
1 
 

 
 

Course Syllabus 
SEMESTER 

School of Nursing and Health Professions 
  

Course Name: Professional Directed Practice Experience    
Course & Section Number:  HIT 234-XXX 

Credits:  1 
Contact Hours:  .5 lec., 2.5 practicum 

Textbook: 
 
 
 
 
 
 

Instructor’s Name: * 

Professional Practice Experience Syllabus, 
Professional Practice Handbook and Instructional 
Packet for Site 
Sayles, Nanette.   Health Information 
Management Technology- An Applied Approach. 
-6th Edition. 2020. American Health Information 
Management Association. 
 
 
 

Office Hours & Location:  
 

OCC Phone:  
OCC Email: **  

*Please call me (name) ; it is my preferred name. If you have a preferred name, please let me know so that I can 
use it. My pronouns are she and her. Please let me know yours so that I can use them. 
**Please only use your student OCC email to contact me. 
Catalog Description:    
Under the instruction of a health information professional, the students will apply their knowledge and skills in 
health information management, in an acute, non-acute or alternative health care setting, or in a simulated 
environment in the health information technology lab.  
Prerequisites: HIT 235, HIT 241, HIT 223, HIT 230, HIT 232 
Co-requisite:  HIT 237, HIT 242, HIT 243, HIT 244, HIT 246 
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Current Textbooks, Materials, Equipment (software/hardware requirements):  
Professional Practice Experience Syllabus, Professional Practice Handbook and Instructional Packet for Site 
Sayles, Nanette.   Health Information Management Technology- An Applied Approach. -6th Edition. 2020. 
American Health Information Management Association.  

What You Will Learn in the Course 
Course Objectives:  
This course will:  
• Provide the student the information to accurately abstract medical data. 
• Teach the ability to accurately code diagnoses and procedures in the healthcare setting. 
• Demonstrate how to accurately analyze discharge records in the healthcare setting. 
• Explain how to conduct both a quantitative and qualitative analysis in the healthcare   setting. 
• Demonstrate how to complete the incomplete record control process in the healthcare setting. 
• Provide the student the information to accurately use electronic and/or imaging technology in the healthcare 

setting. 
• Explain and describe the activities for special registries that are applicable to the healthcare facility. 
 
 
Student Learning Outcomes: 
Student will be able to addressed the following domains: 

 
Domain I. Data Structure, Content, and Information Governance 
I.1. Describe health care organizations from the perspective of key stakeholders. 2 
I.2. Apply policies, regulations, and standards to the management of information. 3 
I.3. Identify policies and strategies to achieve data integrity. 3 
I.4. Determine compliance of health record content within the health organization. 5 
I.5. Explain the use of classification systems, clinical vocabularies, and nomenclatures. 2 
I.6. Describe components of data dictionaries and data sets. 2 
I.6. DM Evaluate data dictionaries and data sets for compliance with governance  
standards. 5 
 
Domain II. Information Protection: Access, Use, Disclosure, Privacy, and Security 
II.1. Apply privacy strategies to health information. 3 
II.2. Apply security strategies to health information. 3 
II.3. Identify compliance requirements throughout the health information life cycle. 3 
 
Domain III. Informatics, Analytics, and Data Use 
III.1. Apply health informatics concepts to the management of health information. 3 
III.2. Utilize technologies for health information management. 3 
III.3. Calculate statistics for health care operations. 3 
III.4. Report health care data through graphical representations. 3 
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III.5. Describe research methodologies used in health care. 2 
III.6. Describe the concepts of managing data. 3 
III.7. Summarize standards for the exchange of health information. 2 
III.6. DM Manage data within a database system. 5 
III.7. DM Identify standards for exchange of health information. 3 
 
Domain IV. Revenue Cycle Management 
IV.1. Validate assignment of diagnostic and procedural codes and groupings in accordance with official 
guidelines. 3 
IV.2. Describe components of revenue cycle management and clinical documentation improvement. 2 
IV.3. Summarize regulatory requirements and reimbursement methodologies. 2 
IV.1. RM Determine diagnosis and procedure codes according to official guidelines. 5 
IV.2. RM Evaluate revenue cycle processes. 5 
IV.3. RM Evaluate compliance with regulatory requirements and reimbursement  
methodologies. 5 
 
Domain V. Health Law & Compliance  
V.1. Apply legal processes impacting health information. 3 
V.2. Demonstrate compliance with external forces. 3 
V.3. Identify the components of risk management related to health information  
management. 3 
V.4. Identify the impact of policy on health care. 3 
 
Domain VI. Organizational Management & Leadership 
VI.1. Demonstrate fundamental leadership skills. 3 
VI.2. Identify the impact of organizational change. 3 
VI.3. Identify human resource strategies for organizational best practices. 3 
VI.4. Utilize data-driven performance improvement techniques for decision making. 3 
VI.5. Utilize financial management processes. 3 
VI.6. Examine behaviors that embrace cultural diversity. 4 
VI.7. Assess ethical standards of practice. 5 
VI.8. Describe consumer engagement activities. 2 
VI.9. Identify processes of workforce training for health care organizations. 3 
 

 CAHIIM Outcomes: 

1.1 Written & Oral Communications 

1.2 Technology Competence 

2.2 Self Reflection 

5.3 Data Visualization 

9.1 Virtual Business Administration 
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10.1 Leadership Principles 

10.2 Interprofessional Collaboration 

10.3 Critical Thinking 

 

 
Academic Support 
Disability Services Resource Center:  If you have a disability or acquire one, you may be entitled to receive 
reasonable accommodations intended to assure you an equal opportunity to participate in and benefit from the 
program.  To receive more information or to register for accommodations, please contact the 
Disability Resource Center at 567-661-7007, email disability@owens.edu, visit 
https://www.owens.edu/disability/, or stop by College Hall 124. 
Tutoring Services:  Owens Community College offers academic tutoring and assistance in a variety of subjects 
including:  accounting, computing, economics, mathematics, science, and writing.  For more information go to:  
https://www.owens.edu/successcenters/.  
Counseling Services:  Counseling Services provides assistance to students experiencing personal, educational, 
interpersonal/relationship, family, social, or psychological difficulties.  If you feel you may benefit from this 
service, please contact them at counselingservices@owens.edu.  More information is at 
https://www.owens.edu/counseling/.   
Campus and Community Connections:  The Center for Campus and Community Connections (College Hall 
123) is a walk-in office created to provide retention support through resource stability initiatives and 
community connections.  Go here for more information:  https://www.owens.edu/connection/ or contact 
connections@owens.edu  
Owens Library: The Owens Library offers two locations (Toledo and Findlay) as well as online resources.  For 
more information visit https://www.owens.edu/library/.  
***Students can find more information on campus resources, student support, student life, and security at this 
link.*** 

General Information 
Student Code of Conduct:  All students are expected to follow Owens Community College’s Student Code of 
Conduct, which includes academic honesty, encompassing plagiarism. See the Board Policy for more 
information. 
Anti-Discrimination and Harassment & Title IX/Sexual Misconduct:  All students, faculty, and staff are 
expected to follow Owens Community College’s Anti-Discrimination and Harassment Policy and the College’s 
Title IX Policy/Sexual Misconduct Procedures and Guidelines. The College strictly prohibits and will not 
tolerate harassment, discrimination, intimidation, or hostile/offensive working or learning environments.   

IPE Learning Outcomes: 
1. Interpret the knowledge, skills, abilities, and experiences of other professions – appropriate 

to the specific care situation – to inform care decisions that provide care that is ethical, safe, 
timely, efficient, and equitable.   

2. Differentiate the unique cultures, values, roles/responsibilities, and expertise of one’s own 
and other health professions 

3. Demonstrate effective communication techniques in facilitating discussions and interactions 
that enhance team function and quality care.   
 

mailto:disability@owens.edu
https://www.owens.edu/disability/
https://www.owens.edu/successcenters/
mailto:counselingservices@owens.edu
https://www.owens.edu/counseling/
https://www.owens.edu/connection/
mailto:connections@owens.edu
https://www.owens.edu/library/
https://rise.articulate.com/share/OYqfPGgo8yMxGhtqR0IR9SY95F5UfVgC
https://www.owens.edu/conduct/wp-content/uploads/sites/247/2020/07/code.pdf
https://www.owens.edu/conduct/wp-content/uploads/sites/247/2020/07/code.pdf
https://www.owens.edu/media/trustees/board_policies/11-2-33.pdf
https://www.owens.edu/trustees/procedures/proc3358-11-4-17.pdf
https://www.owens.edu/trustees/procedures/proc3358-11-4-17-titleIX.pdf
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Religious Accommodations:  A student seeking an accommodation for an absence permitted under Ohio’s 
Testing Your Faith Act must provide the instructor with a written email notice with the specific dates for an 
absence, and must do so not later than fourteen (14) days after the first day of instruction. Alternative 
accommodations are not retroactive, and no academic penalty will be imposed for an absence under the policy*. 
The request for an alternative accommodation will be kept confidential. Students with questions about a 
religious accommodation under Ohio’s Testing your Faith Act may contact the College’s Office of Academic 
Affairs: provost@owens.edu 
The policy may be found on the Owens website: 3358:11-2-63 Accommodation for a Student Absence for the 
Observance of Religious Beliefs and Practices Policy 
Document Collection: Throughout the semester, your instructors may ask for a variety of assignments 
including tests and/or quizzes for student learning of institutional general education competencies or program 
assessment. Please save all your class materials until the end of the semester. 
Use of AI Tools: This course permits you to use artificial intelligence (AI) tools, such as chatbots, text 
generators, paraphrasers, summarizers, or solvers, to get guidance on assignments, as long as you do so in an 
ethical and responsible manner. Essentially, you can think of these tools as ways to help you learn but not to 
entirely create work for assignments like discussion board posts, essays, presentation slides, and so on. AI is 
more like your tutor or TA, not a replacement for your independent thinking. 
This means that you must: 

• Not use AI tools to replace your own thinking or analysis or to avoid engaging with the course content. 
• Cite or explain any AI tools you use. Provide the name of the AI tool, the date of access, the URL of the 

interface, and the specific prompt or query you used to generate the output.  
• Be transparent and honest about how you used the AI tool and how it contributed to your assignment. 

Explain what you learned from the AI tool, how you verified its accuracy and reliability, how you 
integrated its output with your own work, and how you acknowledged its limitations and biases. 

You are accountable for any mistakes or errors made by the AI tool. Always check and edit the output before 
submitting your work. If you discover any inaccuracies or inconsistencies in the output after submission, notify 
the instructor immediately and correct them as soon as possible. 
Using AI tools in an unethical or irresponsible manner, such as copying or paraphrasing the output without 
citation or transparency, using the output as your own work without verification or integration, or using the 
output to misrepresent your knowledge or skills, is considered a form of academic dishonesty and will result in 
a zero grade for the assignment and possible disciplinary action. If you have any questions about what 
constitutes ethical and responsible use of AI tools, please consult with the instructor before submitting your 
work. 
NOTE: Some instructors will also list specific acceptable and unacceptable uses or include a statement like “All 
written assignments, projects, and exams must be completed independently.” 
Classroom Admittance:  
OCC classes (e.g., traditional, land-based, laboratory, hybrid, asynchronous online, synchronous online, etc.) 
shall only be attended by the officially registered OCC students, instructor of record, guest lecturer, or 
substitute. Visitors are not permitted in the classroom and should not be invited to attend or participate in the 
class. See FERPA for specifics.      
 

mailto:provost@owens.edu
https://www.owens.edu/trustees/wp-content/uploads/sites/45/2023/04/11-2-63-religious-observance.pdf
https://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
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Student Responsibilities & Instructor Expectations 
Student Responsibilities: 

• To e-mail the instructor immediately with any questions regarding class procedure, assignments, or 
grades. 

• To view the class on-line regularly (at least every other day, if not every day).  A student who does not 
attend regularly may experience considerable difficulty.  Regular attendance is essential in this class.   

• It is your responsibility to learn of any announcements concerning assignments or changes from the 
syllabus.    

 
Classroom Attendance for WEB Classes: 

SWD: for all Synchronous Web Delivery Classes, the student must attend this class during the days and 
times set in the schedule. Example: for a 9:00, M, W SWD class, the student must be online at 9:00 
every Monday and Wednesday for this class. 

• Web cameras: In a synchronous course, we have a unique opportunity to interact with each 
other in real time that is not available in a traditional online course. I will have my camera on 
and invite you to do the same to build a positive class experience for everyone. You may 
choose to turn your camera on to introduce yourself, ask questions, and/or respond to 
questions. Your instructor may request you to use your camera and/or show your ID in 
certain situations, such as at the beginning of a class, when responding to questions or 
participating in a discussion, during exams, or for an oral presentation. If applicable, your 
instructor may assist students in blurring their backgrounds. Our online classroom is a safe 
environment, and we encourage you to fully participate. 

 
For any changes, students must talk with their instructors and advisors. 

Technology, Lab Requirements, & Files:  

The Blackboard Learning System is an online course environment available for all Owens courses, even those 
that are not web-based. Blackboard offers students a resource where they can communicate and collaborate with 
instructors and fellow students outside of the physical classroom. The Health Information Technology 
Department integrates Blackboard into each course and it is essential for all students to become familiar with 
the system. Check the STUDENT HELP AND RESOURCES tab on the blackboard shell for information on 
technical support and Software/Hardware requirements for utilizing Blackboard to complete assignments and 
communicate with peers and faculty. 

What Will Our Classroom Environment Be Like? 
 
Respectful Class Communication:  
Our classroom is a safe space.  Faculty and students show respect for each other in class and all communication.  
There is also a short power point on the Blackboard info tab regarding polite, professional email 
communication. 
 
Social Media Use:   
The use of YouTube, Facebook, Instagram, Twitter, or any other internet share site to distribute any course, 
campus lab, or clinical photos, audio recordings, or video recordings is strictly prohibited unless written 
permission is received from all people involved.  Using these sites to display comments about faculty, peers, 
staff, and/or patients is in conflict with our Inclusion Statement. Such comments may result in disciplinary 
action. Written permission involves completion of “OWENS COMMUNITY COLLEGE CONSENT FORM”.  
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Classroom Admittance:  
 
OCC classes (e.g., traditional, land-based, laboratory, hybrid, asynchronous online, synchronous online, etc.) 
shall only be attended by the officially registered OCC students, instructor of record, guest lecturer, or 
substitute. Visitors are not permitted in the classroom and should not be invited to attend or participate in the 
class. See FERPA for specifics.      
 
Classroom Attendance for WEB Classes: 

 
Face-to-Face Classes: students must attend this class in person only. Instructors will not allow a 
different form of instructional delivery. 
 
SWD: for all Synchronous Web Delivery Classes, the student must attend this class during the days and 
times set in the schedule. Example: for a 9:00, M, W SWD class, the student must be online at 9:00 
every Monday and Wednesday for this class. 

• Web cameras: In a synchronous course, we have a unique opportunity to interact with each 
other in real time that is not available in a traditional online course. I will have my camera on 
and invite you to do the same to build a positive class experience for everyone. You may 
choose to turn your camera on to introduce yourself, ask questions, and/or respond to 
questions. Your instructor may request you to use your camera and/or show your ID in 
certain situations, such as at the beginning of a class, when responding to questions or 
participating in a discussion, during exams, or for an oral presentation. If applicable, your 
instructor may assist students in blurring their backgrounds. Our online classroom is a safe 
environment, and we encourage you to fully participate. 

 
WEB: for all traditional online classes, also known as Asynchronous classes, the student attends at any 
time and day for instruction. 
 
HyFlex: the student has the option of meeting synchronously online or as part of the in-person group in 
the classroom at the same meeting time; the instructor will be 100% in person. 

 
For any changes, students must talk with their instructors and advisors. 

 

What Will Our Classroom Environment Be Like? 
 
Respectful Class Communication:  
Our classroom is a safe space.  Faculty and students show respect for each other in class and all communication.  
There is also a short power point on the Blackboard info tab regarding polite, professional email 
communication. 
 
  

https://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html


8 
 

Social Media Use:   
The use of YouTube, Facebook, Instagram, Twitter, or any other internet share site to distribute any course, 
campus lab, or clinical photos, audio recordings, or video recordings is strictly prohibited unless written 
permission is received from all people involved.  Using these sites to display comments about faculty, peers, 
staff, and/or patients is in conflict with our Inclusion Statement. Such comments may result in disciplinary 
action. Written permission involves completion of “OWENS COMMUNITY COLLEGE CONSENT FORM”.  
 

How Will Your Grade Be Determined and What Are the Major Assignments for the Semester? 

Grade Scheme: 

The final course grade is to be computed using the following weights: 
Evaluation Measure Points Outcome Assessed 
Discussion Boards: 90 Domain I - VI 
Weekly Log Report: 60 Domain I - VI 
Written Assignments:  TBA Domain I - VI 
Multimedia Presentation 50 Domain I - VI  
Site Evaluation TBA Domain I - VI 
Thank You Note 25 Domain I - VI  
Student Evaluations 25 Domain I - VI 

Final Grading Scale 

Grades will be calculated on the following scale: 
 
Grade 

 

A 93-100% 
B 85-92% 
C 75-84% 
D 60-74%  
F 0-59% 
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What Are Student and Instructor Responsibilities?  
  
Instructor Responsibilities:  
 
Attendance/Class Time:   
I will be respectful of your time and begin and end class on time.  If class needs to be canceled for any reason, I 
will notify students as soon as possible by email announcement. 
 
Grading Assignments:   
Assignments that are submitted by the due date will be graded and returned/recorded in the Blackboard grade 
center within 3 days.  Assignments that are submitted after the due date may take up to 8 days before I am able 
to grade it. 
 
Answering Emails:   
I will do my best to respond to your emails within 12 hours on weekdays and within 48 hours on weekends.  
Please use your Owens email account to contact me. 
 
Announcements:   
I will post any updates and/or reminders on the Blackboard Announcement page, as well as send it out to your 
Owens email account.   
 
Student Hours:   
These posted times (see above) are designated for me to be available to meet with and assist you, outside of 
normal class time, with any concerns/questions you may have regarding this course or program. 
 
Facilitating Successful Completion of the Course:   
I welcome questions, concerns and experiences relevant to the topic, course and/or professional field.  We learn 
from each other.  If appropriate, I encourage you to share and ask during class.  If it is not, please don’t hesitate 
to see me during student hours or email me. If I feel there is a need, I will each out to the student or class as a 
whole to address that need.  I will make referrals to other campus resources as needed.  I am aware that life is 
happening and this class is not the only thing you have going on. 
 
Student Responsibilities:   
 
Attendance:   
Class discussions and activities are an integral component of learning and understanding the course material and 
therefore, attendance is part of your grade in this class.  Attend on-line regularly (at least every other day, if not 
every day).  A student who does not attend regularly may experience considerable difficulty.  Review any 
announcements concerning assignments or changes from the syllabus.    
 
Assignment Submission:   
Students are to be familiar with the assignment calendar and how to submit assignments (on the assignment 
instructions on the blackboard shell).  If you are unable to submit an assignment by the end of the day on the 
due date (on assignment calendar), you are encouraged to still submit it.  (Please read the specific instructions 
for Discussion Boards.)  Full credit will not be given if the assignment is late, you may be able to earn at least 
partial credit under certain circumstances. 
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Check Email/Blackboard Shell:   
Any announcements and updates will be sent to your email and/or posted on the Blackboard shell.  Students are 
encouraged to check their email at least once daily and to log into their Backboard shell several times a week to 
remind themselves of upcoming assignments, etc. 
 
Tests/Quizzes:   
All dates for assignments and tests are listed in blackboard.  All tests and quizzes will be administered on 
Blackboard.  
 
Contacting the Instructor:   
Email is the best way to reach me, outside of student hours.  Please include your course number in the subject 
line.  Refer to your HIT handbook regarding polite, professional email communication. 
 
Asking for Help/Clarification:   
I expect questions and that’s ok.  Unless I am told otherwise, I will assume that every student understands 
everything said in class, on the Blackboard shell and through emails.  Sometimes the best thing you can say 
is “I am not following this concept” or “I have no idea where to begin with this assignment.”  All classes, and 
courses in this program, will build on and further develop the information we discuss.  Please don’t hesitate to 
reach out as soon as you have questions or need clarification.    
 

How Does the College Support Us?  
 
Use this link for a listing of support resources such as Campus Resources, Campus Life, Getting Around 
Campus, and Security.  
 
  

https://rise.articulate.com/share/OYqfPGgo8yMxGhtqR0IR9SY95F5UfVgC
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COURSE SCHEDULE, ASSIGNMENTS AND GRADING METHODOLOGY 
HIT 234 – PPE Seminar - Toledo Hospital Site Students 

Weekly logs are due by DATE at TIME. Journal Assignments are due by DATE at TIME. 
Discussion Board initial post due by DATE at TIME and Discussion Board responses by DATE at TIME. 

Week Assignment 
1 

DATE 
Discussion Board  

Weekly Log #1 
Journal 

2 
DATE 

Discussion Board  
Weekly Log #2 

Journal 

3 
DATE 

Discussion Board  
Weekly Log #3 

Journal 

4 
DATE 

Weekly Log #4 
Journal 

5 
DATE 

Discussion Board  
Weekly Log #5 

Journal 
6 

DATE 
Discussion Board  

Weekly Log #6 
Journal 

 
7 

DATE 
 

DATE 
 

DATE at TIME 
 
 

 
 

DATE 

Discussion Board  
Weekly Log #7 

Journal 
 

Resume & Cover Letter 
 
 

HIT Multimedia Presentation Session 
 

Student Evaluations 
Thank You note 
Site Evaluations 

 
SNHP IPE Event:  Mandatory  

 
 

 
***PLEASE NOTE- You may not have a written report completed to turn in every week as shown above. It 
will depend on your activities specific to your PPE site.  The above due dates for the written reports are only an 
ideal timetable for you to follow in regards to completing all of your written reports.  All other assignments are 
due as stated above***** 
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