Health Unit Clerk/Coordinator

Syllabus 2009 - 2010
Course Title: 
Health Unit Clerk / Coordinator

(Idaho Code Number: 8384  CIP#: 51,0703
IBED # 14203)
Credit Hours:  
1 High School Credit   
(1 Tech-Prep credit through LCSC)
Instructor:

Sheri Daly, R.N.

Telephone Numbers:
Work:  
1-208-962-3901  (Prairie High School)

Fax:  

1-866-525-1480 

Mailing address:
Prairie H.S.

POB 540




Cottonwood, Idaho 83522

E-Mail:
daly@sd242.k12.id.us 

Text and Other Materials:


· Health Unit Coordinating, 4th or latest edition, by Myrna LaFieur-Brooks (1993), published by W. B. Saunders Company, ISBN 0-7216-4302-7, distributed by Harcourt Brace Company.

· Assignments (go to section on the homepage for the assignments related to this course)

ALL books and materials MUST be returned before a grade will be issued for this course.  (Textbook can be purchased – contact instructor if you are interested in purchasing your book.)

PREREQUISITES: 
· Completion of Introduction to Health Occupations or Fundamentals for Health Professions (FHP) online course with a final grade of 80% of better 

· Medical Terminology with a final grade of 80% or better

· Online courses require students to be independent learners and to have good reading skills and good basic computer skills.

RECOMMENDED, but not required: 

· Completion of the Nursing Assistant Course. (Combining the skills of Nursing Assistant and Health Unit Clerk increase the job flexibility and marketability).

COURSE DESCRIPTION: The purpose of this course is to prepare students for employment as health unit clerks, sometimes called health unit coordinators.  The content includes, but is not limited to, the role and responsibilities of the Health Unit Clerk/Coordinator, communications and interpersonal relationships, medical terminology, anatomy, legal and ethical responsibilities, management skills within the work environment, transcription of physicians' orders, problem solving, and employability skills. Application of skills in the actual work environment is an essential part of this course.

INTENDED OUTCOMES: After successfully completing this program and under the supervision of a qualified instructor, the student will be able to:

01.
Perform in the role of the Health Unit Clerk/Coordinator.

02.
Describe the impact and influence of the working environment.

03.
Use medical terms, abbreviations, symbols, and military time/24 hour time on the job.

04.
Demonstrate effective communications and interpersonal relationships.

05.
Transcribe physicians' orders.

06.
Demonstrate management techniques.

07.
Apply knowledge of anatomy to the job.

08.
Demonstrate employability skills.

09.
Demonstrate computer skills.

10. Apply knowledge of Universal Precautions.

INDEPENDENT STUDY: 
· The student will complete assignments, quizzes and monitored exams and communicate weekly with the faculty.   

· All monitored exams need to be scheduled with your counselor for a time.  You are not allowed to use any materials for a monitored exam, including but not limited to textbook, written notes, assignments, internet sites, IPODs, cell phones, blue tooth devices, etc.  You will be given a blank sheet of paper and a pen/pencil when you arrive for a monitored exam.
CLINICAL EXPERIENCE:
· The minimum required clinical time is 40 hours. The student will keep a log of experiences and hours.   This log must be dates, signed and hours indicated by the health unit coordinator each time student is at clinical.  Copy of log needs to be mailed to Sheri Daly at end of course.

CERTIFICATE AWARDED: Upon successful completion of the Health Unit Clerk/Coordinator Training Program, the student will receive a certificate of completion.  

SPECIAL NOTE: Persons who successfully complete this program of training and/or work as a health unit clerk/coordinator to gain experience (approximately 6 months is recommended), and have a high school diploma or GED, may take the national certification examination sponsored by NAHUC (National Association of Health Unit Coordinators).  Course faculty can furnish details about this certification process.

GRADING:
It is very important to me that you succeed in this course.  You need to stay on schedule with the course so that you are not trying to complete all of the work at the end of the semester.  All assignments will be docked for lateness.  Assignments will be docked as follows:

Late one day past due date – docked 20% off of the total points for the assignment

Late two weeks – docked 50% off of the total points for the assignment

If you need an extension on an assignment, you need to contact me for prior approval.

GRADING SCALE:
The following is the course grading scale.

A
90 – 100%

B
80  – 89%

C
70 – 79

D
60 – 69

F
Below 60

ACADEMIC HONESTY:
Academic honesty mandates the use of one’s own thoughts and materials in writing papers, taking of tests, or completing other classroom or shop/lab related activities.  Students who aid others in any infraction of academic honesty are considered equally guilty.  The concept of academic honesty is designed to assure a uniform standard against which to evaluate all students and to prevent cheating.  Students are expected to report infractions to their instructors.  Violation of this policy may lead to a student’s failure of this course.  See your school’s student handbook for other related policies and possible consequences.

Region 2 Professional-Technical Academy does not discriminate or deny services on the basis of age, race, religion, color, national origin, sex and/or disability.
******************************************************************************

**SIGN BELOW AND MAIL (OR FAX) TO SHERI DALY**
PARENT/GUARDIAN CONSENT AND STUDENT COMMITMENT:

Note:  Students with a criminal conviction need to be aware that some crimes prevent a person from being hired to work in a health care setting.  For a complete list and other information call toll free 1-800-340-1246 or check the website @ https://chu.dhw.idaho.gov/ 
This course schedule is set up to include only the minimum number of hours required, therefore absences are not permitted. In case of emergency, contact the Health Unit Coordinator prior to the scheduled shift that you will miss and schedule make-up time.  Make-up hours may not be possible and will depend on Health Unit Coordinator availability.  Only (verifiable) family emergencies and illness are considered valid reasons to miss clinical.
Signing below indicates that we have read the syllabus and understand the requirements for the Health Unit Coordinator Course. Please sign below and mail this consent to Sheri Daly R.N.  

__________________________________        __________________________________

Student Name (Printed)                                       Parent/Guardian Name (Printed)

__________________________________        __________________________________

Student Signature                                                Parent/Guardian Signature 

Date: _____/_____/_____


     Date: _____/_____/_____

*Mail or Fax this signed form to:

Sheri Daly R.N., POB 540, Cottonwood, ID. 83522   Fax # 1-866-525-1480  

Thank you!
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