supervised professional practice ï HIM 286 (1 credit) ï is a 40 

hour (1 week) experience completed in a non-traditional setting.  The final technical supervised 

professional practice ï HIM 287 (3 credits) ï is a 120 hour (3 week) experience completed in 

an acute care facility over one hundred beds.  

 

In the HIA curriculum, the students complete the same three supervised professional practices 

that are included in the HIT curriculum.  The HIA students complete an additional supervised 

professional practice, a 160 hour management supervised professional practice.  This 

supervised professional practice ï HIM 485 (4 credits) ï is a 160 hour (4 week) experience 

completed at an acute care facility over two hundred beds.  

 

In the Health Care Coding curriculum, there is a Healthcare Coding Experience ï HIM 283 

(1 credit) which is 40 hours (one week) completed in an acute care hospital with both inpatient 

and outpatient services.   

 

The students must be in good academic standing to be allowed to perform a supervised 

professional practice.  Supervised professional practices are graded on a credit/no-credit basis.  

The Site Supervisor will perform a written evaluation regarding the studentôs knowledge, 

skills, attitude etc.  The studentôs credit/no-credit status will be based upon this evaluation 

AND the completed reports the student turns into the Clinical Coordinator.   

 

All supervised professional practice arrangements are coordinated by the Clinical Coordinator.  

For the most part, students are placed on a first come, first served basis.  Students may request 

a supervised professional practice site by using the Supervised Professional Practice Request 

form (Attachment F). 

 

* Important Notes:  

 No student, unfortunately, can be guaranteed the supervised professional practice 

site(s) of their choice.  Because of the availability of sites, number of students, etc., 

arrangements with the supervised professional practice sites(s) you desire may not 

be possible or may not be available at the time you request.  Efforts will be 

attempted to accommodate the studentsô desired locations. 
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 Many healthcare facilities will require a criminal background check and the 

facilities may refuse to accept a student based on the results of the check.  Students 

must be aware that completion of supervised professional practice experiences are 

a requirement of the curriculum and studentôs inability to perform the supervised 

professional practices for any reason, including criminal history, will result in the 

studentôs failure to earn the degree or certificate. 

 

The students are responsible for all expenses incurred during each of the practicums.  Students 

will not be reimbursed for work performed at the facility while they are doing their practicums.  

You may be asked to purchase a photo name tag and will be required to purchase professional 

liability insurance.  The costs for the professional liability insurance will be charged as an 

institutional fee.  In addition, students must have a current TB test and health form on file with 

the HIM Program Director (see Attachment H).  Any additional requirements of the facilities 

selected for the supervised professional practices, such as criminal background checks, 

additional immunizations, parking or meal plans, etc. are the responsibility of the student and 

may be an additional expense. 

 

Prior to your beginning the sequence of supervised professional practice experiences, you must 

provide documentation of TB test results and certification of ability to perform the supervised 

professional practice to the Clinical Coordinator.  You are requested to have the ñHealth  

Reportò (Attachment H) completed within 6 months of your supervised professional practice 

affiliation.  Submit documentation of the health report to the Clinical Coordinator at least two 

weeks in advance of beginning your supervised professional practice. 

 

Facilities may have other health or immunization requirements that you will have to comply 

with in order to complete a supervised professional practice at that site.  Failure to follow the 

above procedure will result in cancellation of your scheduled supervised professional practice. 

 

All reports for HIM 283, HIM 285, HIM 286, HIM 287, and HIM 485 must be submitted to the 

Clinical Coordinator within two weeks of completion of the supervised professional practice.  

For more detailed information, see the handbooks for HIM 283, HIM 285, HIM 286, HIM 287 

and HIM 485. 

 

*Note:   Students are not paid by the facility for any part of their practical experience; nor are 

they to be considered as replacement for paid employees.   

 

 Students may be employed by a clinical site outside of regular education hours 

provided the work is limited so that it does not interfere with academic responsibilities.  

Wages and other employee benefits shall be agreed to between the student who is 

employed and the facility.  Such employment is not required by the Health Information 

Management Programs. 

 

DSU has previously placed students with a variety of facilities for the purpose of performing a 

supervised professional practice.  Early communication with the Clinical Coordinator is 

mandatory when you are in need of performing a supervised professional practice.  

Communication should occur at least four months prior to the time you desire to perform the 

supervised professional practice. 

 

This amount of time is necessary to allow for the necessary correspondence and establishment 

of a contractual agreement with the facility.  This time frame is also necessary for the Site 
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Supervisor to plan for your scheduled activities.  IN SOME CASES, WE MAY BE UNABLE 

TO USE THE SITE OF YOUR CHOICE.  In those cases, attempts will be made to make 

alternate arrangements which are agreeable to you. 

 

When a supervised professional practice agreement has been reached with a facility, the student 

will complete a ñStudent Profileò (Attachment G) which will then be forwarded to the Site 

Supervisor to aid in the development of a schedule for the student. 

 

Students are reminded to respect confidentiality in regard to their supervised professional 

practice experience ï both confidentiality of patient/client information and facility information. 
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SERVICES AND FACILITIES  

 

Student ID 

 

The University Card is the official identification card for the DSU community. The University 

Card provides access to the Library, the Community Center and various activities and athletic 

events. Fees paid by state-support students pay for the card and the services provided. 

 

In addition to serving as an access card, the University Card carries the declining balance of 

one of the three meal plans (if you have a plan), and also provides a prepaid, stored value 

program called Trojan Gold. Funds stored as Trojan Gold may be used at the Bookstore, the 

Production Center, vending machines, laundry machines, copiers, concessions and the 

Marketplace. It can also be used at several locations off campus. 

 

On-campus students will need an ID card. You should have your photo taken and get your ID at 

the Student Services office in the Trojan Center soon after arriving on campus and registering 

for classes. 

 

Off-Campus students (distance students) are asked to obtain a University Card that will be a 

photo ID that identifies you as a DSU student.  Many of the supervised professional practice 

sites will ask a student to have this ID card.  Because distance students do not pay fees, your 

card will not give you access to campus and community events. The card is identical to the on-

campus cards except that the magnetic stripe will not be encoded. It will have your name, photo 

and ID number. A valid student ID is often valuable for reduced entry into other kinds of events 

(museums, movies, etc.) You will have to send a digital photo to the Students Services Center 

(to Kim Wermers at kim.wermers@dsu.edu).  Be sure to include an address where the ID card 

should be sent.   

 

Financial Aid  

 

Information or questions regarding the availability of financial aid should be directed to the 

Financial Aid Office in Heston Hall. 

 

The South Dakota Health Information Management Association has established scholarships 

for South Dakota students in the Health Information Management Programs.  The American 

Health Information Management Association has established scholarships to students enrolled 

in health information educational programs.  Information regarding these annual scholarships 

will be communicated to the students by the Director of the Health Information Management 

Programs as it becomes available.  The Director of the Health Information Management 

Programs may also have information on other scholarships that may be available to the students 

enrolled in the Programs. 

 

Job Placement 

 

The Director of Placement and the Director of the Health Information Management Programs 

frequently receive notices of job openings in the health information management field.  These 

notices may be posted in East Hall and can also be found on the Placement Office web site 

www.departments.dsu.edu/career .  The Placement Office (Heston Hall) is very willing to work 

with students before and after graduation regarding job opportunities and will assist you in 

securing a position of employment.  The University, however, cannot guarantee placement. 

 

http://www.departments.dsu.edu/career
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Library  

 

The card catalog of the Karl Mundt Library is computerized allowing you to search the 

libraryôs holdings from any networked computer on campus by using DSUôs home page:  

http://www.dsu.edu.  The Hospital Literature Index is particularly helpful for health 

information management related projects/research.  By means of inter-library loan, the Karl 

Mundt Library can obtain resources and references from any library.  In addition to the Karl 

Mundt Library and the library in the Health Information Management Laboratory, health 

information students have access to the Medical Library in the Madison Community Hospital.  

You are expected to observe the regulations established by the libraries for their use. 

 

Internet  

 

Students are also encouraged to utilize resources available on the internet:  FTP, Gopher 

Searches and/or WWW Searches.  Appropriate computer usage is outlined in the Trojan 

Handbook. 

 

 

 ACADEMIC POLICIES AND PROCEDURES  

 

Information on the following subjects can also be found by using DSUôs website:  

http://www.dsu.edu  

 

Academic Advisor 

 

You will be assigned an advisor from among Health Information Management Program faculty 

members upon declaring a Health Information Management major.  However, you may select 

to have an advisor other than a Health Information Management faculty member.  Your advisor 

will assist you in planning your educational program.  You are encouraged to consult with your 

faculty advisor prior to the beginning of each semester.  You are encouraged to meet with your 

faculty advisor on a periodic basis to review your progress in the program.  The academic 

advisor will offer advice and guidance; however, it is the studentôs responsibility to ensure that 

all academic requirements for graduation are met. 

 

Individual student-advisor conferences are scheduled at regular intervals.  These conferences 

are for your benefit.  They afford a time for you to discuss problems and other matters of 

interest to you.  Health Information Management faculty members have an open door policy.  

You are encouraged to schedule a visit any time you have a need.  Office hours are posted in 

the College of Business and Information Systems Office. 

 

You may change advisors by contacting the secretary of the Health Information Management 

Programs. 

 

Registration 

 

You should register with your faculty advisor for the next semester at the times announced by 

the University.  Early registration helps to insure a better selection of elective courses.  Many 

students in the HIA program opt to additionally minor in an area of study (i.e., business 

administration, business education, biology, etc.) 
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Schedules 

 

Class schedules are available before the beginning of each semester. 

 

Information regarding meal schedules, student health, counseling services and disciplinary 

regulations of the university are contained in the Trojan Handbook. 

 

Professionalism 

 

Student Behavior Guidelines:  Treat your classes as you would a desirable job.  The instructor 

is a team leader, and your fellow peers are co-workers.  All must work together to complete 

learning objectives.  You are expected to 

 

1. Participate appropriately and actively on topics presented in class. 

2. Complete assignments on time. 

3. Ask for feedback from your instructor and peers to ensure progress toward learning 

objectives. 

4. Resolve problems by immediately discussing issues with your instructor and/or peers. 

5. Attend classes and be prompt on arrival for classes. 

 

In the ñreal worldò of work, employees are expected to conduct themselves in a businesslike 

manner.  We expect no less of our students, whom we are preparing for professional 

responsibilities. 

 

A professional attitude includes regular attendance and participation in class and/or for online 

assignments.  A student is expected to have a courteous reaction to assignments, adequate 

preparation of assigned work, and active participation and respect for deadlines.  In short, a 

student should reflect a professional attitude that would be desirable in any valued employee. 

 

Class Attendance 

 

Enrollment in the programs indicates a commitment on your part to attend class as a means of 

securing training necessary to prepare you to function in a responsible manner in the 

professional environment. 

 

Attendance policies of individual instructors are outlined in their course syllabi.  You are 

responsible for contacting each course instructor regarding materials handed out in class, 

assignments made during class, and make-up assignments for any classes missed (excused or 

unexcused). 

 

Assignments 

 

You are expected to submit assignments on the dates specified by the course instructor.  If you 

are unable to meet the scheduled deadline, prior arrangements should be made with the course 

instructor.  The policies of the individual instructors regarding assignments are included in the 

course syllabi. 

 

Tests 

 

Tests are administered in accordance with the policies of the individual instructors as outlined 

in the course syllabi. 
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Guidelines for proctors for distance HIM courses: 

 

If you are enrolled on the Madison campus or live near by and can take your exams on the DSU 

campus you will not need a proctor.  Your instructor will proctor on-campus exams. Internet 

students will need to make arrangements with a proctor to take all exams.   

 

The following is a suggested list of people who would be able to serve as proctors for you. The 

titles may vary greatly within various organizations.  

If you work within a company people that you might be able to utilize are:  

 Educational testing representative within the company  

 Educational coordinator  

 Immediate supervisor (carefully consider if you want your supervisor to know the 

results of your exams)  

 Human Resource Department representative within your company is also a good 

resource and can offer assistance with the proctoring of exams.    

If you are in an educational setting you might be able to utilize:  

 Superintendent, school administrator, etc.  

 Counselor  

 Another professor  

You cannot use as proctors the following: 

 Relatives (spouse, parents, brothers, sisters or significant other)  

 Friends  

 Classmates (taking similar HIM courses)  

 Working Peers  

 

You should find a proctor that will be available to meet the requirements of proctoring exams.  

If you have a proctor who will be gone frequently during the semesters do not pick this 

individual as your proctor. If your proctor is sick or requires absences during the semester, 

students must take the responsibility of making other arrangements for substitutions or arrange 

different time frames to accommodate the proctorôs schedule.  Students will need to notify the 

instructor of any changes in the proctoring of exams.  Instructors will not forward exam 

information to unapproved proctors or to multiple proctors.  Once you have decided upon a 

proctor, arrange a convenient time and place where the proctor can administer the online 

exams.  Quizzes and/or exams will be delivered online, so you must have access to a computer 

in an area where the proctor can supervise the exam.  The same computer requirements to take 

an Internet course through Dakota State University also apply to the proctorôs computer that 

will be utilized.  Query your proctor regarding possible firewall or email attachment issues that 

may prevent successful arrival via email needed testing information.   

 

Students are not allowed to take their exams at home on their computer or in the homes of 

their proctors.  Exams should be taken in a professional environment.  Students should not 

take their exams while at work where they can be interrupted.  Proctors must be present to 

monitor every single exam.  

 

Each proctor will be required to verify student's presence and monitoring of every exam if 

necessary. Your instructors may, at various times during the semester, query proctors on 

studentôs and/or their participation in the testing process.  If student(s) take any exam without a 

proctor present monitoring the exam, this will constitute unethical behavior.  Instructors may 

require a signed letter from the intended proctor on official letterhead stating that they agree to 
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meet the conditions of being your proctor and/or use proctor verification forms which must be 

filled out and returned to the instructor.  

 

You will not be able to take any exams until the instructor has received the required proctor 

information.  Once the information has been received and approved by the instructor, the 

proctor will receive the information needed to access the online exams.   

 

Responsibilities of the proctor will include:  

 Working with the student on a mutually agreeable time to take the exams. The proctor 

will need to be present during the time of each exam.  

 Exams will be delivered online during a specified time frame.  Proctors will be asked to 

verify monitoring of each exam for student(s) they are proctoring and ensure that 

students do not have textbooks available, cell phones, PDAs, etc. during each exam.    

 Proctors must provide a designated password for each test (provided via email by the 

instructor prior to each exam).  

 Notification to the instructor any technical difficulties encountered during accessing of 

a quiz/exam or any change in arrangements of proctoring exams.  

Student responsibilities will include:  

 Arrange for the proctor.  

 Arrange for a testing location.  

 Study hard and do well on the exams.  

 Communicate with instructor and proctor regarding testing schedule.  

 

Grade Requirements 

 

All students enrolled in the Health Information Management Programs must maintain a grade 

of at least a ñCò in each Health Information Management (HIM) course.  (Please refer to the 

HIA Admission Assessment Procedures for further details regarding GPA requirements 

through the spring semester of the sophomore year.  Students will notice that they will not meet 

the minimum HIM GPA with only ñCò grades ï it will be necessary to earn A and/or B grades 

in at least a portion of the HIM 100-200 level classes.) 

 

Withdrawal from the Program  

 

You should confer with the Program Director or your advisor before making application to the 

Registrarôs Office to withdraw from the program. 

 

Reinstatement 

 

If you leave the program for personal or other reasons you may be reinstated.   

 

Assessment 

 

Entry Level Assessment:  It is the policy of Dakota State University to assess the basic 

academic skills of all incoming degree-seeking students.  The results of mathematics, reading, 

writing and computing skills placement tests and/or ACT scores are used to determine 

appropriate course placement.  A student may request to retake any academic skills placement 

test once in any given semester.   

 

General Education Assessment:  It is the policy of Dakota State University to assess the 

general education component of the curriculum on an annual basis.  The assessment process is 
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intended to evaluate the general education curriculum and to determine if the general education 

goals have been met.  (Goals are listed under the general education curriculum in the College 

Catalog.) 

 

Proficiency testing is required for each student after completion of 32-48 credits, including 

transfer credits, (depending on major).  Transfer students or others with extenuating 

circumstances may request a testing deferment.  This Board of Regents policy (effective fall, 

1996) requires incoming freshmen to complete a minimum of 15 credit hours of general 

education in their first 32 credit hours.  Sophomores must complete a minimum of an 

additional 15 hours of general education in their first 64 credit hours.  Proficiency examinations 

are scheduled for students after completion of a specified number of credit hours.  Students 

must have completed, or be enrolled in courses required to complete these core requirements, 

in order to sit for the proficiency exam.  Students who do not complete the proficiency exam 

requirements cannot continue registration at the university.  Students in the Health Information 

Management and Respiratory Care programs are directed to adhere to the sample schedule 

printed in this university catalog.  Proficiencies exceptions for these majors have been 

approved by the Board of Regents.   

 

See DSU catalog for more information regarding policies regarding General Education 

Assessment.  

 

Major Field Assessment:  All graduates of associate and baccalaureate-degree and health care 

coding certificate programs will be assessed during the last semester of enrollment.  In special 

cases, as determined by the appropriate dean, major field assessment may occur prior to the last 

semester.  Any student who does not participate in the major field assessment activities 

prescribed by their college will be prevented from graduating. 

 

Graduation Requirements 

 

Students applying for graduation must successfully fulfill all program requirements.  A 

baccalaureate degree in Health Information Administration requires at least 128 semester hours 

of credit, 40 of which must be 300-400 level courses.  An associate degree requires completion 

of the semester hours specified for that program.  An associate of science degree in Health 

Information Technology requires a minimum of 67 semester hours of credit. 

 

A student must have earned both an overall cumulative grade point average of at least 2.00 as 

well as at least a ñCò in each HIM course. 

 

Fulfillment of residency requirements ï please refer to DSU Catalog for additional information. 

 

Probation 

 

 Academic 

  

 See College Catalog 

 

 Program Warning 

 

 If you fail to maintain at least a ñCò in each HIM course you will not be allowed to 

register for supervised professional practices in the Health Information Management 

Programs. 
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Dismissal 

 

1. Program 

 

 The following are considered causes for possible dismissal from the program: 

 

a. unsatisfactory academic performance as defined in the Trojan Handbook and 

within this manual. 

 

b. unsatisfactory professional or personal performance at the supervised 

professional practice site as judged by either the program faculty or the 

supervised professional practice Site Supervisor. 

 

 c. as it relates to the HIA program, non-acceptance per the HIA admission  

  assessment process as outlined previously. 

 

2. Supervised professional practice 

 

 You may be removed from a supervised professional practice site for the following 

reasons: 

 a. unethical or unprofessional conduct as outlined in the AHIMA Code of Ethics 

 b. unauthorized disclosure of confidential information  

c. non-adherence to siteôs schedule or non-compliance with siteôs requirements 

 

If there is evidence that any of the above have occurred, the Clinical Coordinator will 

be contacted by the Site Supervisor. 

 

 A meeting between you and the Clinical Coordinator will be scheduled to obtain the 

facts.  A meeting of the Site Supervisor and Clinical Coordinator will follow.  At this 

time, a decision will be made as to whether you will continue in the supervised 

professional practice. 

 

 If  the decision is made to remove you from the supervised professional practice site, an 

attempt will be made to establish another supervised professional practice site for you.  

This may prolong the length of time spent in the program. 

 

 If you are removed from a supervised professional practice site, that entire supervised 

professional practice must be  repeated. 
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NATIONAL CERTIFICATION EXAMINATION  

 

Qualifying Examination  

 

Students who successfully complete the HIT Program are eligible to apply to write the 

registration examination of AHIMA. 

 

Students who successfully complete the HIA Program will be eligible to apply to write the 

registration examination of AHIMA. 

 

In addition, coding certifications are available through AHIMAôs testing process. 

 

You will be provided with necessary information prior to the time that applications must be 

submitted.  

 

Exam Preparation 

 

To assist students in preparing for the national exam, the HIM Programs share the results of  

major field assessment tests with the students and may sponsor a review session each year.  

Students will receive advance notice of these events from DSU HIM faculty. 

 

Special Exam Accommodations 

 

The health information technology and health information administration degrees awarded by 

DSU make the graduates eligible to take the appropriate American Health Information 

Management Associationôs certification examination to become either a Registered Health 

Information Administrator (RHIA), an Registered Health Information Technician (RHIT), or a 

Certified Coding Associate (CCA).  Many of you have made earning the credential one of your 

goals and we would like to assist you in your endeavors in any way possible. 

 

As you are also aware, students who have need of accommodations, due to a disability, are 

encouraged at DSU to identify themselves and seek appropriate, reasonable accommodations 

for their courses. 

 

AHIMAôs testing agency for the national certification examinations also provides test 

applicants the opportunity to identify themselves and request accommodations.  The request 

and supporting documentation must be provided to the testing agency using a form that is 

provided in the Certification Guide that you will receive near the time of your graduation from 

DSU.   

 

It is very important to note, however, that accommodations made at Dakota State University 

may not be the same as those provided by the national certification exam testing agency.  DSU 

does not make any guarantees in regard to the testing policies or accommodations for the 

national certification examinations.  Nor does DSU make any guarantees in regard to 

accommodations that may be made by employers or supervised professional practice sites. 
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TRANSFER CREDITS/COURSES EQUIVALENCIES 

 

AHIMA Self -Study Correspondence Course 

(Credit for Non-classroom Work) 

 

University credit may be awarded to those students who have successfully completed the 

AHIMA Correspondence Course and have passed the Accreditation Exam.  The AHIMA 

course was accredited by the Accrediting Commission of the National Home Study Council. 

 

Students who have successfully completed individual modules of the AHIMA Self Study 

Course or the entire AHIMA Correspondence Course may submit these courses for 

consideration by means of prior learning credit/college credit.  A processing fee of $25.00 is 

charged for each course requested. 

 

AHIMA Independent Study Program 

 

Students enrolled in the HIA/HIT program at DSU who have completed modules in the 

Independent Study Program in Health Information Technology (ISP/HIT) may be granted 

university credit.  The student must follow the prior learning policy to achieve this.   

 

Applicants with current RHIT credentials are not required to complete the HIM 100 or 200 

level courses. 

 

Credit by Examination 

 

 DSU participates in the College Level Examination Program (CLEP) which is a method of 

testing an individualôs current knowledge level within a general education area.  Please refer to 

the Dakota State University catalog for further information. 

 

Department Credit by Examination 

 

In subjects which there is no equivalent CLEP examination, students may petition to challenge 

college coursework.  Please refer to the DSU catalog for further information. 

 

Transfer Credit  

 

Official evaluation of transfer credits is a service provided by the Registrarôs Office and is 

available upon request. 

 

Health Information Management and support courses will be evaluated for equivalence.  The 

student is required to supply course descriptions and/or objectives to support their request for 

credit at DSU. 

 

Work Ex perience/Prior Learning Credit 

 

Learning acquired through prior work experience may be evaluated for credit through a 

documentation process of such learning.  Experiential learning assessment is available only to 

students officially admitted to DSU.  This information is contained in the DSU Catalog and 

Trojan Handbook. 
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ACCREDITATION  AND APPROVAL  

HIT Program  

 

The HIT Program has been continuously accredited since 1976.  The accrediting body is the 

Commission on Accreditation of Health Informatics and Information Management Education 

(CAHIIM).  Students that meet the graduation requirements of an accredited program are then 

offered the opportunity to apply for the national certification examination from AHIMA. 

 

HIA Program  

 

The HIA Program was initially accredited in the Spring of 1982 and has been continuously 

accredited since that time.  The accrediting body is the Commission on Accreditation of Health 

Informatics and Information Management Education (CAHIIM).  Students that meet the 

graduation requirements of an accredited program are then offered the opportunity to apply for 

the national certification examination. 

 

Healthcare Coding Certificate 

 

DSUôs Healthcare Coding Certificate was approved by the American Health Information 

Management Associationôs Council on Accreditation in 2003.  The next comprehensive 

evaluation of the program is scheduled to occur in 2008-2009. 

 

Accreditation Standards for Health Information Management Associate and Baccalaureate 

degrees are listed as Attachments K1 and K2.   Approval Criteria for Coding Certificate 

Programs are listed as Attachment K3.  
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ASSOCIATIONS 

 

Health Information Management Club 

 

You are encouraged to become an active member of the HIM Club which is a student 

organization. The objectives of the club are to: 

 

   -promote the only accredited  Health Information Management Programs in the state of South 

Dakota 

   -provide students interested in health information management with an opportunity to meet     

and become acquainted with others who share their interests 

   -encourage the ethical and professional development which bring into practice the skills and 

values set forth in the Health Information Management Programs. 

 

Meetings are held monthly and officers are elected from among the membership.  Various 

activities throughout the year provide opportunity for both social and professional 

development.   

 

For more information on the HIM Club, visit their web page:  http://www.clubs.dsu.edu/him 

 

American Health Information Management Association/State Health Information 

Management Associations 

 

Students enrolled in the Health Information Management Programs at DSU are required to 

join AHIMA  and are responsible for payment of the membership dues.  Membership entitles 

you to receive the Journal of the American Health Information Management Association.  It 

also provides membership in a State Health Information Management Association (HIMA).  

Fees for the certification exams and other AHIMA/State HIMA events and products may be 

discounted for members.  Information regarding the application to AHIMA is available from 

the HIM Programs or the AHIMA website ahima.org. 

 

Student members do not have voting privileges in SDHIMA. 

 

Credentialed RHITs enrolled in the HIA program may retain their active status as AHIMA 

members.  Active credentialed members are required to pay registration fees for state meetings 

and retain their voting privileges. 

 

In order to graduate from the HIT Program, a student must attend at least one (1) state HIMA 

meeting during his/her sophomore year in the program.  In order to graduate from the HIA 

Program, a student must attend at least two (2) state HIMA meetings during the course of 

his/her program.  You may attend the first meeting anytime during your sophomore or junior 

year.  The second meeting, however, should be attended your senior year.  Transfer students 

may qualify for attendance at a state HIMA meeting during their first year enrolled in the HIA 

program.  If you feel this exception applies to your situation, please speak with your advisor.  

Alternative professional meeting attendance to meet this requirement may be approved by the 

HIM Program Director. Registration, transportation, and lodging expenses are the 

responsibility of the students.  The Health Information Management Club may also provide 

assistance to its members to defray expenses.  Copies of the continuing education certificates 

from the meetings must be provided to your advisor. 

 

You may find more information about AHIMA on their web page:  http://www.ahima.org 

http://www.ahima.org/
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STUDENT RESPONSIBILITIES  

 

Email 

 

HIM students will be issued an email account on the DSU mail system.  This is a web-based 

mail system.  Your email address will be <userid>@pluto.dsu.edu  This is the address that 

school related messages will be sent to and this address will be added to the HIM Program 

distribution list which is used to send announcements regarding deadlines, scholarships, etc.  

You should utilize this email system for school related correspondence, unless otherwise 

instructed.  Specific courses utilizing D2L for course management will also have an email 

system within D2L and students should follow directions from the instructors regarding mail 

usage for these courses. 

 

Grooming 

 

While on field trips, supervised professional practice assignments, and at state meetings, you 

represent DSU and the health information management profession as well as yourself and, 

therefore, you are expected to dress appropriately.  Jeans, sweatshirts, midriff tops, and flip -

flops are considered inappropriate dress for such functions. 

 

Field Trips  

 

Throughout the school year, field trips may be arranged or planned to various institutions 

concerned with some aspects of health information management.  All costs, unless otherwise 

informed by the instructor, are your responsibility. 

 

Supervised Professional Practices 

 

All expenses related to completing your supervised professional practice experiences (i.e., 

lodging, meals, medical insurance, transportation, parking, etc.) are the studentôs responsibility. 

 

Health Status 

 

To ensure the supervised professional practice site of your satisfactory health, you must 

complete the ñHealth Reportò form (see Attachment H).  This form and verification of 

immunization/TB status must be completed at least two weeks prior to the scheduled 

supervised professional practice.  All expenses related to completion of the TB testing or health 

status are the responsibility of the student.  Your signature on the form indicates your ability to 

complete the activities at the site without accommodation. 

 

Many healthcare facilities will have specific health immunization requirements (such as 

immunizations/titer for measles, mumps, rubella or hepatitis or additional TB status) and you 

must comply with those requirements in a timely manner in order to complete supervised 

professional practices at those sites.  All expenses related to these requirements are the 

responsibility of the student. 

 

DSU Health Information Management Programs does not discriminate against any student who 

may have an illness, disability, etc., but it is in the best interest of the student to make the site 

supervisor or the Clinical Coordinator aware of any problem that may affect his/her ability to 

complete the assigned activities. 
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Workerôs Compensation/Health Insurance Coverage 

 

In the event the facility at which you plan to complete your supervised professional practice 

requires either or both of the above insurance coverage, their purchase is your financial 

responsibility.  If such is a financial hardship, an option is to select a different site. 

 

 

Professional Liability (Malpractice) Insurance 

 

DSU purchases professional liability insurance coverage for students completing supervised 

professional practices by means of a charge upon registration for the supervised professional 

practice course.  Since the insurance coverage is written under a group blanket program, all 

students enrolled in the selected field experience courses have insurance coverage, at a savings 

to each student individually.   

 

The insurance plan provides $1,000,000/$3,000,000 blanket limits of liability (means that it 

will pay up to $1,000,000 for each claim up to a total of $3,000,000 in any one year).  The cost 

of the annual student premium will reflect the amount of the current premium paid to the 

insurance company by DSU.  The premium will be billed through the Business Office when 

you register for a supervised professional practice course.  You will pay only one premium per 

year, even if you complete more than one supervised professional practice in a year.  DSUôs 

coverage period is September 1 through August 31. 

 

Coverage is provided by the insurance company for claims arising out of a real or alleged 

medical incident when the injury being claimed is the result of an act of omission.  Payment of 

court costs is also provided.  Legal counsel and claims adjusters are immediately available to 

aid and defend you without cost. 

 

The policy is an ñOccurrence Form Policyò which means that you will be fully protected at any 

future date, even though your policy may not be in effect at that time, provided that your policy 

was in effect when the medical incident occurred. 

 

Students are covered for malpractice related to their normal curriculum, studies and 

assignments 24 hours a day, working in or out of school. 

 

Many supervised professional practice facilities require evidence of malpractice coverage 

before students can enter for training.  Certificates of insurance can be provided by contacting 

the Health Information Management Programôs Clinical Coordinator. 

 

Security Background Check 

 

Should a student desire to complete a supervised professional practice or coding experience at a 

healthcare facility requiring security (criminal) background checks, this may be done at the 

studentôs expense.  The HIM Program Director will provide guidance to assist the student in 

completing this requirement.  You may wish to visit www.fbi.gov/hq/cjisd/fprequest.htm for 

information on requesting a background check.  Students must comply with any requirements 

of a facility for any specific agency and review for felony and/or misdemeanor charges. 

http://www.fbi.gov/hq/cjisd/fprequest.htm
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GLOSSARY 

 

Accreditation Exam              Test administered by Prometrics on behalf of AHIMA.  By                   

successfully passing this exam, the individual earns the right to                                                            

use the designation Registered Health Information Technician 

(RHIT). 

  

AHIMA    American Health Information Management Association 

 

BIS               College of Business and Information Systems ï Room 101, East  

                                                Hall ï 256-5165 

 

CCA    Certified Coding Associate 

 

CAHIIM  Commission on Accreditation of Health Informatics and 

Information Management Education (CAHIIM).   This is the 

accrediting agency for the Health Information Programs. 

 

Clinical Coordinator Individual responsible for coordination of supervised 

professional practice experiences. 

 

Credentialed Having earned the right, through passing the registration or 

accreditation exam to use the designation RHIA or RHIT. 

 

Dean Person with administrative responsibilities for the College of 

Business and Information Systems. 

 

DSU Dakota State University 

 

DSTôs  Domains, subdomains, and tasks; based on the Standards and 

Guidelines  from AHIMA. 

 

Health Information Professors who teach HIM courses. 

Management Faculty 

 

Health Information  An individual working in the field of health information.   

Management Practitioner Generally, an RHIT or RHIA. 

 

HIA Health Information Administration 

 

HIT Health Information Technology 

 

Practicum See Supervised professional practice 

 

Program Director Individual performing the administrative duties for the Health 

Information Management Program. 

 

Quality Management The efforts of health care professional and institutions in 

providing evidence that the quality of medical services offered 

are appropriate. 
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Registration Exam      Test administered by Prometrics on behalf of AHIMA.  By                   

successfully passing this exam, the individual earns the right to                                                            

use the designation Registered Health Information Administrator 

(RHIA). 

 

Risk Management A program developed to control liabilities for human errors and 

equipment failures.  The goal is to control preventable risks and 

keep to a minimum the incidents for which the institution can be 

held liable. 

 

RHIA Registered Health Information Administrator 

 

RHIT Registered Health Information Technician 

 

 

SDHIMA South Dakota Health Information Management Association 

 

Site Supervisor Individual at the supervised professional practice site who is 

responsible for supervision of the students at the site. 

 

Standards and Guidelines Policy documents which provide minimum standards for 

educational programs. 

 

Supervised Professional  Real life experience in a health information setting focusing on 

Practice  application of knowledge and abilities learned in the classroom. 

 

Syllabus Document explaining course context, grading procedure, 

requirements, text and various other notes to the students. 
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STUDENT ACKNOWLEDGEMENT / AGREEMENT  

HEALTH INFORMATION MANAGEMENT PROGRAMS 

DAKOTA STATE UNIVERSITY 

Madison, South Dakota 

 

It is your responsibility to read, understand and abide by all policies and requirements of 

Dakota State University and the Health Information Management Programs.  These are found 

in the Health Information Management Programs Student Handbook, Trojan Handbook, and 

DSU Catalog.  Please note in particular the requirements for enrollment, successful completion 

of coursework, and graduation (i.e., HIA admission process, general education requirements 

and proficiency testing, supervised professional practice forms, minimum grade and GPA 

requirements, professional/state HIMA meeting attendance, AHIMA membership, tuition and 

fees, transfer credits, etc.).  Please sign this agreement and submit it to your academic advisor 

by the end of your first semester at DSU.  This signed agreement will be kept in your advisee 

file. 

 

CONFIDENTIALITY S TATEMENT  

 

I have received training dealing with the importance of confidentiality and I have read the HIM 

Program Student Handbook information regarding confidentiality.  I understand and agree that 

in the performance of my duties as a student of the Health Information Management Programs, 

I must hold all confidential information in confidence.  This includes information gained 

through university coursework on campus and/or external experiences (i.e. field trips, 

supervised professional practices, HIM Club projects etc.).  I understand that any violation may 

result in immediate dismissal or punitive action. 

 

I have read, understand, and agree to abide by all the policies and requirements outlined in the 

Health Information Management Programs Student Handbook. 

 

_______________________________                                      ____________________ 

             Studentôs Signature               Date 

 

_______________________________       ____________________ 

             Advisorôs Signature               Date 
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                                                               Attachment A 

  

 Health Information Management Programs 

 Dakota State University 

 Madison, South Dakota 

 

 

 HIA ADMISSION ASSESSMENT PROCESS QUESTIONNAIRE 

 

 

Please type or print in ink all entries: 

 

 

Name:___________________________________ 

 

 

 

EDUCATIONAL SUMMARY: 

 

(If desired you may attach a resume for the history portion of this questionnaire.) 

 

Date began at Dakota State University (Month, Year):_______________________ 

 

Date began HIA Program if different from above (Month, Year): _____________ 

 

 

Colleges Attended (List most recent first): 

 

 

College                          Location (City, State)                        Year and Degree 

 

 

 

 

 

 

 

High School Diploma 

 

Name of School: ___________________________________________________________ 

 

Location (City, State): _______________________________________________________ 

 

Rank in Class (Include size of class):_________________ Year: _____________________
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ACTIVITIES: 

 

Within the last five years, list the activities you participated in and the positions you held.   

Include activities in your church, volunteer and professional organizations, high school and college. 

 

   Name of Activity                             Position Held 

 

 

 

 

 

 

AWARDS AND HONORS: 

 

List name of award, organization sponsoring the award, and date received. 

 

 

 

 

 

WORK EXPERIENCE: 

 

Job title and place of business.  List most recent first.  Specify part-time (PT) or full-time (FT). 

                                                   Length of Time 

                                                   From Mo/Yr to  Mo/Yr 

________________________________________ ______________________________ 

 

________________________________________ ______________________________ 

 

________________________________________ ______________________________ 

 

________________________________________ ______________________________ 
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On another sheet of paper, please respond to the following.  Include the question in your response. 

 

 RESPONSIBILITIES: 

 

A.   List your current responsibilities; include number of credits carrying in school, employment,  

workstudy, family including number of children and their ages, clubs or  

 memberships of groups and, if  applicable, responsibilities within the club/group. 

 

     B.  List your leisure time activities. 

 

     C.  Describe your methods for handling these commitments. 

 

 PROBLEM-SOLVING EXPERIENCE: 

 

 Describe a situation with which you were confronted, that required you to identify the  

 objective/problem, consider possible alternative solutions/courses of action, select the best 

 alternative and carry it through to resolution.  Describe the situation, the alternative solutions  

 and the one you  selected.  Evaluate the outcome. 

 

3.  CAREER CHOICE: 

 

 Why do you wish to become a health information manager?  What factors influenced your choice? 

 

 SELF-RECOMMENDATION: 

 

 Write a self-recommendation, including any personal, academic or work related qualifications  

 which would justify your being given the position of a health information manager. 

 

 OTHER: 

 

    Please include any additional information you would like to be considered. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Studentôs Signature __________________________________ 

 

Date__________________________________                     
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             Attachment B 

 

Health Information Management Programs 

Dakota State University 

Madison, South Dakota 

 

 

HIA ADMISSION ASSESSMENT CRITERIA FORM  

 

                                         Name _______________________________ 

                          

 

The following criteria will be used to assess the potential of each HIA student for success as a health  

information manager.  The following scale will be used to rate each criterion. 

 

          0 = Unsatisfactory 

 

          1 = Needs improvement 

            

          2 = Satisfactory or at level appropriate for  

                 the status of the student in the HIA Program. 

 

          3 = Very good or above the level of the studentôs 

                 status in the HIA Program. 

 

____  1. Goal oriented ï sense of purpose, accurate knowledge of the profession. 

 

____  2. Organized ï meets deadlines. 

 

____  3. Effective Communication Skills (Average of A and B) 

 

    _____a. Oral ï articulate, good listener. 

 

    _____b. Written ï content, organization and writing skills. 

 

____  4. Conscientious ï persistent, dependable. 

 

____  5. Flexible/resilient ï open minded, adjusts rapidly to changing situations, overcomes setbacks  

  without becoming bitter. 

 

____  6. Self motivated ï self starter, independent worker, shows initiative, energetic. 

 

____  7. Inter-personal skills ï relates well to people, shows respect for others, tact. 

 

____  8. Positive attitude ï optimistic, has a sense of humor, enthusiasm. 

 

____  9. Maturity ï seldom loses temper, accepts responsibility for own actions, poise/composure. 

 

____ 10. Ability to handle stress. 
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____ 11. Problem solving/decision making ability ï able to develop ideas, able to analyze and evaluate  

   ideas and situations, logical reasoning, resourceful. 

 

____ 12.  Assertiveness ï confidence in self, presentation.  

 

____ 13. Ability to make decisions/leadership ability ï logical reasoning, problem solving abilities, extracurricular     

activities, work experience. 

 

____ 14.  Professional personal appearance for the interview. 

 

____ 15.  Academic ability. 

 

     HIM GPA ____ 

 

     Cumulative GPA ____         OR  RHIT Certification ____              

 

 

Recommendations from Assessment Process: 

 

 

 

 

 

 

 

 

 

 

Total Score: ______ 

 

 

*(A minimum score of 30 is required for admission into the HIA Program.) 

 

 

 

         ___________________________________ 

           Team Member/Date 

 

 

Studentôs Comments: (optional) 

 

 

 

 

         ___________________________________ 

           Student/Date 
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Attachment C 

 

DSU HIM PROGRAMS 

FACULTY REFERENCE FORM  

 
HIA Admission Process 

 

FACULTY:   Please respond to the following questions and indicate your association with the student. 

 

Name of Student ____________________ Date of Reference _____________________ 

 

Association with Student                 Present Instructor  Past Instructor 

(Check all that apply)                 Advisor                 Other____________ 

Please answer the following by indicating on the scale where you feel the student best fits.  Feel free to comment. 

 

  Scale:  Poor = 1--------------5 Excellent N = No Opinion 

 

The Student: 

 

1.  Exhibits good oral communication skills      N  1  2  3  4  5 

 

     Comments: 

 

 

 

 

 

 

 

2.  Exhibits good written communication skills     N  1  2  3  4  5  

 

     Comments: 

 

 

 

 

 

 

3.  Relates well to peers and faculty       N  1  2  3  4  5 

 

     Comments: 

 

 

 

 

 

4.  Demonstrates a positive, optimistic attitude     N  1  2  3  4  5 

 

     Comments: 
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5.  Demonstrates leadership and problem-solving skills    N  1  2  3  4  5 

 

     Comments: 

 

 

 

 

 

 

6.  Demonstrates a mature attitude and demeanor     N  1  2  3  4  5 

 

     Comments: 

 

 

 

 

 

 

7.  Appears organized and meets deadlines      N  1  2  3  4  5 

 

     Comments: 

 

 

 

 

 

 

8.  Exhibits self-confidence and/or assertiveness     N  1  2  3  4  5 

 

     Comments: 

 

 

 

 

 

 

9.  Appears flexible and/or resilient in response to      N  1  2  3  4  5  

     changes in assignment, schedules, situations 

 

     Comment: 

 

 

 

 

 

 

10.  Appears to be self-motivated       N  1  2  3  4  5 

 

       Comment: 

 

 

 

 

 

 

Please comment on any other attitude or area you feel necessary to provide additional information regarding this 

studentôs strengthôs and/or weaknesses. 

 

_______________________________     __________________ 

                  Name/Title          Date 
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Attachment D 

 

 

 

Health Information Management Programs 

Dakota State University 

Madison, South Dakota 

 

HIA ADMISSION ASSESSMENT ï ACADEMIC SUMMARY  
 

          NAME:_______________________ 

     

 

RHIT Certificate  _____________ 

 

 

                      OR  

 

                                                          Grade * 

 

HIM 130  Basic Medical Terminology (2 credits)         ______ 

HIM 150  Introduction to the Health Information Management  (3 credits)   ______ 

HIM 160  Health Care Coding Systems (3 credits)     ______ 

HIM 170  Legal Aspects of Health Information Management (3 credits)   ______ 

HIM 250  Alternate Site Health Information Management (2 credits)   ______ 

HIM 252  Basic Foundations of Health Data Systems (3 credits)    ______ 

HIM 260  Fundamentals of Human Diseases  (5 credits)    ______ 

HIM 262  Advanced Coding (3 credits)      ______  

HIM 264 Healthcare Reimbursement Methodologies   (1credit)         ______ 

HIM 265  Management of Quality and Related Functions (4 credits)   ______ 

HIM 285  Supervised Professional Practice (2 credits)     ______ 

                   

NOTE:  Grades for courses are to be completed by Advisor or by  

    Registration and Academic Records Office. 

 

 

Cumulative GPA of HIM Courses:                     **     

 

Overall Cumulative GPA:        ______ *** 

 

 

 Indicate an ñEò if the student is currently enrolled in the course. 

 

**   Must be 2.7 or greater for admission to the HIA Program.  A minimum  

       grade of a ñCò in each HIM course is also a requirement. 

    

*** Must be 2.25 or greater for admission to the HIA Program. 
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                      Attachment E 

 

Dakota State University 
 

Release Form (for use in the HIA Admission Process) 

 

 
I authorize my faculty advisor to complete the HIA ADMISSION ASSESSMENT ï 

ACADEMIC SUMMARY form.  In addition, I authorize HIM Program faculty members to 

provide necessary information to the HIA program. 

 

 

Name  ___________________________________________________________ 
 

Soc. Sec. Number  _________________________________________________ 
 

Address  _________________________________________________________ 
 

_________________________________________________________________ 
 

 

Phone  ___________________________________________________________ 

 

 
 

 

 

Signature _______________________   Date __________   

 



 64 

                                                                                                                                      Attachment F1 

 

SUPERVISED PROFESSIONAL PRACTICE REQUEST 
 

Student: ____________________________________________ Phone Number: ______________________ 

 

Program:   HIT     HIA      Advisor: ____________________________ 

 

Please indicate which Supervised Professional Practice(s) you wish to register for and please include preferred 

dates, and site(s) and other information as requested.  Note the pre-requisites as listed. 

 

 

 HIM 285   Two week practical work experience in an  

                     acute care facility of less than 100 beds.  

                     Pre-requisites: At least a ñCò in HIM 130,  

                     150, 170 and HIM 260 and permission of 

instructor. 

 

 

DATES: _____________________________________ 

 

ALTERNATES: _______________________________ 

 

LOCATION: __________________________________ 

 

ALTERNATES: _______________________________ 

 

 

Comments:  ___________________________________ 

 

_____________________________________________ 

 

  

 HIM 286    One week practical work experience in a non- 

                      traditional setting (i.e., non-hospital).    Pre- 

                      requisites: At  least a ñCò in HIM 160, 250,  

                      252, 260, 262, 265 and 285 and permission of   

instructor . 

 

DATES: ________________________________________ 

 

ALTERNATES: __________________________________ 

 

LOCATION: _____________________________________ 

 

ALTERNATES: __________________________________ 

 

 

Comments:  ______________________________________ 

 

________________________________________________ 

 

 

 HIM 287   Three week practical experience in acute  

                     facility of more than 100 beds. Pre-requisites: 

                     At least a ñCò in HIM 160, 252, 260, 262, 

                     265, 285, successful completion  

                     of CIS 325 and permission of instructor. 

 

 

DATES: ______________________________________ 

 

ALTERNATES: _______________________________ 

 

LOCATION: __________________________________ 

 

ALTERNATES: _______________________________ 

 

 

Comments:  ___________________________________ 

 

_____________________________________________ 

 

  

 HIM 485  Four week management practicum in acute  

                    facility of more than 200 beds.  Pre-requisites:  

                    At least a ñCò in all HIM courses, acceptance 

                    into the HIA Program and permission of   

                    instructor. 

 

 

DATES: ________________________________________ 

 

ALTERNATES: _________________________________ 

 

LOCATION: ____________________________________ 

 

ALTERNATES: _________________________________ 

 

 

Comments:  _____________________________________ 

 

_______________________________________________ 

 

Please refer to the Health Information Management Programs Student Handbook for details of forms to be filled out. 

 

If you need help in a site selection, visit with your advisor or the program director. 

 

Return this form to Dorine Bennett, Health Information Management Programs Director, East Hall, Rm. 3. 
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Attachment F2 

CODING EXPERIENCE REQUEST 
 

 

 

Student: ____________________________________________ Phone Number: _____________________ 

 

Program:  Coding Certificate     Advisor: ___________________________ 

 

Please indicate the coding experience you wish to register for and please include preferred dates, and site(s) and 

other information as requested.  Note the pre-requisites as listed. 

 

 

 HIM 283    One week practical work experience in an acute care facility with inpatient/outpatient cervices.    Pre-

requisites: At  least a ñCò in HIM courses (130,  150, 160, 170, 250, 260, 262) , instructor permission. 

 

DATES: ________________________________________ 

 

ALTERNATES: __________________________________ 

 

LOCATION: _____________________________________ 

 

ALTERNATES: __________________________________ 

 

 

Comments:  ______________________________________ 

 

________________________________________________ 

 

 

Please refer to the Health Information Management Programs Student Handbook for details of forms to be filled out. 

 

If you need help in a site selection, visit with your advisor or the program director. 

 

Return this form to Dorine Bennett, Health Information Management Programs Director, East Hall, Rm. 3. 
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Attachment G 

 

 

STUDENT PROFIL E 

 

Name: 

 

Supervised professional practice:  _____  HIM 283 (40 hours) coding experience 

_____  HIM 285 (80 hours) hospital 

     _____  HIM 286 (40 hours) non-hospital 

     _____  HIM 287 (120 hours) hospital 

     _____  HIM 485 (160 hours) management practicum, hospital 

 

Facility: 

 

 

Student Background (Hometown, education history, employment history, how became interested in HIM 

professional): 

 

 

 

 

 

 

 

 

The following are my short/long term career goals: 

 

 

 

 

 

 

 

 

I have found the following health information management classes/functions very enjoyable: 

 

 

 

 

 

 

 

 

I have found the following health information management classes/functions to be my least favorite: 

 

 

 

 

 

 

 

 

The reason I requested to come to your facility is because: 
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I hope to gain experience in the following areas while performing this supervised professional practice: 

 

 

 

 

 

 

 

 

I feel that I have received significant experience in the following areas and prefer minimal exposure during this 

supervised professional practice: 

 

 

 

 

 

 

 

 

Locations of supervised professional practices to date: 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE TO STUDENTS 

 

The information provided by this profile will in no way jeopardize the opportunity for you to participate in a 

supervised professional practice as it will be shared with the site supervisor only after acceptance of the 

student has been received. 
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Attachment H 

Health Information Management Program 
 

Student Name: __________________________________________  Date of Birth: _____________ 

 

Sex: ______  Telephone: _________________________  Cell Phone: ________________________ 

 

 

TB Testing 
 

Date Given Date Read Results (Induration) Facility that Administered TB test Signature of Nurse 

     

 

 

 

 
Authorization for Release of Health Information 

 

I authorize the release of this health information / immunizations to DSU faculty or any clinical provider associated 

with providing educational experiences for the DSU Health Information Management Program. 

 

Certification Statements 

 

I have no physical condition that would endanger the health, safety, or welfare of the patients, employees or others 

that I would come in contact with during my supervised professional practices or educational experiences. 

 

I certify that I can perform the required tasks of the supervised professional practices without accommodations. 

 

Student Signature: ______________________________________________   Date: ______________ 
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Attachment I1 

 

HEALTH INFORMATION MANAGEMENT PROGRAMS  

Dakota State University 

 

Mission Statement 
It is the mission of the Health Information Management Programs to prepare students for 

professional and technical areas of health information management in hospitals, clinics, and 

related health facilities and agencies. 

Goals 

 

1. The Health Information Management Programs will encourage and facilitate a dynamic, 

positive and effective learning environment for students. 

2. The Health Information Management Programs will encourage and facilitate professional 

development and scholarship of the faculty and staff. 

3. The Health Information Management Programs will develop and promote faculty and 

student relationships with professional organizations and health facilities and agencies. 

 

Health Information Administration Programs  

06-07 

Goals Objectives Standards 
1.  The Health Information 

Management Programs will 

encourage and facilitate a 

dynamic, positive and effective 

learning environment for 

students. 

1.  Program graduates will 

demonstrate the HIM entry-level 

competencies. 

1  80% of graduates responding to a survey 

(1-year and 3-years post-graduation) 

indicate satisfaction with knowledge of 

academic area as it relates to their 

positions.  

  2.  90% of HIA students will score at 50% 

or higher on the DSU HIA Major Field 

Assessment Test.  

  3.  100% of individuals writing the 

registration exam within the reporting 

year will pass the exam. 

  4. 100% of HIA graduates will have earned 

at least a minimum grade of "C" in all 

HIM-prefix courses.  

  5.  80% of employers responding to a 

survey regarding graduates (one year 

post-graduation) rate the graduatesô 

knowledge of academic area as it relates 

to their positions as good or very good. 

  6.  DSU examinees will test at or above the 

national average in 70% of the exam 

topic areas on the certification exam. 

 2. The HIM curriculum will 

include, at minimum, the 

required knowledge clusters 

with content and experiences to 

enable students to meet current 

entry level competencies. 

1.  All HIA domains, subdomains, and 

tasks will be included in program 

coursework. 

  2.  Curriculum will include supervised 

professional practices experiences in 

acute care hospitals and other non-

traditional sites. 
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3.  HIM curriculum will provide students 

with hands-on course experiences that 

will simulate HIM functions. 

 3.  The HIM Program will enhance 

the skill level of students in the 

area of information systems. 

1.  80% of employers responding to a 

survey regarding graduates (one year 

post-graduation) rate the graduates' 

overall computer knowledge as good or 

very good. 

  2.  80% of graduates responding to a 

survey (one year and three years post 

graduation) indicate satisfaction with 

overall computer knowledge. 
  3.  80% of graduates will obtain at least a 

C in required CIS and CSC courses. 

  4.  90% of students satisfactorily complete 

HIM 287's IS project according to site 

supervisor critique. 

2.  The HIM Programs will 

encourage and facilitate 

professional development and 

scholarship of the faculty and 

staff. 

1.  Faculty will demonstrate current 

knowledge, skills, qualifications 

and professional development in 

the content areas they teach. 

1.  100% of the faculty of the HIM 

Program will be enrolled in or complete 

education for advanced degrees. 

  2.  100% of the faculty will meet 

AHIMAôs requirements for continuing 

education for credentialed practitioners. 

3.  The Health Information 

Management Programs will 

develop and promote faculty and 

student relationships with 

professional organizations and 

health facilities and agencies. 

1.  The HIM program will 

demonstrate responsiveness to 

the needs of the community(ies) 

of interest. 

1.  80% of graduates responding to a 

survey three years post-graduation will 

indicate that their jobs are related to 

their major field of study. 

  2.  85% of the HIA graduates registered 

with the DSU Career Services Office 

will find employment within their field 

within four months of graduation. 

  3.  At least one facility request to HIM 

Club for project assistance received 

each academic year will be accepted. 

  4.  Faculty and students will be actively 

involved with professional HIM 

organizations at committee, board, 

program or service levels. 

  5.  HIM curriculum will include content 

suggested by HIM practitioners and 

professionals. 
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Attachment I2 

 

HEALTH INFORMATION MANAGEMENT PROGRAMS  

Dakota State University 

 

Mission Statement 
It is the mission of the Health Information Management Programs to prepare students for 

professional and technical areas of health information management in hospitals, clinics, and 

related health facilities and agencies. 

Goals 

 

1. The Health Information Management Programs will encourage and facilitate a dynamic, 

positive and effective learning environment for students. 

2. The Health Information Management Programs will encourage and facilitate professional 

development and scholarship of the faculty and staff. 

3. The Health Information Management Programs will develop and promote faculty and 

student relationships with professional organizations and health facilities and agencies. 

 

Health Information Technology Programs  

06-07 

Goals Objectives Standards 
1.  The Health Information 

Management Programs will 

encourage and facilitate a 

dynamic, positive and 

effective learning 

environment for students. 

1.  Program graduates will 

demonstrate the HIM entry-level 

competencies. 

1.  100% of individuals writing the registration 

exam within the reporting year will pass the 

exam. 

 

 

 

 

 2.  100% of HIT graduates will have earned at 

least a minimum grade of "C" in all HIM-

prefix courses. 

 

 

 

 

 

 

 3.  80% of employers responding to a survey 

regarding graduates (one year post-

graduation) rate the graduatesô knowledge of 

academic area as it relates to their positions 

as good or very good. 

  4.  80% of graduates responding to a survey (1-

year and 3-years post-graduation) indicate 

satisfaction with knowledge of academic 

area as it relates to their positions.  

  5.  90% of HIT students will score at 50% or 

higher on the DSU HIT Major Field 

Assessment Test.  

  6.  DSU examinees will test at or above the 

national average in 70% of the exam topic 

areas on the certification exam. 

 2. The HIM curriculum will include, at 

minimum, the required knowledge 

clusters with content and 

experiences to enable students to 

meet current entry level 

competencies. 

1.  All HI T domains, subdomains, and tasks 

will be included in program coursework. 

  2.  Curriculum will include supervised 

professional practices experiences in acute 
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care hospitals and other non-traditional sites. 

 

 

 

 

 3.  HIM curriculum will provide students with 

hands-on course experiences that will 

simulate HIM functions. 

 3.  The HIM Program will enhance the 

skill level of students in the area of 

information systems. 

1.  80% of employers responding to a survey 

regarding graduates (one year post-

graduation) rate the graduates' overall 

computer knowledge as good or very good. 

  2.  80% of graduates responding to a survey 

(one year and three years post graduation) 

indicate satisfaction with overall computer 

knowledge. 
  3.  80% of graduates will obtain at least a C in 

required CIS and CSC courses. 

  4.  90% of students satisfactorily complete HIM 

287's IS project according to site supervisor 

critique. 

2.  The HIM Programs will 

encourage and facilitate 

professional development 

and scholarship of the 

faculty and staff. 

1.  Faculty will demonstrate current 

knowledge, skills, qualifications 

and professional development in the 

content areas they teach. 

1.  100% of the faculty of the HIM Program 

will be enrolled in or complete education for 

advanced degrees. 

  2.  100% of the faculty will meet AHIMAôs 

requirements for continuing education for 

credentialed practitioners. 

3.  The Health Information 

Management Programs will 

develop and promote 

faculty and student 

relationships with 

professional organizations 

and health facilities and 

agencies. 

1.  The HIM program will demonstrate 

responsiveness to the needs of the 

community(ies) of interest. 

1.  80% of graduates responding to a survey 

(three years post-graduation) will indicate 

that their jobs are related to their major field 

of study. 

  2.  85% of the HIT graduates registered with 

the DSU Career Services Office will find 

employment within their field or be accepted 

into the HIA Program within four months of 

graduation. 

  3.  At least one facility request to HIM Club for 

project assistance received each academic 

year will be accepted. 

  4.  Faculty and students will be actively 

involved with professional HIM 

organizations at committee, board, program 

or service levels. 

  5.  HIM curriculum will include content 

suggested by HIM practitioners and 

professionals. 
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Attachment I3 

 

HEALTH INFORM ATION MANAGEMENT PROGRAMS  

Dakota State University 

Mission Statement 

It is the mission of the Health Information Management Programs to prepare students for 

professional and technical areas of health information management in hospitals, clinics, 

and related health facilities and agencies. 

 

Goals 

1.  The Health Information Management Programs will encourage and facilitate a 

dynamic, positive and effective learning environment for students. 

2.  The Health Information Management Programs will encourage and facilitate 

professional development  and scholarship of the faculty and staff. 

3.  The Health Information Management Programs will develop and promote faculty 

and student relationships with professional organizations and health facilities and 

agencies. 
 

Healthcare Coding Certificate Program 

                                                                   06-07                                                                                    

Goals Objectives Standards Measurement Tool 

1. The Health 

Information           

Management 

Programs will 

encourage and 

facilitate a 

dynamic, positive 

and effective 

learning environ-

ment for students. 

1. To prepare 

graduates with the 

educational base 

needed to 

demonstrate the 

entry-level 

competencies as 

outlined by 

AHIMA  

1. 80% of Healthcare 

Certificate graduates 

(does not include double 

majors) responding to a 

survey 1-year and 3-

years post-graduation 

indicate satisfaction with 

knowledge of academic 

area as it relates to their 

position 

Review of graduate survey 

results 

  2. 80% of employers 

responding to a survey 

regarding graduates one 

year post-graduation rate 

the graduatesô knowledge 

of academic area as it 

relates to their positions 

as good or very good 

 Review of employer 

survey results 

  3. Healthcare Coding 

Certificate Program will 

maintain approval 

through the American 

Health Information 

Management Association 

Review of documentation 

of approval status 

  4. All coding certificate 

domains and tasks will 

be included in program 

coursework and will be 

evaluated at least 

annually 

Review of minutes of HIM 

Program faculty meetings  
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5. Curriculum review will 

be an agenda item for the 

HIM Programs Advisory 

Board meetings at least 

one time per academic 

year 

Review of HIM Programs 

Advisory Board minutes 

  6. 100% of students will 

perform satisfactorily 

during HIM 291 

Independent Study: 

Healthcare Coding 

Experience 

Review of evaluations from 

site supervisors for HIM 

291 experiences 

  7. 90% of Healthcare 

Coding Certificate 

students will score at 

50% or higher on the 

DSU Healthcare Coding 

Certificate Assessment 

Test 

Review of Assessment Test 

scores 

 2. To develop options 

for increasing the 

number of qualified 

applicants to and 

students in the 

coding certificate 

program 

1. HIM Program faculty 

will be involved in 

recruitment efforts 

through meeting with 

prospective students, 

increased public 

awareness of program 

activity, and preparation 

of recruitment 

literature/information, 

etc. 

Review of faculty 

Appendix F evaluation 

forms for reporting of 

services and/or review of 

minutes of HIM Program 

faculty meetings 

 

 

 

 2.    The HIM Program 

faculty will encourage 

and promote student 

involvement in the DSU 

Health Information 

Management Club 

Review of email 

announcements and/or 

review of minutes of HIM 

Program faculty meetings 

  3.    Student enrollment, 

recruitment and retention 

will be an agenda item 

for the HIM Programs 

Advisory Board 

meetings at least one 

time per academic year 

Review of minutes of HIM 

Programs Advisory Board 

meetings 

2. The HIM Programs 

will encourage and 

facilitate 

professional 

development  and 

scholarship of the 

faculty and staff. 

1. To enable the 

faculty and staff to 

maintain expertise 

and strengthen 

leadership role in 

education of HIM 

students 

1. The faculty of the HIM 

Programs will be 

enrolled in or complete 

education for advanced 

degrees. 

Review of faculty 

Appendix F evaluation 

forms 

  2. The faculty will meet 

AHIMAôs requirements 

for continuing education 

for credentialed 

practitioners 

 

Review of faculty 

Appendix F evaluation 

forms 

3. The HIM  1.   To promote the 1.    80% of Healthcare Review of graduate survey 
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Programs  will 

develop and 

promote faculty 

and student 

relationships with 

professional 

organizations and 

health facilities and 

agencies           

studentôs sense of 

commitment to the 

health information 

management 

profession 

Coding Certificate 

graduates (does not 

include double majors) 

responding to a survey 

three years post-

graduation will indicate 

that their jobs are related 

to their major field of 

study 

results 
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Attachment J1 

 
HIM Baccalaureate Degree Entry-Level Competencies 
Domains, Subdomains, and Tasks 

 
For 2005 and beyond 

I. Domain: Health Data Management 
A. Subdomain: Health Data Structure, Content and Standards 
1. Manage health data (such as data elements, data sets, and databases). 
2. Ensure that documentation in the health record supports the diagnosis and reflects the patientôs 
progress, clinical findings, and discharge status. 
3. Maintain processes, policies, and procedures to ensure the accuracy of coded data. 
4. Monitor use of clinical vocabularies and terminologies used in the organizationôs health information 
systems. 

 

B. Subdomain: Healthcare Information Requirements and Standards 
1. Develop organization-wide health record documentation guidelines. 
2. Maintain organizational compliance with regulations and standards. 
3. Ensure organizational survey readiness for accreditation, licensing and/or certification processes. 

 

C. Subdomain: Clinical Classification Systems 
1. Select electronic applications for clinical classification and coding. 
2. Implement and manage applications and processes for clinical classification and coding. 

 

D. Subdomain: Reimbursement Methodologies 
1. Manage the use of clinical data required in prospective payment systems (PPS) in healthcare delivery. 
2. Manage the use of clinical data required in other reimbursement systems in healthcare delivery. 
3. Participate in selection and development of applications and processes for chargemaster and claims 
management. 
4. Implement and manage processes for compliance and reporting such as the National Correct Coding 
Initiative. 

 

II. Domain: Health Statistics, Biomedical Research and Quality Management 
 

A. Subdomain: Healthcare Statistics and Research 
1. Manage clinical indices/databases/registries. 
2. Analyze and present data for quality management, utilization management, risk management, and other 
related studies. 
3. Utilize statistical software. 
4. Ensure adherence to Institutional Review Board (IRB) processes and policies. 

 

B. Subdomain: Quality Management and Performance Improvement 
1. Organize and coordinate facility-wide quality management and performance improvement programs. 
2. Analyze clinical data to identify trends. 
3. Analyze and present data for healthcare decision-making (such as demonstrating quality, safety, and 
effectiveness of healthcare). 

III. Domain: Health Services Organization and Delivery 
 

A. Subdomain: Healthcare Delivery Systems 
1. Monitor the impact of national health information initiatives on the healthcare delivery system for 
application to information system policies and procedures. 
2. Interpret, communicate, and apply current laws, accreditation, licensure and certification standards 
related to health information initiatives at the national, state, local, and facility levels. 
3. Analyze and respond to the information needs of internal and external customers throughout the 
continuum of healthcare services. 
4. Revise policies and procedures to comply with changing health information regulations. 
5. Translate and interpret health information for consumers and advocates. 
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B. Subdomain: Healthcare Privacy, Confidentiality, Legal, and Ethical Issues 
1. Coordinate the implementation of legal and regulatory requirements related to the health information 
infrastructure. 
2. Manage access and disclosure of personal health information. 
3. Develop and implement organization-wide confidentiality policies and procedures. 
4. Develop and implement privacy training programs. 
5. Resolve privacy issues/problems. 
6. Apply and promote ethical standards of practice. 

IV. Domain: Information Technology & Systems 
 

A. Subdomain: Information and Communication Technologies 
1. Implement and manage use of technology, including hardware and software, to ensure data collection, 
storage, analysis and reporting of information. 
2. Contribute to the development of networks, including intranet and Internet applications to facilitate the 
electronic health record (EHR), personal health record 
(PHR), public health, and other administrative applications. 
3. Interpret the derivation and use of standards to achieve interoperability of healthcare information 
systems. 

 

B. Subdomain: Data, Information, and File Structures 
1. Apply knowledge of data base architecture and design (such as data dictionary, data modeling, data 
warehousing, and so on) to meet organizational needs. 

 

C. Subdomain: Data Storage and Retrieval 
1. Apply appropriate electronic or imaging technology for data/record storage. 
2. Apply knowledge of database querying and data mining techniques to facilitate information retrieval. 
3. Implement and manage knowledge-based applications to meet end-user information requirements. 
4. Design and generate administrative reports using appropriate software. 

 

D. Subdomain: Data security 
1. Enforce confidentiality and security measures to protect electronic health information. 
2. Protect data integrity and validity using software or hardware technology. 
3. Implement and monitor department and organizational data and information system security policies. 
4. Recommend elements that must be included in the design of audit trail and data quality monitoring 
programs. 
5. Recommend elements that should be included in the design and implementation of risk assessment, 
contingency planning, and data recovery procedures. 

 

E. Subdomain: Healthcare Information Systems 
1. Compare and contrast the various clinical, administrative, and specialty service applications used in 
healthcare organizations. 
2. Apply appropriate systems life cycle concepts, including systems analysis, design, implementation, 
evaluation, and maintenance to the selection of healthcare information systems. 
3. Facilitate project management by integrating work efforts, as well as planning and executing project 
tasks and activities. 
4. Formulate planning, design, selection, implementation, integration, testing, evaluation, and support for 
organization-wide information systems. 
5. Apply ergonomic and human factors in interface design. 

V. Domain: Organization and Management 
 

A. Subdomain: Human Resources Management 
1. Manage human resources to facilitate staff recruitment, retention, and supervision. 
2. Ensure compliance with employment laws. 
3. Develop and implement staff orientation and training programs. 
4. Develop and implement continuing education programs. 
5. Develop productivity standards for health information functions. 
6. Monitor staffing levels and productivity, and provide feedback to staff regarding performance. 
7. Benchmark staff performance data. 
8. Develop, motivate, and support work teams. 

B. Subdomain: Financial and Resource Management 
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1. Demonstrate knowledge of financial management and accounting principles. 
2. Prepare and monitor budgets and contracts. 
3. Demonstrate and apply knowledge of cost-benefit analysis techniques to justify resource needs. 
4. Manage organization-wide coding and revenue cycle processes. 

 

C. Subdomain: Strategic Planning and Organizational Development 
1. Develop strategic and operational plans for facility-wide information systems. 
2. Assess organization-wide information needs. 
3. Facilitate retrieval, interpretation, and presentation of data/information appropriate to user needs. 
4. Demonstrate and apply principles of organization behavior to facilitate team building, negotiation, and 
change management. 

 

D. Subdomain: Project and Operations Management 
1. Apply general principles of management in the administration of health information services. 
2. Assign projects and tasks to appropriate staff. 
3. Implement process engineering and project management techniques to ensure efficient workflow and 
appropriate outcomes. 
 
4/20/2004 Education Strategy Committee 



 79 

Attachment J2 

 

HIM Associate Degree Entry-Level Competencies 

Domains, Subdomains, and Tasks 

 
For 2006 and beyond 

I. Domain: Health Data Management 
A. Subdomain: Health Data Structure, Content and Standards 
1. Collect and maintain health data (such as data elements, data sets, and databases). 
2. Conduct analysis to ensure documentation in the health record supports the diagnosis and reflects the 
patientôs progress, clinical findings, and discharge status. 
3. Apply policies and procedures to ensure the accuracy of health data. 
4. Contribute to the definitions for and apply clinical vocabularies and terminologies used in the 
organizationôs health information systems. 
5. Verify timeliness, completeness, accuracy, and appropriateness of data and data sources for patient 
care, management, billing reports, registries, and/or databases. 

 

B. Subdomain: Healthcare Information Requirements and Standards 
1. Monitor and apply organization-wide health record documentation guidelines. 
2. Apply policies and procedures to ensure organizational compliance with regulations and standards. 
3. Report compliance findings according to organizational policy. 
4. Maintain the accuracy and completeness of the patient record as defined by organizational policy and 
external regulations and standards. 
5. Assist in preparing the organization for accreditation, licensing, and/or certification surveys. 

 

C. Subdomain: Clinical Classification Systems 
1. Use and maintain electronic applications and work processes to support clinical classification and 
coding. 
2. Apply diagnosis/procedure codes using ICD-9-CM. 
3. Apply procedure codes using CPT/HCPCS. 
4. Ensure accuracy of diagnostic/procedural groupings such as DRG, APC, and so on. 
5. Adhere to current regulations and established guidelines in code assignment. 
6. Validate coding accuracy using clinical information found in the health record. 
7. Use and maintain applications and processes to support other clinical classification and nomenclature 
systems (such as ICD-10-CM, SNOMED, and so on). 
8. Resolve discrepancies between coded data and supporting documentation. 

 

D. Subdomain: Reimbursement Methodologies 
1. Apply policies and procedures for the use of clinical data required in reimbursement and prospective 
payment systems (PPS) in healthcare delivery. 
2. Support accurate billing through coding, chargemaster, claims management, and bill reconciliation 
processes. 
3. Use established guidelines to comply with reimbursement and reporting requirements such as the 
National Correct Coding Initiative. 
4. Compile patient data and perform data quality reviews to validate code assignment and compliance with 
reporting requirements such as outpatient prospective payment systems. 

 

II. Domain: Health Statistics, Biomedical Research, and Quality Management 
A. Subdomain: Healthcare Statistics and Research 
1. Abstract and maintain data for clinical indices/databases/registries. 
2. Collect, organize, and present data for quality management, utilization management, risk management, 
and other related studies. 
3. Compute and interpret healthcare statistics. 
4. Apply Institutional Review Board (IRB) processes and policies. 
5. Use specialized databases to meet specifi c organization needs such as medical research and disease 
registries. 

 

B. Subdomain: Quality Management and Performance Improvement 
1. Abstract and report data for facility-wide quality management and performance improvement programs. 
2. Analyze clinical data to identify trends that demonstrate quality, safety, and effectiveness of healthcare. 
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III. Domain: Health Services Organization and Delivery 
A. Subdomain: Healthcare Delivery Systems 
1. Apply information system policies and procedures required by national health information initiatives on 
the healthcare delivery system. 
2. Apply current laws, accreditation, licensure, and certification standards related to health information 
initiatives from the national, state, local, and facility levels. 
3. 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. 
3. Differentiate the roles of various providers and disciplines throughout the continuum of healthcare and 
respond to their information needs. 

 

B. Subdomain: Healthcare Privacy, Confidentiality, Legal, and Ethical Issues 
1. Participate in the implementation of legal and regulatory requirements related to the health information 
infrastructure. 
2. Apply policies and procedures for access and disclosure of personal health information. 
3. Release patient-specific data to authorized users. 
4. Maintain user access logs/systems to track access to and disclosure of identifiable patient data. 
5. Conduct privacy and confidentiality training programs. 
6. Investigate and recommend solutions to privacy issues/problems. 
7. Apply and promote ethical standards of practice. 

 

IV. Domain: Information Technology and Systems 
 

A. Subdomain: Information and Communication Technologies 
1. Use technology, including hardware and software, to ensure data collection, storage, analysis, and 
reporting of information. 
2. Use common software applications such as spreadsheets, databases, word processing, graphics, 
presentation, e-mail, and so on in the execution of work processes. 
3. Use specialized software in the completion of HIM processes such as record tracking, release of 
information, coding, grouping, registries, billing, quality improvement, and imaging. 
4. Apply policies and procedures to the use of networks, including intranet and Internet applications to 
facilitate the electronic health record (EHR), personal health record (PHR), public health, and other 
administrative applications. 

 

B. Subdomain: Data, Information, and File Structures 
1. Apply knowledge of data base architecture and design (such as data dictionary, data modeling, data 
warehousing) to meet departmental needs. 
 

C. Subdomain: Data Storage and Retrieval 
1. Use appropriate electronic or imaging technology for data/record storage. 
2. Query and generate reports to facilitate information retrieval. 
3. Design and generate reports using appropriate software. 
4. Maintain archival and retrieval systems for patient information stored in multiple formats. 
5. Coordinate, use, and maintain systems for document imaging and storage. 

 

D. Subdomain: Data security 
1. Apply confi dentiality and security measures to protect electronic health information. 
2. Protect data integrity and validity using software or hardware technology. 
3. Apply departmental and organizational data and information system security policies. 
4. Use and summarize data compiled from audit trail and data quality monitoring programs. 
5. Contribute to the design and implementation of risk management, contingency planning, and data 
recovery procedures. 

 

E. Subdomain: Healthcare Information Systems 
1. Participate in the planning, design, selection, implementation, integration, testing, evaluation, and 
support for organization-wide information systems. 
2. Use the principles of ergonomics and human factors in work process design. 
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V. Domain: Organizational Resources 
A. Subdomain: Human Resources 
1. Apply the fundamentals of team leadership. 
2. Organize and contribute to work teams and committees. 
3. Conduct new staff orientation and training programs. 
4. Conduct continuing education programs. 
5. Monitor staffing levels and productivity standards for health information functions, and provide feedback 
to management and staff regarding performance. 
6. Communicate benchmark staff performance data. 
7. Prioritize job functions and activities. 
8. Use quality improvement tools and techniques to monitor, report and improve 
processes. 

 

B. Subdomain: Financial and Physical Resources 
1. Make recommendations for items to include in budgets and contracts. 
2. Monitor and order supplies needed for work processes. 
3. Monitor coding and revenue cycle processes. 
4. Recommend cost-saving and efficient means of achieving work processes and goals. 
5. Contribute to work plans, policies, procedures, and resource requisitions in relation to job functions. 
 
 
6/23/2004 Education Strategy Committee 
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Attachment K1 

 


