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Part I - INTRODUCTION

INTRODUCTION to the Program of Health Information Management

Entering students will begin their professional education in health information management.  Students will be learning the body of knowledge of health information management.  Skills and techniques associated with this body of knowledge will enable them to enter a professional career.  The primary objective of the profession is to support the provision of quality health services.  As professionals, students will work with many other practitioners in the various health care fields.  These practitioners will contribute their professional expertise to the students’ body of knowledge.  However, as professionals, students will also contribute their alternative perspectives to practitioners’ body of knowledge.

This handbook is designed as a general information reference for the students during the professional phase of their course of study in the academic degree program of health information management, Department of Health Services and Information Management, School of Allied Health Sciences, East Carolina University.  Students must also follow university policies as outlined in the Undergraduate Catalog and Course Registration Schedule.

HISTORICAL BACKGROUND

In 1969, the Department of Medical Record Administration was organized to offer a baccalaureate degree program in medical record administration.  The academic program accepted its first student in 1970.  Since that time, more than 450 students have completed degree requirements and have graduated with a Bachelor of Science degree.  In 1993, the degree program was renamed health information management.  In 2002, the department was enlarged to offer another related academic degree and, consequently, was renamed the Department of Health Services and Information Management.

The curriculum of the health information management program is designed following the HIM Baccalaureate Degree Program Standards for an accredited educational program for the health information administrator.  The HIM baccalaureate program is accredited by the Commission on the Accreditation for Health Informatics and Information Management Education (CAHIIM).  The program was last surveyed in April 2004, and is fully accredited.

MISSION STATEMENT

Adopted 1994

Revised:
May 18, 1999

Revised:
January 28, 2000

Approved:
February 1, 2000

Revised:
May 13, 2003

Approved:
May 13, 2003

The primary purpose of the program is to prepare competent entry-level health information professionals for a variety of roles.  These roles are within the health care delivery system and other agencies and organizations throughout the region and state.  A secondary purpose is to provide continuing education, support, and consultation for health care professionals throughout the region.  These purposes are accomplished through teaching, research, and service.

GOALS AND OBJECTIVES
Created and Adopted:  May 1997

Revised:  May 1998, May 1999, July 2001, October 2001, January 2002, Revised July 2002, Revised April 2003, Revised August 2003, May 2004, Revised November 2005, Revised August 2006, Revised August 2009
Student-Centered Goals (1 to 3)
Institutional linkage:  Mission:  “The university is dedicated to educational excellence….”  “The university is committed to developing each learner’s ability to discover, evaluate, and communicate knowledge.”

University Goal(s):  ECU Goal 2D:  Provide opportunities and experiences that encourage students to develop to their fullest potential both in and out of the classroom.  ECU Goal 5A:  Ensure that its graduates are technologically competent in their fields of study.

1.  Graduates will demonstrate entry-level competencies similar to graduates of comparable programs nationally. 

a.
The overall mean score of the graduates on the national registration examination will be at or above the national mean overall and on all subscales.

b.
The mean score of the graduates on the scale of “Overall Rating” on the CAHIIM Employer Survey will be 3 or higher (5-point scale).

2.  Graduates will demonstrate knowledge of health information systems. 

a.
The mean score of the graduates on the national registration examination on the subscale of Health Information Systems (IV.E) will be at or above the national mean (100%).

b.
The mean score of the graduates on the subscale of “Knowledge Base” [A.1.; Has (Have) the knowledge necessary to function in this job] on the CAHIIM Employer Survey will be 3 or higher (5-point scale).

3.  Graduates will be prepared to communicate effectively in the workplace. 

a.
The mean score of the graduates on the subscale of “Communicate effectively” (C.1.) on the CAHIIM Employer Survey will be 3 or higher (5-point scale).

b.
Eighty-five percent or more of the respondents will state that their college education contributed “very much” or “somewhat” to their development in “writing skills” and “speaking skills” on ECU’s Graduating Senior Survey Department Report.
Program-Centered Goals (4 to 7)
Institutional linkage:  Mission:  “East Carolina University … is committed to meeting the educational needs of North Carolina.…”

University’s Goal(s):  ECU Goal AE:  “Improve recruitment….”

4.  The program will recruit academically proficient students to fill its seats. 

a.
The program will have 18 enrolled students who have 2.5 GPAs.
5.  The program will retain enrolled students. 

a.
Yearly attrition will not exceed 34%.
6.  The program will graduate enrolled students. 

a.
Seventy-five percent of full-time students enrolled in the program will graduate within 4 years of enrollment in the program.
7.  The program will produce satisfied graduates. 

a.
The mean score of the graduates on the subscale of “Knowledge necessary to function in their current job” (A.1.) on the CAHIIM Graduate Survey will be 3 or higher (5-point scale).
b.
Eighty-five percent or more of the respondents will evaluate the quality of instruction in their major as “excellent” or “good” (as opposed to “fair” or “poor”) on ECU’s Graduating Senior Survey Department Report.

Community of Interest-Centered Goals (8 to 9)

Institutional linkage:  Mission:  “The service mission of East Carolina University … is to provide leadership and to engage in partnerships supporting … health care and human services … and regional development….”

University’s Goal:  ECU Goal 4B:  Provide leadership and information for sustainable economic development … especially for underserved populations and rural communities.”

8.
The Community of Interest will be served by future HIM professionals representing the diversity of the workplace. 

a.
The numbers of enrolled students will include >2% who are male and >5% who represent members of ethnic groups, thus, exceeding proportions in the profession.
9.  The Community of Interest will be served by having HIM professionals entering the workplace. 

a.
Seventy percent of respondents to the CAHIIM Graduate Survey will have HIM-related jobs within 6 months of graduation.
AHIMA PROFESSIONAL DEFINITION

Health information management improves the quality of health care by insuring that the best information is available to make any health care decision.  Health information management professionals manage health care data and information resources.  The profession encompasses services in planning, collecting, aggregating, analyzing, and disseminating, individual patient and aggregate clinical data.  It serves the health care industry including:  patient care organizations, payors, research and policy agencies, and other health care-related industries (Committees on Professional Development 1999 and 2000).

Health information management is a dynamic career with many diverse job opportunities.  At the heart of the profession’s information responsibilities are records, both computer-based and paper, of individuals’ health care.  The health information professional orchestrates the collection of many kinds of documentation from a variety of sources, monitors the integrity of the information, and ensures appropriate access to the individual record.

Many of the day-to-day activities of health information managers relate to their administrative and managerial responsibilities.  These responsibilities include:


designing, implementing, and maintaining automated and manual health information systems;


determining health information policies;


developing the departmental budget;
· hiring, supervising, and evaluating employees;
· providing in-service education;
· serving on organizational committees; and 
· assisting with research

Specifically, the individual holding a baccalaureate degree in Health Information Management possesses the expertise to develop, implement and/or manage healthcare data collection and reporting systems to assure the quality, integrity, availability and preservation of healthcare data, while also assuring patient safety, privacy, confidentiality and security of health information maintained whether electronic or paper-based. In an e-health environment, these processes and systems are needed to support authorized users and decision makers.
Roles for Baccalaureate Graduates:

· Business Process Engineer 
· Clinical Data Analyst

· Clinical Documentation Coordinator

· Clinical Research Associate

· Clinical Vocabulary Manager

· Compliance Officer

· Consultant

· Data Quality Manager

· Data Sets, Nomenclature, and Classification Standards Developer

· Data Translator

· Educator (with additional education)

· Health Consumer Advocate

· Health Data Information Coordinator

· Health Information Services Department Manager (Director, Assistant Director, Supervisor)

· Health Information System Designer

· Privacy or Security Officer

· Project Manager

· Quality Improvement Manager

· Reimbursement Manager

· Revenue Cycle Manager

· Software Developer

· Software Trainer
Part II – ACADEMIC PROGRAM 

EAST CAROLINA UNIVERSITY

HEALTH INFORMATION MANAGEMENT

COLLEGE OF ALLIED HEALTH SCIENCES
Sample Course of Study
FRESHMAN YEAR

	Fall Semester
ENGL 1100  (3)

BIOL 1050, 1051 ( 3, 1)

MATH 1065  (3)

EXSS 1000  (1)

HLTH 1000  (2)

Hum/Fine Arts ( 3)

TOTAL

16                                                                      
	
	Spring Semester
ENGL 1200 (3)

BIOS 1500 (3)

Social Sciences (6)
Hum/ Fine Art s  (3)

TOTAL

15



	
	
	


SOPHOMORE YEAR

	Fall Semester
BIOL 2130, 2131 ( 4,1)

ECON 2113 (3)

HSMA 2000 (3)

Hum/Fine Arts ( 2)

TOTAL
13 
	
	Spring Semester
MIS 2223 ( 3)

Social Science ( 3)

Hum/Fine Arts ( 2)

HIMA 3000 (3)

HIM-app Elec (4)

TOTAL
  15

	
	
	


JUNIOR YEAR

	Fall Semester
HSMA 3030 (4)

HSMA 3025 (3)

HIMA 3113 (3)

HIMA 3120 ( 3)

HSMA 3050 ( 3)

TOTAL
16
	
	Spring Semester
HSMA 3035 (3)

HSMA 3020 ( 3)

HIMA 3118 ( 3)

HIMA 3032 ( 3)

HIMA 3142 (3)

TOTAL
15

	
	
	


Summer Session 1

HSMA 4055 (3)

TOTAL           3

SENIOR YEAR

	Fall Semester
HSMA 4010 (3)

HIMA 4075 ( 3)

HIMA 3148 ( 3)

HIMA 4153 (3)

HIMA 4160 (3)

TOTAL
15
	
	Spring Semester
HIMA 4030 (3)

HSMA 4050 (3)

HIMA 4138 (3)

HIMA 4165 (3)

HIMA 4081 (1)

HSMA 4905 ( 5)

TOTAL
18


ECU Requirements:  120 s.h. minimum for graduation, 30 hours in discipline, 60 hours (one-half) in senior college

HIM Requirements:  126 s.h. ; > 30 hrs in major and > 50%; 64 hours at ECU (one-half at senior college)

 ejl 12-9-02 ejl 03-30-2007 ejl 04062009 

Health Information Management – Sample Course Check List

Name: 









Date: 

Banner ID:

	Foundations Curriculum (formerly General Education)  Requirements


	Course
	No
	S.H.
	Grade
	Sem
	
	Course
	No
	S.H.
	Grade
	Sem
	
	Course
	No.
	S.H.
	Grade
	Sem

	English (6 s.h.) WI
	
	Health and PE (3 s.h.)
	
	Math (3 s.h.)

	ENGL
	1100*
	
	
	
	
	HLTH
	1000
	2
	
	
	
	
	
	
	
	

	ENGL
	1200*
	
	
	
	
	EXSS
	1000
	1
	
	
	
	MATH
	1065
	3
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sciences (8 s.h.)
	
	Humanities and Fine Arts (10 s.h.)

[At least 1 Humanities & 1 FA required] 
	
	Social Sciences (12 s.h.)

[At least 3 courses in different disciplines]

	BIOL
	1050
	3
	
	
	
	
	
	
	
	
	
	ECON 
	2113
	3
	
	

	BIOL
	1051
	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	BIOL
	2130
	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	BIOL
	2131
	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	HIM Cognates and Core Courses


	Cognates (7 sh)
	
	Core Courses (71 sh)
	
	Electives 

	BIOS
	1500
	3
	
	
	
	HSMA
	2000
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	3000
	3
	
	
	
	
	
	
	
	

	MIS
	2223
	3
	
	
	
	HIMA 
	3032
	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	3113
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	3118
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	3120
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	3142
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	3148
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA 
	4030
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	4075*
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA 
	4081
	1
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	4138
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA*
	4153*
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	4160
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HIMA
	4165
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	3020
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	3025
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	3030*
	4
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	3035
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	3050
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	4010
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	4050
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	4055
	3
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	HSMA
	4905
	5
	
	
	
	
	
	
	
	


*WI – 12 s.h. required

126 s.h. required for graduation

· 64 from senior college: ( 30 s.h. and ( 50% of major from ECU

Effective 02/2003 

Revised 09/03/06

Revised 03/14/08

Revised 07/09/09

Revised 05/24/2010

East Carolina University

College of Allied Health Sciences
Health Information Management

Course of Study

Three (3) Year Proposal

1st Summer Session


2nd Summer Session

HIMA 3000 (3)




HSMA 2000 (3)




TOTAL
6


Year One
Fall Semester



Spring Semester










HSMA 3030 (4)



HSMA 3035 (3)



HIMA 3120 (3)



HSMA 3020 (3)


HIMA 3113 (3)



HIMA 3118(3)






TOTAL       10



TOTAL   9
Year Two
Fall Semester



Spring Semester






HSMA 3050 (3)


HIMA 3142 (3)

HSMA 4055 (3)


HIMA 3032 (3)
HSMA 3025 (3)


HIMA 4030 (3)

HSMA 4010 (3)


TOTAL        9
TOTAL        12



Year Three

Fall Semester



Spring Semester


HIMA 3148 (3)



HSMA 4050 (3)

HIMA 4160 (3)



HIMA 4081
(1)

HIMA 4075 (3)



HIMA 4138
(3)

HIMA 4153 (3)



HIMA 4165 (3)

TOTAL       12



HSMA 4905 (5)







TOTAL         15
ECU Requirements:  120 s.h. minimum for graduation, 30 hours in discipline, 60 hours (one-half) in senior college
HIM Requirements:  126 s.h.; ≥ 30 hrs in major and ≥ 50%; 64 hours at ECU (one-half at senior college)

ejl 12-9-02
mmb Revised – 10/2005

mmb Revised – 5/2006

mmb Revised – 2/2007

mmb Revised – 7/2008

mmb Revised – 7/2009
ADMISSION AND SELECTION

GENERAL INFORMATION

General information on admission and selection is available in the Undergraduate Catalog. Please note: The on-line web-based version is considered the official ECU undergraduate catalog.   

TECHNICAL STANDARDS

Technical standards for the admission and graduation of students have been developed under the premise that the student who:


can be reasonably expected to meet such standards on admission,


maintains the validity of this expectation throughout his or her progress through the curriculum, and 

meets the minimal level of competence established for each course, will graduate.
With reasonable accommodations, the student must be able to:


Retrieve information via lecture, videotape, slides, class discussion, texts, computer-assisted instruction, films, and audiocassettes; communicate his or her level of understanding and raise questions for clarification.


Demonstrate the ability to successfully carry out assignments for each professional practice experience.

Understand and follow instructions from staff and faculty members of the Program of Health Information Management; communicate his or her level of understanding; and raise questions for clarification.
After appropriate instruction, with minimal assistance from others, the student must be able to meet the domains, subdomains, and task competencies for health information administrators as listed elsewhere in this handbook.

NOTE: Due to projected changes in the certification requirements of the Council on Certification of the American Health Information Management Association, this bachelor's program will be discontinued.  The last semester for matriculation of part-time students into the bachelor's program is Fall 2010.  The last semester for matriculation of full-time students into the bachelor's program is Fall 2011.  Students should plan to complete this bachelor of science in health information management by May 2013.
GRADING SYSTEM: EVALUATION OF ACADEMIC PERFORMANCE

Grades for class work are based on East Carolina University’s system:  A-excellent, B-good, C-average, D-barely passed, F-failed, I-incomplete.  Faculty members will publish numerical ratings in each course syllabus.

Students who are absent from intermediate tests and quizzes with an excuse acceptable to the instructor or an official university excuse from the Office of the Provost or his or her designee will be given a makeup test or an excuse from taking the test at the discretion of the instructor.

Methods of evaluation for the Allied Health Management Experiences are included in the course materials.

HIM applicants must earn a minimum grade of C in all ECU foundation, cognates and core courses to qualify for entry in the HIM program.

 HIM majors must complete all HIMA, and HSMA major courses with a C or better.  A student earning a D in any of the major courses must petition the program for probationary continuation and will be required to repeat the course.
   ( Consequences for earning less than a C in any required course are provided below.
	HSIM Standard - Academic Difficulty Matrix 

	Infraction
	Consequence

	1 D or F
	Repeat the course

	2 Ds or Fs
	PROBATION: Advisor will counsel student on ability to complete the program and repeat the course(s)

	3 Ds or Fs
	DISMISSAL from the program


STUDYING IN INTERNET-BASED COURSES OR SECTIONS

An Internet-based course or section requires the same intensity of study as its classroom equivalent.  Therefore, at the bare minimum, students should plan to allot time, each week, based on the following formula:

[(Number of credit hours) + (2 hours x number of credit hours)] = Time

For example, for a three credit hour course:

(3 hours) + (2 hours x 3) = 9 hours

As indicated, 2 hours per credit hour is bare minimum; in a professional program 3 hours per credit hour is recommended.  In the example, 2 hours would be replaced with 3 hours and the resulting time allotment would be 12 hours.

PROGRAM ACADEMIC PROCEDURE FOR CREDIT BY EXAMINATION

Students currently or formerly enrolled in the university may obtain credit by examination for a course in which they have had no class attendance or semester standing provided the course has been determined by the HIM program to be an appropriate course for credit without attendance.  Appropriate courses for credit by examination in the HIM Program are (a) 3000-level professional courses with the consent of the instructor except the professional practice experiences and (b) 4000-level professional courses with the consent of the instructor except for professional practice experiences.  Permission to take the examination must be obtained from the course instructor and the departmental chairperson at least one month in advance of the intended date of the examination.  Permission must also be obtained from the office of Undergraduate Advising and Academic Support in advance of the intended date of the examination.  Examinations are not permitted in courses in which a student has previously been enrolled as a regular student or as an auditor.  Distance education students may be required to come to campus to take the examination.  The applicant must pay to the university cashier in advance of the examination a fee based on the number of semester hours of the course being challenged ($10 per semester hour); this fee is not refundable.  The petition, receipted by the university cashier, must be shown to the instructor conducting the examination.  The instructor administers and reports the results of the examination to the Office of the Registrar within one week of the date of the approval by the Office of Undergraduate Advising and Academic Support.  Credits earned under this regulation are recorded with the grade achieved on the examination.  Credit earned by examination may not be used to reduce the minimum residence requirement.  Any student who receives a degree from East Carolina University must complete at least one-half the total hours required in the major discipline in regular class attendance.  Students are also referenced to the pertinent sections of the Undergraduate Catalog.

WRITING INTENSIVE REQUIREMENT
Students must fulfill the writing across the curriculum requirement of East Carolina University prior to graduation.  Each student must complete a minimum of 12 s.h. of writing intensive courses.  Faculty members have designed the program’s curriculum to meet this requirement.  The appropriate faculty committee has approved the following courses as writing intensive:  ENGL 1100, ENGL 1200, HIMA 4075, HIMA 4153, and HSMA 3030.  Students are responsible to evaluate whether their particular course work will meet the writing intensive requirement.

STYLE MANUAL

All documents produced for assignments and projects in the program’s courses shall follow the rules of APA Style, detailed in the 5th edition of the Publication Manual of the American Psychological Association, offer sound guidance for writing with simplicity, power, and concision. APA Style has been adapted by many disciplines and is used by writers around the world.
CULTURAL DIVERSITY

Students must complete at least one course, which exposes them to cultural diversity.  The program has designated the following course as meeting this requirement:  HSMA 4050.

INTERNET (WWW) AND HYBRID COURSES

Professional phase courses including the capstone experience are offered face-to-face and/or via the Internet.  Students will need to have access to a computer and will have to be very fluent in using the Internet; communicating through e-mail; downloading information from the internet; and using word processing packages.  Faculty members will only accept work done in Microsoft applications (Word, Excel, PowerPoint).  Faculty members will only use official ECU e-mail accounts.

Allied Health Management Experience (HSMA 4905)
GENERAL INFORMATION

This course provides opportunities for both the campus and DE student to learn more about the administrative responsibilities of the health information manager.  Based on academic considerations, faculty members will make the final determination of assigned activities.

All activities required in the program are educational and students are not substituted for paid staff.

However, after demonstrating proficiency, students may be permitted to undertake certain defined activities with appropriate supervision and direction (CAHIIM Standards, Section V. D.3.). 
Students may incur expenses during the professional practice experiences and the capstone. These expenses are the students’ responsibility.  Examples of expenses are:

*
Housing:  Students are responsible for locating housing and all associated costs.  The course instructor maintains files with limited information about potential housing.

*
Travel:  Students are responsible for all travel costs.

*
Parking:  Students are responsible for all costs incurred for parking.

*
Meals:  Students are responsible for costs incurred for meals.

REQUIREMENTS OF SITES for Students to Participate in the Allied Health Management Experience

Annual Health Exam.  Students that complete the capstone experience face-to-face must present evidence of good health prior at the beginning of fall semester of the senior year.  Evidence includes

*
a general physical exam;

*
negative tuberculin skin test (two PPDs timed one to three weeks apart; or chest x-ray if test is positive); and 
*
immunizations per North Carolina state law.
Prior to arrival on campus or at the very beginning of fall semester, senior students should have their physical exam and PPD tests and obtain a report of their immunization status.  Physical exams may be performed by the physician of the student’s choice. Student Health Services furnishes health forms for students who choose to use the Student Health Services.

This health requirement is a contractual stipulation of the professional practice sites.  Individual sites may impose additional medical requirements.  Faculty members will inform the students of these additional requirements as needed.

Professional Liability Insurance.  Professional liability insurance is required for each student and is provided by way of the blanket liability  carried by the College. This insurance is essential because many  sites will not accept a student for training who does not have liability insurance.  Faculty members provide information about the premium and its deadline in the summer prior to fall semester of the senior year.

Blood-Borne Pathogen Training.  Many professional practice sites require, as a contractual stipulation, that students have training in blood-borne pathogens prior to their capstone professional practice experience.  The faculty members will arrange this training.  Attendance is mandatory.

Criminal Background Check.  All sites that are accredited by the Joint Commission on the Accreditation of Healthcare Organizations require students to have a criminal background check.  To allow the greatest flexibility in assignment of students to sites, all students must have a criminal background check (January) the semester HSMA 4905 is scheduled.  Each student, with the assistance of a representative in the College of Allied Health Sciences, will complete this requirement. 

Drug Screening.  Drug screening is mandatory at some organizations.  East Carolina University and the Health Services and Information Management Department are not responsible for reviewing drug screens, ordering them, or paying for them.  A student, who cannot finish the course work of the professional curricula because of the results of a drug screen, will not graduate.  Neither East Carolina University nor the Health Services and Information Management Department will be held liable for the student's failure to graduate or failure to meet eligibility to sit for the national registration examination because of the results of a drug screen.

Other.  Sites may add other stipulations.

East Carolina University

Department of Health Services and Information Management

Policy on Criminal Background Checks

Created:  July 14, 2004

Revised: July 14, 2009
MANDATORY TRAINING FOR HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) OF 1996

Training on the policies and procedures to protect the privacy of health information is federally mandated under the Health Insurance Portability and Accountability Act (HIPAA) of 1996.  Students must complete this training prior to going to professional practice experiences and the capstone.  ECU provides a tutorial to deliver this training.  The link will be provided along with other requirements for HSMA 4905.

Students may access the training program as many times as they want.  At the end of the training, students take a quiz.  Students may not return to the training program after they begin the quiz.  At the end of the quiz, students obtain their score.  A score of 70 or higher is required  As proof of completion, students should print the score page, complete the requested information, and return the completed form to the HSIM 4905 instructor.

DISABILITY SUPPORT

East Carolina University seeks to comply fully with the Americans with Disabilities Act (ADA).  Students requesting accommodations based on a disability must be registered with the Department for Disability Support Services located in Slay 138 (252) 737-1016 (Voice/TTY).  The policies and procedures of the Department for Disability Support Services also cover requests for accommodations for a professional practice experience and for the capstone.  The program of Health Information Management requires at least one semester advance notice to identify appropriate practice sites and to arrange accommodations.

WITHDRAWAL AND REFUNDS OF TUITION AND FEES
Policies and procedures for withdrawal and for refunds of tuition and fees are available in the Undergraduate Catalog.
APPEALS

Policies and procedures for appeals are available in the Undergraduate Catalog.

Standards for Health Information Baccalaureate Degree

By the Commission on Accreditation for Health Information Management Education (CAHIIM)

http://www.cahiim.org and click of 2005 HIM Baccalaureate Degree Program Standards

AHIMA’s DOMAINS, SUBDOMAINS, AND TASK COMPETENCIES

HIM Baccalaureate Degree Entry-Level Competencies

Domains, Subdomains, and Tasks

For 2005 and beyond 

11/29/2004 Education Strategy Committee

I.
Domain:  Health Data Management

A.
Subdomain:  Health Data Structure, Content and Standards

1.
Manage health data (e.g. data elements, data sets and databases).

2.
Ensure that documentation in the health record supports the diagnosis and reflects the 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 organization’s 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 patient care 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 their caregivers.


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 (ex. data dictionary, data modeling, data warehousing) 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 information 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 selection of healthcare information 

systems.



3.
Facilitate project management by integrating work efforts and planning and executing project tasks and activities.


4.
Formulate the 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 new 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



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. 
PART III - ACADEMIC INTEGRITY AND ETHICS

ECU’S POLICY ON ACADEMIC INTEGRITY AND HONOR PLEDGE

Ethical conduct is required per ECU’s Code of Conduct and Academic Integrity Part III – policies:

http://www.ecu.edu/studenthandbook/policies.htm

Students in health information management are expected to adhere to recognized ethical principles during their college careers.  Accordingly, the student is reminded of the University policy on academic integrity published in the Undergraduate Catalog.

Academic integrity is expected of every East Carolina University student.  Academically violating the Honor Code consists of the following: cheating, unauthorized aid or assistance or the giving or receiving of unfair advantage on any form of academic work; plagiarism, copying the language, structure ideas, and/or thoughts of another and adopting those as one-s own original work; falsification, statement of untruth, either spoken or written, regarding any circumstances relating to academic work; and attempting any act which if completed would constitute an academic integrity violation as defined above. (p. 14)


The issues of integrity, honesty and confidentiality are especially critical in the area of health information management and are viewed as the “central core” of the profession.

The following definitions are provided to further emphasize the importance of these principles.

Plagiarism: Plagiarism is the act of presenting ideas, words, or organization of a source (published or not) as if they were one’s own, without acknowledgment of the original source.  Because instructors assume material presented by students is their own unless otherwise indicated, all quoted material must be in quotation marks, and all paraphrases, quotations, significant ideas, and organization must be acknowledged by footnotes or by some other form of documentation acceptable to the instructor for the course.  Plagiarism also includes presenting material, which was composed or revised by any person other than the student who submits it, as well as, the deliberate falsification of footnotes.  The use of the term “material” refers to work in any form including written, oral, or electronically produced (as in the case of computer files).

Cheating: Cheating includes buying, stealing, or otherwise fraudulently obtaining copies of examinations or assignments for the purpose of improving one’s academic performance.  During examinations or completing class work, it includes receiving oral information from and referring to unauthorized notes or other written information.  In addition, copying from others, either during examinations or in the preparation of assignments is a form of cheating.

Responsibility:  Anyone who knowingly assists in any form of academic dishonesty shall be considered equally guilty as the student who accepts such assistance.  Students should not allow their work to be copied or otherwise used by fellow students, nor should they sell or give unauthorized copies of examinations to other students.

Students sign an Honor Pledge upon admission to the University.  The Pledge comprises the previously described concepts of integrity.  Students accused of violating the Code of Conduct begin the resolution process by meeting with the Director of the Office of Student Conflict Resolution (OSCR) http://www.ecu.edu/studentlife/scr  . 

Program faculty members strictly enforce the University policy.  Any instance of academic dishonesty will result in appropriate action, such as the assignment of a failing grade on an assignment or examination or dismissal from the program.

American Health Information Management Association

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 the 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.

X.
Facilitate interdisciplinary collaborations in situation supporting health information practice.

XI.

Respect the inherent dignity and worth of every person.

Health Information Management

Allied Health Management Experience

Code of Conduct

HSMA 4905 will provide an initial opportunity to make a first impression in a professional setting and consequently you will want to present yourself as an entering professional in Health Information Management.

As a student in Health Information Management I understand that I am agreeing to serve as a representative of the Health Information Management program (HIM), the Health Services and Information Management (HSIM) Department, the College of Allied Health Sciences (CAHS), and East Carolina University (ECU) during my management affiliation.  As such, my conduct throughout this Applied Health Management Experience is a reflection on not only me personally, but also on HIM, HSIM, CAHS and ECU.

I agree to act in a professional manner and have a positive attitude.


I agree to be respectful of others.

I agree to thank people for their time and opportunity, both before and after meetings.

I agree to dress appropriately and as expected by the site.

I agree to be on time to the site and appointments.

I agree to assert myself and my ideas in an appropriate and tactful manner.

I agree to follow the facility’s rules and procedures.

I agree to protect the privacy and security of all patient information to which I have access.

I agree to protect the privacy and security of all organizational information to which I have access.

I agree to complete assignments/projects when due, follow directions for both the site preceptor and clinical instructor, and give the assignments/projects my best efforts.

I agree to maximize my time during my internship, ask questions and learn as much as I can, and give the internship my best effort.

I agree to remain drug and alcohol free and will not use controlled substances.
Link to ECU policy http://www.ecu.edu/cs-acad/ugcat/policies.cfm 

I agree that I will NOT conduct personal business during my time at my assigned site (e-mails, cell phones, internet, etc.) except during breaks or lunch.


I recognize that the potential repercussions for misconduct may include the following: a reduction in final grade; a revoked internship; probation; or academic suspension. The particular form of disciplinary action taken will be determined by the severity of the infraction as well as by the facility site preceptor’s evaluation.

_______________________________________

__________________

Name







Date

_______________________________________

__________________

HSMA 4905 Instructor





Date

PART IV – ACADEMIC REGULATIONS

ATTENDANCE AND PARTICIPATION REQUIREMENTS
University Policy (see Undergraduate Catalog, Class Attendance)

Students are expected to attend punctually all lecture and laboratory sessions and field experiences and participate in course assignments and activities as described in the course syllabus.  Absences are counted from the first class meeting, and absences because of late registration will not be automatically excused.  The student is held accountable for the work covered in each class meeting.

EACH INSTRUCTOR SHALL DETERMINE THE CLASS ATTENDANCE REQUIREMENT THAT IS FELT TO BE BEST FOR THE PARTICULAR COURSE.  The University policy, along with other course requirements, will be presented to the class, preferably in writing, at the beginning of the semester.

Instructors are expected to recognize and honor University excused absences.

Personal illness, death of an immediate family member, and student participation in religious holidays are considered excused absences.

Program Requirements on Absences and Tardiness

1. 
The Undergraduate Catalog in the section on Academic Regulations promulgates the university policy on class attendance.

2.
Face-to-face sessions and face-to-face departmental orientations may be necessary.  Sufficient advanced notice will be provided.

3. 
Students in professional programs shall attend promptly all scheduled classes, on-line experiences, on-site experiences, and field trips.

4. 
Students shall notify their respective instructor(s) prior to an absence.  With no exceptions, students who cannot contact the instructor during regular hours shall leave a message on the instructor’s voice-mail or e-mail.

5. 
Students shall submit to the instructor(s) justification for an absence after returning to their respective classes.

6. 
Students are responsible for all class work missed, regardless of the reason for the absence.  It is the students’ responsibility to obtain all information, such as announcements, schedule changes, class notes, handouts, outlines, posted notices, etc. distributed during the missed class session.  Students are responsible for any exercises, projects, etc. assigned or due on that date.

7. 
Instructors shall define the requirements for make-up quizzes and exams in their respective courses.  Students should also reference the section on the “Grading System” for requirements related to absences during intermediate tests and quizzes.

8. 
Students shall report to the Office of Undergraduate Advising and Academic Support extended absences due to illness or other circumstances beyond their control.

DRESS CODE

Professional attire is expected during professional activities.

The appearance and behavior of students as they participate in professional activities influence the perceptions that others have of them, the Program of Health Information Management, the College of Allied Health Sciences, and East Carolina University.  Accordingly, the faculty members in the HIM Program, in conjunction with the site directors, established guidelines for professional attire.  Students shall adhere to the dress code when they are in a professional setting.  Examples of profession settings include: on site-experiences, seminars, student presentations, field trips, and the presence of guest speakers during regularly scheduled class sessions.

1. Each student shall present an overall appearance of being neat and well groomed.

2. Clothing shall be clean and neat.

3. Attire intended for informal or casual wear shall not be worn in the professional setting.  Examples of 

     informal or casual wear:

a. 
Jeans, skirts, and dresses in denim fabric

b. 
Clothes made of any type of form-fitting, stretch material, such as spandex and lycra.

c. 
Shorts (dress, casual, or city)

d. 
T-shirts (including those having spaghetti straps or exposing the midriff)

e. 
Athletic Wear

4. Dresses and skirts shall not be more than two (2) inches above the knee.

5. Pants and slacks shall be worn with a belt, when appropriate, and fit comfortably.

6. Tattoos and undergarments shall not be visible.

7. Appropriate leg and foot attire, such as socks, shall be worn at all times.

8   Shoes shall be clean, in good repair, presentable, and protective of the feet.  Athletic shoes or casual 

      sandals shall not be worn.

9. Cosmetics and jewelry shall not be worn in excess.

10. The use of any type of fragrance (including those found in make-up, hair products, lotions, etc.) should be avoided.

11. Identification badges or tags shall be worn as designated by each site.

12. Remember: You represent:  (a) yourself as a future employee, (b) the profession, (c) your faculty 

      members, (d) the Program of Health Information Management, (e) the College of Allied Health Sciences, 

      and (f) East Carolina University.

ANNOUNCEMENTS

Students must monitor their ECU e-mail accounts for program and university announcements.  The program’s faculty and staff do not use personal e-mail accounts to notify and contact students.

ADVISEMENT OR GUIDANCE

Program Role (Intervention Guidelines)

Guidance is available to assist students in understanding course content and in observing program standards and practices and to provide counseling or referral for problems that may interfere with the students’ progress through the program.  The program’s standards are as follows:

1. 
The Program provides on its web site access, for each student, to its Student Handbook.

2.
Students are required to read the Student Handbook.

3.
Students are required to sign the “Acknowledgement” to affirm that they have read and understand the contents of the Student Handbook.

4.
Faculty members encourage students to seek academic assistance.  Faculty members offer academic assistance and counseling to students whose academic difficulty is apparent.  Faculty members use various strategies of academic assistance as appropriate.  These strategies include, but are not limited to, the following: tutoring outside of class or additional exercises, materials, and readings.  Also, as appropriate, faculty members refer students to the Department of Disability Support Services, Student Health Services and other university services.

5.
See “Grading System” for the standard related to earning a D or F in cognate or major courses. 

6.
Faculty members do not counsel students to consider other majors unless their academic records indicate that the changes are appropriate and to the student’s advantage.

7.
Faculty members advise intended health information majors about the requirements related to grades in cognate and prerequisite courses and to the competitive nature of acceptance into the program.  The program also publishes this information in the Undergraduate Catalog.

Faculty Role

Faculty members hold regular office hours for appointments.  Faculty members post these hours or provide them on the course materials.  Students should plan to make appointments because faculty members occasionally have school or university responsibilities that unavoidably take the faculty members out of their offices during their usual office hours.

Faculty members encourage students to seek academic assistance and other advisement.  During pre-registration and registration periods, faculty members will assist students with their schedules and answer any other questions.  Faculty members encourage students to meet with them to discuss job opportunities, career plans, or other long-range goals.

Student Role

Assessment of Progress toward Graduation.  Students are responsible to periodically review their academic credits and the requirements for graduation to determine their progress toward graduation.

Senior Summary.  The Senior Summary lists (a) the courses that the student has completed and (b) the courses and the number of hours that the student needs to complete in order for the student to be declared eligible for graduation.  The student and the adviser will complete the Senior Summary at the beginning of fall semester of the senior year.  The Senior Summary is then forwarded to the Registrar’s Office for filing and review.

Application for Graduation.  The application for graduation must be filed in the Registrar’s Office no later than two semesters prior to completions of all requirements.  Campus students should go to the Registrar’s Office to obtain the document to complete.  Distance students should contact the Registrar’s Office to obtain the document to complete.  The Application for Graduation is also available on-line with a link to form at the Office of the Registrar website.  The Senior Summary does not have to be on file in the Registrar’s Office to complete the application for graduation.    
Agreement for Success.  East Carolina University has developed a set of expectations that students must understand in order to be successful students at this institution of higher learning.  Students will complete the Agreement with their advisers.  The program includes in the Student Handbook pertinent excerpts from the Agreement to emphasize its importance: 

STUDENT-PARTNER AGREEMENT – In order to be a successful student at East Carolina University, I understand that:

*
I must pursue my education to the best of my abilities.

*
I should read carefully appropriate sections of my Undergraduate Catalog, including the sections on 


Academic Regulations, Undergraduate Studies, and appropriate sections on degree programs,


prerequisites, and course descriptions.

*
I should access and use the Undergraduate Catalog, the current Course Registration Schedule, check 


sheets, the planner, and other materials available to make informed decisions and to develop appropriate


questions.  The University Catalog is the contract of the university with the student and supersedes any


other printed material.

*
I must be my own best advocate, asking questions and seeking help as early and as often as necessary


(from advisers, instructors, academic support programs, etc.)

*
I am expected to devote a minimum of 45 hours per week to attending all scheduled classes and studying


(15-hour course load).

*
Working in any other occupation more than 10-20 hours per week while enrolled as a full-time student


could be detrimental to my academic progress.

*
I am responsible for my learning; my professors guide, facilitate, and focus my learning.

*
I must do my part to see that my tuition and fees are well invested in my education.

*
One of the goals of education is to become a life-long learner; I must seek to develop those skills, 


abilities, and ideas which will assist me throughout my life to grow and develop.

*
I am a citizen of the university and should expect to tender civility to and receive civility from all others 

at the institution.

DISABILITY SUPPORT

East Carolina University seeks to comply fully with the Americans with Disabilities Act (ADA).  Students requesting accommodations based on a disability must be registered with the Department for Disability Support Services located in Slay 138 (252) 737-1016 (Voice/TTY).

SUBSTANCE ABUSE POLICY
The highest standards of personal and professional conduct must be maintained by faculty, staff, and students.  Illegal or abuse use of alcohol and other drugs by members of the university community adversely affects the mission of the university and are prohibited.  See the sections entitled “Substance Abuse Policy” in the Undergraduate Catalog and Course Registration Schedule.

Part V 
STUDENT RESOURCES

 ECU
To access information vital to all students go to the ECU home page, click on “Current Students” in the menu line, then click on any of the links for additional information.  This page contains links to all the programs and services students use to stay connected on and off campus  The headings listed below are shown in the order they are on the opening page:
                         Left Column




Right Column

Academics




Student Life


Special Programs




Students Safety & Wellbeing


Accounting, Financial Services


Athletics



Computer Resources


Student Media


Example
Accounting, Financial Services

Tuition and Fees

Financial Aid

Student Loans

Scholarships

Cashier’s Office
E-mail Etiquette

A Short Guide to Professional Communications

The use of e-mail as a medium for communication has steadily increased over the past few years.  Consideration must be taken when sending e-mail messages.  Health Information Management is a professional program and students are expected to present themselves as professionals in all communications with others.

Use this brief list of guidelines when developing and sending electronic communications.  As with any written communication, the primary goal is to send a clear and concise message that the recipient will understand.

1.
Treat e-mail messages as any professional communication.

· Keep messages short.

· Write complete sentences using proper punctuation.

· Spell words correctly – spell check does not catch words that are spelled correctly but used incorrectly (ex. there vs. their).

· Along with spelling and punctuation follow grammar and capitalization rules.

· Do not write in all CAPS – it appears that you are screaming at someone and it is also considered rude.

2.
Use your complete name.

· Make sure the recipient of your message knows who you are

Such names as sweetcheeks@yahoo.com or hotmama@aol.com do not inform the recipient as to whom the sender is.  Due to the threat of viruses, etc. the message may be deleted without being read.

3.
Include a subject in the subject line.

· Always state the reason for writing in the subject line.

· Include both the course and section # if the message to an instructor is about a course.

· Be specific and concise.

4.  
Follow these key pointers when sending any message.

· Begin by addressing the receiver and follow with a sentence on why you are writing.

      Dear Dr. Health Care,

                   I have a question about the format of the 2nd exam in HSMA 3025, section 601 . . . or


      I am a student in HSMA 3025.  I would like to schedule a time to meet with you.

· Keep the message short and to the point.

· Include your name at the end of the message.

· Be courteous. 

· Avoid sending messages when angry – “flames”.  Cool off before starting a “flaming” war.

· Avoid the “itchy finger” syndrome.  Read the message carefully before you hit send.

· Avoid the use of Emoticons (Smiley Faces).  While their use may be appropriate in informal messages they are not commonly acceptable in professional communications.

· Include previous e-mails so the receiver has the “whole story.”

5.
Consider confidentiality.

· Never include any confidential information in an e-mail message.

· E-mail is not confidential.

· Deleted messages remain on the institution’s server.

· Retrieved messages have been used as evidence.

6.
Apply these general principles.

· Check your ECU e-mail account daily for both program and university announcements.

· Use only your ECU e-mail address when sending messages versus a personal account.

· Notify ITCS (328-6866) and your program of any name changes. 

· Above all, use every opportunity available to enhance your communication skills. 

Revised July 13, 2006

Developed: July 24, 2003

Part VI – PROFESSIONAL ASSOCIATIONS

AMERICAN HEALTH INFORMATION MANAGEMENT ASSOCIATION (http://www.ahima.org)

Students enrolled full time in the program are eligible for student membership in the American Health Information Management Association.  Student membership in AHIMA is critical because it allows access to AHIMA’s Communities of Practice and, thus, to AHIMA’s on-line library holdings.

Students submit their student membership dues to the American Health Information Management Association.  Applications are available on-line at http://www.ahima.org and in the departmental office.  If students apply on-line, AHIMA will have the application processed within 48 hours.  If students provide an e-mail address when they apply, they are notified as soon as the application is processed.  If students apply through the mail, they need to allow enough time for the application to get to Chicago, for the check to be deposited in the bank, and for AHIMA staff members to process the application.  Again, if students provide an e-mail address, they are notified they day they are entered.  Access to Communities of Practice is immediate upon processing.

NORTH CAROLINA HEALTH INFORMATION MANAGEMENT ASSOCIATION (http://www.nchima.org/ )

Students enrolled full time in the program also are eligible for student membership in the North Carolina Health Information Management Association.  AHIMA’s student membership dues include the state dues.

COASTAL CAROLINA REGION: HEALTH INFORMATION MANAGEMENT ASSOCIATION

The local association is the Coastal Carolina Region.  The dues for the local association are not included in the student membership dues.  Annual dues cover registration fees for all regional meetings and for refreshments.  The student membership dues are $1.00.  Students are encouraged to attend local association meetings for professional development and networking opportunities.  Local association meetings are quarterly in September, December, February, and April.  Meeting sites rotate around the region.

BENEFITS OF PROFESSIONAL MEMBERSHIP

The faculty members encourage students to join the Association in order to receive the benefits of professional memberships.  Student members will receive the publications of these associations.  AHIMA publishes the Journal of the American Health Information Management Association monthly. As previously noted, student membership in AHIMA allows access to AHIMA’s on-line library holdings.  NCHIMA publishes Footprints quarterly. 

Part VII – STUDENT ASSOCIATION

STUDENT HEALTH INFORMATION MANAGEMENT ASSOCIATION (SHIMA)

The Student Health Information Management Association is the official campus organization representing the health information management majors.  Any student who has been accepted as a major is eligible for membership.  Meetings are held at regular intervals throughout the year.  The faculty members encourage students to attend these meetings and to participate in Association activities.

Revised: 

08/04

3/98

CONSTITUTION

of the

STUDENT HEALTH INFORMATION MANAGEMENT ASSOCIATION

EAST CAROLINA UNIVERSITY

Founding Date:  1979

ARTICLE I.  Name

The name of this Organization shall be: Student Health Information Management Association (SHIMA)

ARTICLE II.  Purpose

The purpose of this Association shall be to provide service to the school, university community, and profession; to promote the profession to the campus community and general public; to promote involvement in scholastic and professional aspects of the field of Health Information Management; and to provide the opportunity for fellowship among Health Information Management students.

ARTICLE III.  Members

Section 1.  The membership of this Association shall be open to members of the East Carolina University students, faculty, and staff.  There will be no discrimination of race, sex, sexual preference, creed, color, age, veteran status, sexual orientation, or disability with regards to the purpose of the Association.

Section 2.  Any ECU student, staff or faculty member shall be eligible for membership, provided that such a person shall be proposed by one member and seconded by another member of this Society.  A proposal for membership, signed by two endorsers, shall be sent to the Recording Secretary, who shall report it, together with the names of the sponsors, at the next regular meeting of the Society.   Voting upon the admission shall take place at the next regular meeting thereafter.  A two-thirds vote shall elect to membership.  A person so elected shall be declared a member of the Society upon payment of the initiation fee and the annual dues for the first year.

Section 3.  The initiation fee shall be ten dollars ($10.00).  The annual dues shall be twenty dollars ($20.00), payable in advance on or before October 1 of each year.  The Treasurer shall notify members one (1) month in arrears, and those whose dues are not paid within two (2) months thereafter shall be automatically dropped from membership in the Society.

Section 4.  Any member desiring to resign from the Society shall submit his/her resignation in writing to the Corresponding Secretary, who shall present it to the Executive Board for action.  No member’s resignation shall be accepted until all dues are paid.

Section 5.  Upon the signed recommendation of one member, seconded by another member and a three-fourths vote by ballot at the annual meeting, honorary life membership can be conferred upon a student, staff or faculty member of ECU who rendered notable service to the Society.  An honorary member shall have none of the obligations of membership in the Society, but shall be entitled to all of the privileges except those of making motions, of voting, and of holding office.

ARTICLE IV.  Officers

Section 1.  The officers of the Society shall be a President, Vice-President, a Recording Secretary, Historian, Treasurer, and the Adviser.  These officers shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the Society.

A.
President

1.
The President is the official spokesperson for the organization.

2.
The President presides over all meetings and is responsible for:

a.
Preparing the agenda for each meeting

b.
Opening and closing the meeting

c.
Calling on people to speak

d.
Keeping order and keeping the meeting on the topic being discussed

e.   Acting as a mediator when necessary

f.
Making the final decision in the case of a tie vote

3.
The President is responsible for keeping the Advisor(s) informed of all upcoming events.

4.
The President helps the organization to set goals

5.
The President encourages members to achieve their goals

6.
The President recognizes the accomplishments and contributions of members

7.
The President holds regular Executive Board meetings

B.
Vice-President

1.
The Vice-President takes over in the absence of the President.

2.
The Vice-President is responsible for creating and updating the organizational calendar.

3.
The Vice-President serves as the organization representative to the SGA.
4.
The Vice-President presides over all committees and is responsible for:


a.   Appointing committees needed to carry out functions


b.   Checking with the committee chairpersons to ensure that they are holding meetings 


      and are making progress toward established goals


c.   Assisting committee chairpersons when necessary

5.
The Vice-President may be assigned other responsibilities by the President.
C.
Recording Secretary

1.
The Recording Secretary takes accurate and complete minutes of all meetings.

2.
The Recording Secretary types and distributes minutes to all members.

3.
The Recording Secretary notifies all members of the place and time of meetings.
4.
The Recording Secretary works with the President to determine the agenda and ensure that the agenda is followed during meetings.

5.
The Recording Secretary maintains accurate meeting attendance records.

6.
The Recording Secretary maintains accurate records and files of all organization business.

D.
Corresponding Secretary 
1.
The Corresponding Secretary must handle organization correspondence including letters and thank you notes.

2.
The Corresponding Secretary is responsible for any organization publications and newsletters and newsletters.

3.
The Corresponding Secretary is responsible for maintaining a written and pictorial history of the Association.

4.
The Corresponding Secretary will serve as chair of the Publicity Committee.

E.
Treasurer

1.
The Treasurer is responsible for regular treasury reports:

a.
A statement of how much was spent at each program since the last meeting

b.
A statement of the bills paid and unpaid

c.
An accurate record of how much money is in the account

2.
The Treasurer is responsible for keeping an accurate record of income and debts in the ledger

3.
The Treasurer is responsible for the checkbook and all deposits and withdrawals

4.
The Treasurer is responsible for balancing the checkbook each time a bank statement is received

5.
The Treasurer acts as chairperson of fund raising activities

6.
The Treasurer is responsible for debt collection

7.
In conjunction with the Executive Board, the Treasurer develops the organization’s budget

8.
The Treasurer is responsible for completing a year-end statement of all financial transactions to be passed on the succeeding Treasurer.

F.
Adviser(s)

1.
The Adviser of this Association will be faculty member in the Program of Health Information Management and will be selected by the department chairperson.

2.
The Adviser serves as an ex-officer, non-voting member of the Executive Board.

3.
The Adviser will conduct a monthly review of organization finances.

4.
The Adviser will supervise officer elections, transition, and training.

5.
The Adviser will attend meetings on a regular basis.

6.
The Adviser will assist officers in general operations and procedures.

      7.
The Adviser will supervise initiation of the members.

Section 2.  Election of officers will be at the last official meeting in December during fall semester of the academic school year.

1.
The date of elections will be announced to the membership the meeting prior to the date of the election.

2.
Nominations will be solicited at the November meeting and a slate of candidates for each elective office will be prepared for the December meeting.

3.
A written slate of nominees for each office will be prepared by the advisor(s) and will be circulated prior to the December meeting.

4.
Written ballots for distribution at the December meeting will be prepared by the adviser(s).

5.
The final ballots will be counted and the results announced to the membership by the adviser(s).

Section 3.  The officers shall be elected by ballot to serve for one year or until their successors are elected, and their term of office shall begin at the close of the annual meeting at which they are elected. .

Section 4.  No member shall hold more than one office at a time, and no member shall be eligible to serve more than two consecutive terms in the same office.

Section 5.  If any vacancy shall occur, a special election will be held at the next meeting to fill the open position.  

ARTICLE V.  Meetings

Section 1.  The regular meetings of the Society shall be held monthly from September to May inclusive unless otherwise ordered by the Society or by the Executive Board.  
Section 2.  The regular meeting in December shall be known as the annual meeting and shall be for the purpose of electing officers, receiving reports of officers and committees, and for any other business that may arise.

Section 3.  Special meetings can be called by the President or by the Executive Board and shall be called upon the written request of the majority of members of the Society.  The purpose of the meeting shall be stated in the call.  Except in cases of emergency, at least three days notice shall be given.  
Section 4.  Fifty percent of the members of the Society plus one shall constitute a quorum. 
ARTICLE VI.  The Executive Board

Section 1.  The officers of the Society, including the Adviser, shall constitute the Executive Board.  
Section 2.  The Executive Board shall have general supervision of the affairs of the Society between its business meetings, fix the hour and place of meetings, make recommendations to the Society, and shall perform such other duties as are specified in these bylaws.  The Board shall be subject to the orders of the Society, and none of its acts shall conflict with action taken by the Society.

Section 3.  Unless otherwise ordered by the Board, regular meetings of the Executive Board shall be held monthly from September to May.  Special meetings of the board can be called by the President and shall be called upon the written request of three members of the Board.

ARTICLE VII.  Committees

Section 1.  A Finance Committee composed of the Treasurer and other members of the Society shall be appointed by the President promptly after each annual meeting.  The chair of this committee shall be chosen by members of the committee.  Their duties shall involve:

1.
Planning and organizing a minimum of two fund raising projects per semester that will contribute funds to the treasury.

2.
Securing all equipment and facilities needed for each project.

3.
Arranging for any public announcements through the Publicity Committee.

Section 2.  A Program Committee composed of members of the Society will be established by the President promptly after the annual meeting.  Their duties shall involve:

1.
Planning and organizing external activities for the Society’s membership.  Such activities may include professional educational conferences, orientation for the entering class of juniors, a special recognition event for the graduating senior class, and any other activities requested for the membership.  

2.
Arranging the time, date, and location of each activity.

3.
Inviting guest speakers when appropriate.

4.
Arranging for any public announcements through the Publicity Committee.

Section 3.  A Publicity Committee composed of the Corresponding Secretary, who shall serve as the chair, and members of the Society will be established by the President promptly after the annual meeting.  Their responsibilities include:

1.
Reporting quarterly, the Association’s activities to the North Carolina Health Information Management Association’s Publication Committee for publication in the NCHIMA newsletter.

2.
Active involvement in marketing for the Health Information Management profession.

3.
Arranging for all public announcements for the Society.

Section 4.  Such other committees, standing or special, shall be appointed by the President as the Society or the Executive Board shall from time to time deem necessary to carry on the work of the Society.  The President shall be ex officio member of all committees.

ARTICLE VIII.  Parliamentary Authority

The rules contained in the current edition of Robert’s Rules of Order Newly Revised shall govern the Society in all cases to which they are applicable and in which they are not inconsistent with these bylaws and any special rules of the order the Society may adopt.

ARTICLE IX.  Amendments

This constitution can be amended at any regular meeting of the Society at which three-fourths of the membership is present, by a two-thirds vote, provided that the amendment has been submitted in writing at the previous regular meeting.  A minimum of three-fourths voting members must be present at the meeting.

Part VIII – EXPENSES

1.
Tuition, Fees, Meals, and Room are some of the expenses students are responsible for.  These expenses are paid directly to the University.  See the Undergraduate Catalog for additional information.  Students must submit regular tuition to the University for the allied health management experience even though they may be off campus for an extended period of time.

2.
Clothing: A dress code has been established for professional settings in conjunction with the professional practice sites.

3.
Textbooks and Supplies (approximately $300 per semester, although this amount can vary greatly from semester to semester): Textbooks and supplies may be purchased through the East Carolina University Student Bookstore or the University Book Exchange.

4.
Transportation and Parking:  Transportation to and from professional practice experiences, field trips, workshops, and the capstone must be arranged by the student.  Costs for both transportation and parking are the student’s responsibility.  Students should consider coordinating their transportation.

5.
Housing (HSMA 4905): Housing is the student’s responsibility.  Students are responsible for both arranging and paying for their own housing.

6.
Meals (Field Trips, Workshops, and HSMA 4905):  The costs of meals are the students’ responsibility.

7.
Professional Dues (approximately $35.00 per year): Payable to the American Health Information Management Association.

8.
Student Association Dues (approximately $30.00 per year): Payable to Student Health Information Management Association.  Payment of annual dues confers membership with concomitant privileges for voting and holding of office.

9.
Professional Liability Insurance (approximately $20.00 ): Payable to the College of Allied Health Sciences (CAHS) when eligible for the Allied Health Management Experience (HSMA 4905).

10.
Criminal Background Check Fee (varies from $6.00 to $120 depending on complexity of student’s background):  Payable to screening agency.

Part IX – REGISTRATION EXAMINATION

Spring semester of the senior year, students in the HIM program are eligible to apply to write the registration examination administered by AHIMA.  Students and graduates should review information at AHIMA’s web site (http://www.ahima.org) about the examination.  Student and graduates are responsible for this information and should pay particular attention to the details of the process.  Information regarding the cost to take the exam can also be found at this site.

Why Get Certified? 
Certification is a means for showing that a credentialed professional possesses the knowledge and skills necessary for the optimal performance of his or her job. Through credentialing, the practitioner’s employer, peers, and the public are reassured that he or she is both competent and well-informed in the daily and accurate 
administration of his or her professional duties. Certain professions (for example doctors, lawyers, technicians, and others) require that the individuals be certified, owing to legal or safety reasons or high professional standards. Whatever the reason, credentialing makes a professional a trustworthy and likelier candidate for gainful employment and career advancement. 

Other benefits include:

· Credentialed professionals receive better compensation from their employers 

· Employers know they’ve hired productive and knowledgeable individuals 

· Certification marks a professional as an exceptional individual in his or her field 

· Greater chance for advancement in one’s chosen career 

· Certification gives greater insight on potential employees during the hiring process 

· Consumers are protected from threat of incompetent or unfit practitioners 

· A certified professional’s work reflects the best practices and high professional standards of his or her field. 

HIM senior students will apply for and complete the AHIMA registration exam spring semester of the senior year following the Allied Health Management Experience (HSMA 4905).  

An independent study course (HIMA 4081) will be required spring semester of the senior year and is designed to prepare students for the exam..

Additional information on how to apply for the registration exam is available at the following web site: http://www.ahima.org/certification   
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Part X.  COMMUNITIES OF INTEREST

Program of Health Information Management

College of Allied Health Sciences

East Carolina University

The Program of Health Information Management (HIM) is in the College of Allied Health Sciences (CAHS) at East Carolina University (ECU) in Greenville, North Carolina. ECU, as a constituent institution of The University of North Carolina, is a public university committed to meeting the educational needs of the state and the mid-Atlantic region.  ECU values the contributions of a diverse community and guarantees equality of opportunity.  In 1907, ECU began as a small, state-supported teacher training school.  It has evolved into a research-intensive institution that offers nationally recognized academic programs in numerous fields and proudly boasts outstanding student support services and nationally ranked athletic teams.  ECU is ranked among the top ten public regional universities in the South and has a reputation for preparing students for successful careers in a variety of professions, from art and education to business and medicine.  ECU has earned a national standing in health science education with a particular focus on primary care and responsive regional service. The university boasts nationally accredited programs in business, social work, and technology and academic programs of high distinction in music, art, and theatre.  The award-winning faculty provides intensive learning experiences using the latest instructional techniques and technology.  Partnerships with local public schools and the local business and medical communities provide students in all academic programs excellent opportunities to gain professional work experiences.

The College of Allied Health Sciences seeks to improve the quality of health through leadership, excellence, and innovation in the delivery of progressive baccalaureate, master's, doctoral, and continuing education programs; providing professional and clinical services; and conducting basic, clinical and applied research.  The school seeks to prepare students who can make decisions and achieve higher levels of excellence in their personal and professional lives.  As a part of the university and school community, the program serves the following communities of interest:

Students

ECU’s HIM program prepares students for informed professional practice.  The program has a reputation for graduates who exhibit a strong work ethic, excellent leadership abilities, and exceptional coding and computer skills.  Faculty members in the program make every effort to respond to student needs by providing an educational process that is responsive to the variability in student aptitude and interest, yet is rigorous enough to ensure that they acquire the entry-level competencies necessary to function as competent health information professionals.  In addition, the program of HIM supports activities relating to student advising, prospective student counseling, minority student recruitment, and retention of enrolled students.  

Alumni (Graduates)

Alumni success on the national registration exam and career success are key indicators of the program’s success.  Therefore, the program relies on the alumni for feedback and program support.  Annually, alumni are asked to respond to surveys intended to gather information about their satisfaction with the program and how well it prepared them to enter to the profession upon graduation.  In return for this support by alumni, the program maintains the AlumniNet, responds to requests for consultative services, and presents at regional, state, and national educational programs.

Marketplace and Employers
The primary constituents served by this program are health care providers, coding and consulting companies, public health agencies, and health-related industries such as software vendors.  The program’s graduates have filled the needs of local, regional, and national employers.  Increasingly, graduates are serving employers in alternative care settings, such as mental health and consulting companies.  The program strives to meet these staffing needs by adjusting the curriculum to reflect the changes in the health care environment.  In addition, faculty members provide consultation services as requested by employers in a variety of settings.  Annually, the program conducts a survey of employer satisfaction with graduate performance.  Survey results are used to assess and modify, if necessary, the curriculum.
Local, State, and National Professional Associations

The program serves the interests of various associations by preparing and encouraging students and graduates to assume active participation in professional associations at the local, regional, and national levels.  Faculty members also provide leadership and active participation in various professional associations at the local, regional, and national levels.

College of Allied Health Sciences and East Carolina University (Sponsoring Institution)

The program serves the needs of the school and university by providing courses in which students from other programs may enroll and by providing guest lectures in courses of other programs.  Faculty members also provide assistance at the institutional and school levels by participating on a wide variety of academic and administrative committees and by providing consulting services to units of the university and to the University Health System.

Faculty

As health care professionals, the faculty members take keen interest in students as future colleagues.  A synergy of learning between student and faculty member develops both parties.  The program also provides faculty members a vehicle to pursue their research interests and engage in meaningful service.

Other Health Care Practitioners

The program assists health care practitioners in the community by providing consultative services and presenting in educational programs.  This type of service is also provided throughout the state and nation.  

Professional Practice Experience Sites

The program assists the sites of professional practice experiences by providing students who are trained in the didactics of the profession.  Faculty members also provide consultation and other resources to these facilities.

Public

The program serves the greater societal community of interest by helping to cultivate individuals who are responsible and productive citizens of society.  The combined general and professional curriculum helps individuals become such citizens by developing lifelong learning and critical thinking skills, by broadening personal perspectives, and by nurturing a sense of personal responsibility and understanding for the interdependencies of people and their environments.  It is expected that individuals with these skills and qualities will also be more likely to adapt to change in their chosen career and in their own lives.  
Part XI – ADVISORY COMMITTEE

Advisory Committee

Program of Health Information Management

School of Allied Health Sciences

Purpose

The Advisory Committee exists to partner with the Program of Health Information Management in the School of Allied Health Sciences at East Carolina University.  Together, the Committee and the Program build relationships among students, faculty members, alumni, vendors, personnel at sites of professional practice experiences, employers, and other stakeholders in the community of interest.

Membership

The Committee comprises alumni, employers, leaders in the field, vendors, students, and supervisors at sites of professional practice experiences.

Role

Members of the Advisory Committee will be active in:

*
advising how the School can strengthen relations with the community of practice and with external constituencies.

*
providing a bridge from the academic program to the industry.

*
offering input about the curriculum including its content and emphases and about the learning environment

*
making suggestions for goals and standards

*
assisting the educational institution in its public relations program by recruiting students

*
aiding in the development of suitable sites for professional practice experiences

*
helping to assure that the program has the understanding and support of the HIM and healthcare community

*
participating in program review and accreditation activities.

Created:
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See also Council on Accreditation of the American Health Information Management Association.  (2001).  Resource Guide for Educational Programs in Health Information Administration and Health Information Technology, p. 25.  “Role of an Advisory Committee Representing a Program’s Communities of Interest.”

Part XII
EMERGENCIES: GENERAL GUIDELINES FOR THE COLLEGE OF ALLIED HEALTH SCIENCES

College of Allied Health Sciences Emergency Evacuation Plan

1. When the fire alarm sounds, assume the emergency is real.

2.
Upon discovering a fire, immediately sound the building fire alarm and/or alert other occupants.  Fire alarms are identified on the building evacuation route plan.

3.
Call 911; give your name, department, location, and telephone number.

4.
FIRE:

*If the fire is small, you may want to fight it with a fire extinguisher from a position of escape.  Be sure you are using the proper extinguisher for the type of fire you are fighting.  When in doubt, just get out.  The nearest fire extinguisher location is indicated on the building evacuation route plan.

*If the fire is large, very smoky, or spreading rapidly, evacuate the building immediately.  Inform others in the building who may not have responded to the alarm to evacuate immediately.  If you have to go through smoke, crawl on hands and knees.

5.
EVACUATION:

*Move individuals who need assistance to the designated Area of Rescue Assistance.  Leave the area and notify the rescue personnel the location of these individuals so they can be rescued.

*When you evacuate, do not stop for personal belongings or records.  Leave immediately using the nearest exit according to the building evacuation route plan.  Close room doors behind you and DO NOT use the elevator.

*Potential hazards should be secured if possible.  Turn off gas supply for open flames.

*Evacuate to a distance of at least 500 feet from the building to the designated area (i.e. a parking lot) and out of the way of emergency personnel.  Do not return to the building until instructed to do so by authorized personnel.

*Notify either the ECU police or firefighters on the scene if you suspect someone may be trapped inside the building.
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COLLEGE OF ALLIED HEALTH SCIENCES

I.
Building Safety and Security

1.
Building Hours.

The Health Sciences Building, where most classrooms are located, is open from 7:30am to 8:00 pm.  Monday through Friday, and closed on Saturday and Sunday.

Undergraduate students will NOT be given 1 card access to the building.  After hours access by graduate students is limited and only available according to written departmental standards.

If you do enter one of the buildings after hours, please be certain that the door locks behind you.

All individuals working in the offices after hours should practice common sense with regard to their own personal safety.  Any suspicious activity should be reported immediately to campus security at 6787.

2.
Emergency Telephones
Emergency telephones are located on blue light poles throughout the parking lots around the outside of the school.

  

Additional emergency telephones are located in the elevators.  All these phones connect directly to the Campus Police.  Dialing 911 from any telephone in our school goes directly to Campus Police.

II. Emergency Procedures

1.
A brochure describing University policies and procedures for emergency situations is available in each departmental office.  It should be posted in a prominent place in the departmental office.  Additionally, the enclosed information sheet which specifically describes an evacuation plan for the College of Allied Health Sciences is provided for your information.

2.
Dialing 911 from any telephone in our school will contact the Campus Police.  If additional assistance is needed (Fire or Emergency personnel), Campus Police will contact the appropriate individuals.

3.
Evacuation routes are posted throughout the buildings and identify both a primary and secondary route.  They also identify the location of the fire alarms and fire extinguishers.  Please review these diagrams so that you will be prepared in an emergency.

4.
Notices regarding University operating hours and building closings for severe weather etc., are posted on the ANNOUNCE listing on the University e-mail system.

5.
The two stairwells have been designated and posted as “Areas of Rescue Assistance”.  In the event that evacuation of the building is necessary, wheelchair bound or other disabled individuals should be taken to one of these areas and rescue personnel notified.  Rescue personnel will assist them from these points.

6.
Fire drills are conducted regularly by the Office of Environmental Health and Safety.  When you hear the fire alarm sound, you should leave your office or classroom immediately, closing your office door behind you.  Evacuate to a safe distance from the building and remain there until instructed to return by Environmental Health & Safety personnel.
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III.
CPR Assistance

1.
A listing of individuals who are CPR certified and willing to assist in this type of emergency is posted in each departmental office when they update their certification or it expires.

2.
Individuals who are CPR certified should notify their departmental office when they update their certification or it expires.

3.
The PADP faculty will offer CPR certification training for interested faculty / staff on an annual basis.

IV.
First Aid Supplies   Edit locations for first aid kits

1.   First aid kits are available in the following locations:

            Physical Therapy Lab – 1st Floor

            Communication Sciences & Disorders Clinic

            Clinical Laboratory Science Labs 3rd floor 

            3rd Floor Work Room – Room 32
Sterile gauze, Band-Aids, antiseptic and latex gloves are also available in the CLSC lab.
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 Part XIII – ACKNOWLEDGEMENT of Reading and Comprehension of Student Handbook

(Student Copy)

EAST CAROLINA UNIVERSITY

PROGRAM OF HEALTH INFORMATION MANAGEMENT
I, ________________________________, have read and understand the contents of the Student Handbook of the Health Information Management Program.

_______________________________________________________________________

       Student’s Signature







Date   _______________________________
Sign and return to the HIM faculty/academic advisor no later than the Tuesday following Labor Day.
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