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PATHWAY:  
Health Informatics
COURSE:  

Applications of Health Informatics
UNIT 6: 

HS-AHI-6 Technical Filing
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Annotation: 
This unit will introduce students to the significance of technical filing as a method for keeping records in the healthcare industry. Through independent and group research activities, students will explore the advantages and disadvantages of using electronic filing systems, and government regulations concerning medical record-keeping will also be discussed.
Grade(s):  

	
	9th

	
	10th

	X
	11th

	X
	12th


Time:  
10 Hours
Author: 
Jama Willbanks, MS, NREMT-P

Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
HS-AHI-9.

Students will analyze different types of technical filing.

a) Demonstrate understanding of filing systems.

b) Recognize what files need to be cross referenced.

c) Explain the use of the computer for patient database files (master patient indexes).
GPS Academic Standards:
ELA11C1. 
The student demonstrates understanding and control of the rules of the English language, realizing that usage involves the appropriate application of conventions and grammar in both written and spoken formats.

ELA11SLV1. 
The student participates in student-to-teacher, student-to-student, and group verbal interaction.

ELAALRC3.

The student acquires new vocabulary in each content area and uses it correctly

ELA11W3. 
The student uses research and technology to support writing.
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Enduring Understandings: 
The HITECH Act’s purpose to implement widespread use of available healthcare technology has significantly impacted the healthcare system in many ways, and the movement from paper to electronic medical record systems involves both advantages and disadvantages. Differences in various medical filing software programs allow for accuracy and efficiency; therefore, a thorough understanding of the available technology, in addition to security and safety issues, are vital to proper technical filing.
Essential Questions: 
· What are the advantages and disadvantages of maintaining patient records electronically?
· Why are paper filing systems being replaced with electronic systems?
· Is having very specific categories and sub-categories necessary with technical and/or paper filing? Why or why not? 

· What effects could having no specific categories have on both a healthcare facility and patients?
· What impact might electronic filing systems have on HIPAA and litigation?

· Why is the HITECH Act so significant and what does its significance mean for patient access representatives?

· What are ways to ensure patients are represented only once in an electronic filing system?
· What is the purpose of cross-referencing?

Knowledge from this Unit:  
Students will be able to: 
· Describe a variety of filing systems.
· Interpret the importance of cross-referencing.

· Explain the origins of the HITECH Act and its impact on medical filing systems.

Skills from this Unit:  
Students will:
· Sort files using a variety of methods such as alphabetization or chronological placement.
· Maintain patient confidentiality when handling records.

· Research software programs to identify strengths and weaknesses.
· Identify equipment and materials needed for a paper filing system.
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Assessment Method Type: 
	
	Pre-test

	X
	Objective assessment - multiple-choice, true- false, etc.

	
	_X_ Quizzes/Tests

__ Unit test

	X
	Group project

	
	Individual project

	
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

__ Lab Book
__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	X
	Subjective assessment/Informal observations

	
	__ Essay tests

_X_ Observe students working with partners

_X_ Observe students role playing

	X
	Peer-assessment  

	
	_X_ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	X
	Dialogue and Discussion

	
	__ Student/teacher conferences
_X_ Partner and small group discussions

_X_ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	X
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

_X_ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions: 
Students will be assessed through group projects and research activities. The attachments for rubrics and worksheets are listed within and below the lesson plans. 
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· LESSON 1: Introduction to Technical Filing

1.
Identify the standards. Standards should be posted in the classroom.

HS-AHI 9. Students will analyze different types of technical filing.

a) 
Demonstrate understanding of filing systems.

b) 
Recognize what files need to be cross referenced.

c) 
Explain the use of the computer for patient database files (master patient indexes).
2.
Review Essential Questions. Post Essential Questions in the classroom. 
· What are the advantages and disadvantages of maintaining patient records electronically?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall.
	Cross Reference
	HITECH Act
	Ticklers

	Master Patient Index (MPI)
	Release Marks
	Checkout System

	Processing Software
	Data Sharing Software
	Master Data Management

	HIPAA
	Working files
	Archival Files

	Electronic Health Records (EHR)
	Electronic Medical Record (EMR)
	


4.
Warm-up Activity: Distribute the Alphabetizing Worksheet and the Alphabetizing Pop-Quiz. Directions are provided on both sheets. 
5. Summary: Ask students to consider their last visit to the pediatrician. Which members of the health care team likely handled their patient file? Brainstorm the various people who have access to the file.

•
LESSON 2:  Paper Filing

1. Review Essential Questions. Post Essential Questions in the classroom. 
· Why are paper filing systems being replaced with electronic systems?
2. Warm-up Activity: Write on board approximately 10 dates and military times (e.g., 5/4/08, 1346) and have students sort them chronologically.

3. **Instructor’s Note: The following activity requires preparing ahead of time with materials. 

4. Filing Race: There are free templates for file labels available online to print. Depending on the brand of printer, a variety of labels may be found and printed. With these templates, create file folders using student names or fictitious names. Using file crates, create mixed up file boxes. The students are to race against each other to put the files in alphabetical order.  
5. While the file boxes are out, explain the purpose of a tickler and a checkout system.
6. Group Project: Divide students into groups of 2-3. Students are opening a brand new clinic for the neighborhood, and they must purchase furniture and supplies to create a paper filing system. Students are to research the type of system they wish to use and write out a list of needed equipment and costs. They should create a poster with pictures and descriptions of the equipment and furniture they plan to purchase, and they should be able to explain why they chose the system and how it will work in their clinic. 
7. Distribute the Creating a New Clinic: Group Project Evaluation Rubric to each student. The rubric will serve as a guide for students when creating the poster and should be turned in for instructor’s use to evaluate each group’s poster.

8. Allow groups time to present, contrast and compare the systems they chose.  Have students vote on the best system developed. 
9. Summary: Hold a class discussion on the properties/characteristics of the system students voted best. 
•
LESSON 3: Categories & Sub-Categories—The Importance of Organization & Accuracy

1. Review Essential Questions. Post Essential Questions in the classroom.

· Is having very specific categories and sub-categories necessary with technical and/or paper filing? Why or why not? 
· How may technical filing systems allow for more organization? 
2. **Instructor’s Note: Ahead of time, arrange with the school’s media center a date/time for the class to visit. Additional option: Create a scavenger hunt in the media center to find certain titles that you have purposely misplaced in advance.
3. Field Trip to the Media Center! Distribute the Findings at the Media Center: Categories and Sub-Categories Worksheet. Students will walk through the center and make a list of every possible category the media center has created, being as specific as possible. Directions are provided on the worksheet. 
4. At the end of class, have the media specialist answer questions and explain more fully the methods used and discuss electronic capabilities of the system, as well.  
5. Summary: Hold a class discussion on what students observed in the media center in relation to technical filing in the healthcare industry. Ask students to list examples of specific categories/sub-categories that may be needed for technical filing in healthcare.
•
LESSON 4: HITECH Act


1. Review Essential Questions. Post Essential Questions in the classroom.

· What impact might electronic filing systems have on HIPAA and litigation?

· Why is the HITECH Act so significant and what does its significance mean for patient access representatives?
2. Introductory Activity: Distribute the HIPAA Violation Article Handout as students enter room.  Have students read article and discuss for 5-10 minutes.
3. Debate Activity: Divide the class in half into two teams. Tell the class to pretend that they are in a year when electronic filing technology was brand new. One half of the class is adamant that the new system will be problematic and that we should stay paper-based. The other half wants to move forward with the new technology. Allow ten minutes for teams to prepare their debate points. When the debate is underway, if multiple students are talking at once, utilize a ruler or other object in the room to be a “talking stick” with which only the student holding the object may speak.
4. Explain the HITECH Act: on February 17, 2009 the $787 Billion American Recovery and Reinvestment Act (aka “the Stimulus Bill”) was signed into law by the federal government. Included in this law was $19.2 billion intended to be used to increase the use of Electronic Health Records (EHR) by physicians and hospitals.  This portion of the bill is called the Health Information Technology for Economic and Clinical Health Act, or HITECH Act. The plan offers financial incentive for physicians, hospitals, and clinics to adopt electronic medical record (EMR) systems.  After 2015, financial incentives will no longer be available and penalties will be charged for those not utilizing an EMR system.
5. Ask students why they think the government would have been invested in the HITECH Act and allow time for discussion. For more information read article: http://content.healthaffairs.org/content/24/5/1103.full
6. Show news clip about medical records going entirely paperless: http://www.keloland.com/videoarchive/index.cfm?VideoFile=1110086hb.
7. Summary: Have students brainstorm other industries who maintain online data, and have them discuss the pros and cons of this type of data management in other industries.
•
LESSON 5: Hospital Board Meeting

1. Review Essential Questions. Post Essential Questions in the classroom.
· What are ways to ensure patients are represented only once in an electronic filing system?
2. Warm-up Activity: Give students an ethical dilemma such as: “You are interning at a doctor’s office and you see your math teacher’s medical chart. You know you should not read it, but you do and discover he has a terminal illness. What do you do?”

3. Filing Software Research Activity: Divide students into groups of 3 to 4. Explain to students that the hospital for which they work has decided to move from a primarily paper-based record keeping system to a computerized system, and they have asked for a committee to research the various programs available. Distribute the Hospital Board Meeting Worksheet. 
· In their groups, student “committees” are to research their assigned company and present information about the program to the hospital board, persuading them to purchase their assigned software. (Examples of software companies include: eclinicalworks.com, practicefusion.com, allscripts.com, LinkSoft Technologies, etc.)  
· Allow three class periods for research and host the board meeting on the fourth day. Use the Hospital Board Meeting Rubric to assess groups’ work. Option: Split up the dates of this lesson series to allow more out-of-class research time.
4. After students are finished presenting their research, distribute the Hospital Board Meeting Group Evaluation Worksheet. This is a rubric with which students will evaluate their own and their group members’ quality of work contribution during the research project. 

5. Summary: Ask students the Essential Question again: What are ways to ensure patients are represented only once in an electronic filing system? Their research on software companies should have provided insight to answering this question.
· LESSON 6: Think Outside the Box—Veterinary Medicine

1. Review Essential Questions. Post Essential Questions in the classroom.
· What is the purpose of cross-referencing?
2. Warm-up Activity: Have students call out pet names/breeds. Write them on the board and have students discuss various ways they could be grouped/categorized. If two animals have the same names, what other markers could be used to differentiate them on a chart?

3. Have students consider an animal rehabilitation facility near your location (zoo, nature center, aquarium, etc).  What sort of filing needs would be necessary?  What topics would be included in the charts?  Examples: How much the animals are fed every day, any leftovers, weight, how much fat they have, any preexisting medical conditions, date of last annual exam, results of last annual exam, behavioral changes, medications, time of medication administration, fecal and urates (birds of prey), shedding (snakes), etc.  Would there be electronic data?  What levels of confidentiality would need to be observed (not sharing certain information with the public)?
4. Summary: Review the variety functions that technical filing offers. Relate the variety to the main tasks/duties they have in common in the healthcare industry—ask students to discuss what information they feel is most important that they have learned from this unit. 
•
ATTACHMENTS FOR LESSON PLANS:
Alphabetizing Worksheet 

Alphabetizing Pop-Quiz
Creating a New Clinic: Group Project Evaluation Rubric

Findings at the Media Center: Categories and Sub-Categories Worksheet 

HIPAA Violation Article Handout 
Hospital Board Meeting Worksheet
Hospital Board Meeting Rubric 
Hospital Board Meeting Group Evaluation Worksheet
•
NOTES & REFLECTION: 

Many technical colleges have health informatics programs and will send guest speakers.  

Invite a guest speaker from the medical software industry to discuss the career field and developments in technology.
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Web Resources:
http://content.healthaffairs.org/content/24/5/1103.full
http://www.keloland.com/videoarchive/index.cfm?VideoFile=1110086hb
Materials & Equipment: 
· Projection equipment

· Computer with internet access

· File folders

· Labels 
· Filing crates

· Scissors

· Pencil/paper
21st Century Technology Used: 
	
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	X
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	X
	Website
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