CONTENTS

UNIT I: Environment of Health Information

CHAPTER 1 Health Care Delivery Systems 1
HEALTH CARE PROFESSIONALS 2 Tax Status 18
Physicians 2 Patient Population 19
Nurses 4 Services 19
Allied Health Professianals 6 Continuity of Care 19
Professional Organizations 7 Modern Models 20
Health Information Management 8 LEGAL AND REGULATORY ENVIRONMENT 22
Interdisciplinary Coltaboration 10 Federal 99
COMPARISON OF FACILITIES " State 23
Types of Facilities 1 Local 24
Facility Size 15 Accreditation 24
Ownership 17 Professional Standards 27
CHAPTER 2 Collecting Health Care Data 32
BASIC CONCEPTS 33 DESCRIBING DATA 44
Health 33 Building a Database 44
Data 33 Master Patient Index 45
iormation > ORGANIZATION OF DATA ELEMENTS IN
Health Information 35 A HEALTH RECORD 4
Data Collection 48
KEY DATA CATEGORIES 37 Paper 53
Demographic Data 38 Electronic Health Record 56
Socioeconomic Data 38 Advantages and Disadvantages 58
Financial Data 39
. DATA QUALITY 58
Clinical Data 40 Electronic Data Collection 58
MEDICAL DECISION MAKING 41 Quality Elements 59
oublective M DATASETS 61
jective 4 Defined Data Sets 62
Assessment 42
Plan 42
Outcome 42
CHAPTER 3 Electronic Health Records 67
THE EVOLUTION OF THE ELECTRONIC GOVERNMENT AND PRIVATE SECTOR
HEALTH RECORD 68 INTERVENTION 16
The Paper Recard 68 Private Sector 77
The Hybrid Record 68 Government Sector 77

The Electronic Health Record !



IMPLEMENTING AN ELECTRONIC Challenges 85

HEALTH RECORD 81 Data Exchange and Interoperahility 86
Standardization 81 The Future of the Electronic Health Record 87
Meaningful Use 82 Career Opportunities 88
Accessibility 83

UNIT IlI: Content, Structure, and Processing of

Health Information 92
CHAPTER 4 Acute Care Records 92
CLINICAL FLOW OF DATA 92 Nurses 107

The Order to Admit 93 Labaoratory Data 108

Initial Assessment 96 Radiology Data 109

Plan of Care 96 Special Records 109

Discharge 7 DISCHARGE DATA SET 12
CLINICAL DATA 97

Physicians 98
CHAPTER 5 Health Information Management Processing 116
DATA QUALITY 117 ELECTRONIC HEALTH RECORD MANAGEMENT 135

Timeliness 17 Electranic Health Record Processing Issues 135

Completeness 17 Record Assembly 135

Contrals 118 Scanning and Indexing 136
POSTDISCHARGE PROCESSING 122 Record Analysis 137

e Coding 138

Identification of Records to Process 123 A .

bstracting 138
Assembly 125 )
Q . . Storage and Retention 139
uantitative Analysis 126 .

. Transcription 139
Coding 130 .

) Release of Information 139
Retrieval 132 Workflow 140
Abstracting 132
Tracking Records While Processing 134 OTHER HEALTH INFORMATION

MANAGEMENT ROLES 1M
CHAPTER 6 Code Sets 144
CODING 144 ICD-0-3 154
Nomenclature and Classification 147 DSM-1V, DSM-IV-TR, and DSM-5 156
National Drug Codes 157

GENERAL PURPOSE CODE SETS 148 .

ICD-9-CM 148 Current Dental Terminology Codes 157

[CD-10-CM 148 USES FOR CODED CLINICAL DATA 157

ICD-10-PCS 150 Case Mix Analysis 159

HCPCS/CPT-4 151 Reporting 159
-=~"IAL PURPOSE CODE SETS 152 Comparative Analysis 158

JOMED-CT 152 Reimbursement 160



CHAPTER 7 Reimbursement

103
PAYING FOR HEALTH CARE 164 BILLING 197
TYPES OF REIMBURSEMENT 164 PATIENT FINANCIAL SERVICES 197
Insurance '8 CHARGEMASTER (CHARGE DESCRIPTION
Types of Health Insurance 168 MASTER) 197
Clinical Oversight 173
Entitlements 175 CHARGE CAPTURE 198
REIMBURSEMENT METHODOLOGIES 178 THE UNIFORM BILL 200
FEE FOR SERVICE 178 SUMMARY OF UHDDS DATA ELEMENTS 200
DISCOUNTED FEE FOR SERVICE 179 CMS-1500 204
PROSPECTIVE PAYMENT 179 CLAIMS REJECTIONS 204
CAPITATION 179 CLAIMS DENIALS 204
COMPARISON OF REIMBURSEMENT ERROR CORRECTION 206
METHODS 180 coLLecTION 206
PROSPECTIVE PAYMENT SYSTEMS 181 |MPACT OF CODING ON REIMBURSEMENT 206
History of Diagnosis Related Groups and Impact Codi )
. oding Quality 206
on Health Information Management and
. . Regulatory Issues 207
The Coding Function 182 Coding Compliance 507
Diagnosis Related Group Assignment 183 g P
Ambulatory Payment Classification 192
Payment Denials and Claims Rejections 193
Additional Prospective Payment Systems 194
CHAPTER 8 Health Information Management Issues in Other Care Settings 212
AMBULATORY CARE 213 AMBULATORY SURGERY 226
PHYSICIANS' OFFICES 214 Length of Stay 226
Settin 214 Settings 227
gs .
Services 216 Services 227
. Care Providers 227
Care Providers 216 .
Data Caliection Issues 217 Data Collection Issues 227
Data Sets 227
Data Sets 219 i dA ditat 597
Licensure and Accreditation 219 Icensure and Accreditation
EMERGENCY DEPARTMENT 221 OTHER INPATIENT HEALTH CARE SETTINGS 228
Settings 221 LONG-TERM CARE 228
Services 221 Length of Stay 228
Care Providers 221 Settings 229
Data Collection Issues 222 Services 230
Data Sets 222 Care Providers 230
Licensure and Accreditation 222 Data Collection Issues 231
Data Sets 231
RADIOLOGY AND LABORATORY SERVICES 223 . _
Settings 2724 Licensure and Accreditation 23
Services 225 BEHAVIORAL HEALTH FACILITIES 232
Care Providers 225 Length of Stay 232
Data Collection Issues 226 Settings 232
Licensure and Accreditation 226 Behavioral Health Services 232



Drug and Alcohol Rehabilitation
Care Providers

Data Collection Issues

Data Sets

Licensure and Accreditation

REHABILITATION FACILITIES
Length of Stay
Settings
Services
Care Providers
Data Collection Issues
Data Sets
Licensure and Accreditation

HOSPICE

232
232
233
233
234

234
234
235
235
235
236
236
236

237

Length of Stay

Services

Care Providers

Data Collection Issues
Licensure and Accreditation

OTHER SPECIALTY CARE

HOME HEALTH CARE
Settings
Services
Care Providers
Data Coliection Issues
Data Sets
Licensure and Accreditation

UNIT HI: Maintenance and Analysis of Health Information

237
237
237
237
238

238

239
239
239
239
239
241
24

CHAPTER 9 Managing Health Records 244
MASTER PATIENT INDEX 246 INFORMATION SYSTEMS 274
Development 247 Hardware and Software 275
Maintenance 249 Storage 275
Retention 249 Scanned Imaging and Electronic Storage 277
IDENTIFICATION OF PHYSICAL FILES 250 Cloud Computing 218
Alphabetical Filing 251 SECURITY OF HEALTH INFORMATION 219
Unit Numbering 254 Disaster Planning 280
Serial Numbering 255 Theft and Tampering 281
Serial-Unit Numbering 255 Destruction of Heaith Information 282
Family Unit Numbering 256 Restoration of Information Lost Inadvertently 283
Patient Accounting 257 RECORD RETENTION 283
LEGACY SYSTEMS 258 Retention Policy 284
Filing Methads 258 Facility Closure 284
Paper Record Storage Methods 261
Offsite Storage 267
CHART LOCATOR SYSTEMS 270
Manual Systems 2N
Computerized Systems 272
CHAPTER 10 Statistics 289
ORGANIZED COLLECTICN OF DATA 290 REPORTING OF DATA 303
Primary and Secondary Data 290 Reporting to Individual Departments 303
Creation of a Database 292 Reporting to Outside Agencies 304
Date gi‘;'lft”yv and postracting 252 STATISTICAL ANALYSIS OF PATIENT
INFORMATION 304
DATA RETRIEVAL 297 Analysis and Interpretation 304
Retrieval of Aggregate Data 298 Measures of Central Tendency 305
Retrieving Data 299 Measures of Frequency 309
Optimal Source of Data 300 Measures of Variance nm

Indices

30



PRESENTATION 314 Transfers 324
Line Graph 315 Census 395
Bar Graph 315 Bed Occupancy Rate 328
Histogram 317 Hospital Rates and Percentages 329
Pie Chart S18  REGISTRIES 330

ROUTINE INSTITUTIONAL STATISTICS 320 Tumor or Cancer Registry 331
Admissions 320 Trauma Registry 331
Discharges 321 Other Registries 331
Length of Stay 321 Vital Statistics 332
Average Length of Stay 322

CHAPTER 11 Quality and Uses of Health Information 335

USES OF HEALTH INFORMATION 336 Standardization and Accreditation 350

IMPROVING PATIENT CARE 336 Meldi.c.arg and Medicaid's Hospital Quality

nitiative 352

S e msemen O OF 457 MONITORING THE QUALITY OF HEALTH

INFORMATION 355

LICENSURE, ACCREDITATION, AND Data Quality Characteristics 356
CERTIFICATION 337 Quality Assurance 397

ADMINISTRATION 338 Performanc_e improvement 359

Benchmarking 363

R e oy uD, INCIDENCE OF MORTALITY 159 ORGANIZATION AND PRESENTATION

OF DATA 364

NATIONAL POLICY AND LEGISLATION 340 Meetings 364

DEVELOPMENT OF COMMUNITY AWARENESS Performance Improvement Tools 365
OF HEALTH CARE ISSUES 341 HEALTH CARE FACILITY COMMITTEES 370

Medical Staff Committees 370

LITIGATION 34T Health Information Management Committee 372

EDUCATION 342 Infection Control Committee 372

RESEARCH 343 Safety Committee 373

MANAGED CARE 243 HEALTH INFORMATION IN QUALITY
The National C ittee for Quality A 344 ACTIVITIES 373

e National Committee for Quality Assurance Quantitative Analysis 273
MARKETING 344 Qualitative Analysis 374
THE QUALITY OF HEALTH CARE 345 Cinica) Pathways 376

tilization Review 377

QUALITY MANAGEMENT THEORIES 346 Case Management 377
Deming 347 Risk Management 378
Juran 347
Crosby 347

HISTORY AND EVOLUTION OF QUALITY
IN HEALTH CARE 348

Medical Education

348



UNIT IV: Legal and Supervisory Issues in Health Information

CHAPTER 12 Confidentiality and Compliance 383
CONFIDENTIALITY 384 Authorized Disclosures 402
Definition 384 Defective Authorizations 404
Legal Foundation 384 Exceptions 404
Scope 384 Special Consents 405
Legislation 38 PREPARING A RECORD FOR RELEASE 405
HEALTH INSURANCE PORTABILITY AND Validation and Tracking 405
ACCOUNTABILITY ACT 386 Retrieval 405
Privacy Regulations 387 Reproduction 406
Protected Health Information 387 Certification 406
Uses and Disclosures 388 Compensation 406
Natice of Privacy Practices 389 Distribution 407
Patient Rights 339
HITECH Expansion of HIPAA 291 INTERNAL REQUESTS FOR INFORMATION 408
SENSITIVE RECORDS 408
ACCES.S . . 333 Employee Patients 408
Continuing Patient Care 393 Legal Files 408
Reimbursement 393
Health Care Operations 393 FEDERAL, CORPORATE, AND FACILITY
Litigation 394 COMPLIANCE 409
Licensure 409
CONSENT 339 Accreditation 410
Informed Consent 399 C i an
Admission 399 Pon;p |a.nce| Standard a
Medical Procedures 400 rofessional standaras
RELEASE OF INFORMATION 402
Required Disclosures 402
Permitted Disclosures 402
CHAPTER 13 HIM Department Management 414
HUMAN RESCURCES 415 Goals and Objectives 430
Budget 430
ORGANIZATION CHARTS 47 Planning for EHR Migration and Implementation 432
Facility Organization 418
Delegation 419 DEPARTMENT POLICIES AND PROCEDURES 435
HIM Department Organization 420 HEALTH INFORMATION PERSONNEL 437
HIM DEPARTMENT WORKFLOW 422 Job Descriptions 437
Workload and Productivity 424 Job Analysis 440
Prioritization of Department Functions 426 Performance Stand_a_rds anm
EVALUATION OF DEPARTMENT OPERATIONS cvaluating Productivty 442
mployee Evaluations 443
AND SERVICES 426 Hiring HIM Personnel 445
Postdischarge Processing 427
Concurrent Processing 427 DEPARTMENT EQUIPMENT AND SUPPLIES 452
Electronic Record Processing 428 Squ_Iies_ 453
DEPARTMENT PLANNING 29 Ié/lomtonqg Use of Department Resources 454
L rganomics 454
Mission 429
Vision 429



CHAPTER 14 Training and Development 459
ORIENTATION 460 HIM Department and Outside Agencies or Parties . 475
Organization-Wide Qrientation 460 Written Communication 475
Health Info_rmation Management Department DEPARTMENT MEETINGS 477
Orientation 263
iical Staff Orientati 163 Agenda 478
Clinical Staff Urientation Meeting 478
TRAINING AND DEVELOPMENT 466 Minutes 479
Planning a Training Session 466 Meeting Records 480
Calendar of Education 468
Inservice Education 469 WORK TEAMS 480
Educating the Public 470 LEABERSHIP 481
Continuing Education 471
COMMUNICATION 474
Employee-to-Employee Communication 475
HIM Department and Physicians 475
Appendix A Sample Paper Records 484
Appendix B Electronic Documentation 513
Appendix C Minimum Data Set 3.0 521
Appendix D Using Microsoft Excel to Perform Calculations h42
Glossary 549
Index 564

Abbreviation List

586



