Health Care Organization Project Assignment
Students are required to research, investigate and provide a written report on a Hospital or Health Care Organization – this can be a real or fictitious organization.  For this exercise, you are the Manager of a Radiation Oncology Department.  As such, you are required to manage all of the day to day operations of such a facility.  Management of day to day operations requires knowledge in many areas relating to a health care organization.  This includes the mission of the organization, the organizational structure, services provided, personnel providing the services, billing for the services performed, and the Human Resources requirements for the department.  Please use the outline provided to write a report about a health care organization.  Much of the paper will be writing about the structure of the organization, including defining the points in the outline and discussing the role in the organization.  Be sure to address all points listed and provide a grammatically correct, properly cited (APA style) paper delineating your organization.  The paper must be double spaced, 12 point font and a minimum of 5 pages of text.

I am looking for specifics of the organization like:

· [bookmark: _GoBack]What is the overall Mission and Philosophy? State the mission statement of your organization.
· What are the staff positions that operate under your domain? Who reports to you.
· What is their role in the department? See outline
· What are the different types of insurance that your department accepts? See outline
· How will you manage billing and insurance payments? See outline 
· How will you manage people? See outline
· How will you manage the Human Resources? See outline
· How will you be certain you are operating under the law? See outline

If you “borrow” information from a real organization, be sure to properly cite it.  If you need help with citations, students are encouraged to visit the Writing Center in the Academic Resource Center in White 110.  You may reach them at 617.732.2860.
There is a document on Blackboard under Course Documents called “Radiation Oncology Coding Guidelines” that you may find very helpful.  You may want to contact a Human Resources representative from a local hospital to arrange an interview to gather information.  There is an external link to a document to help you understand CPT Billing on Blackboard as well.

Let the following serve as a guide for your research.  Students are expected to address each point, even if it is to note that the organization does not utilize this particular point.  For each point, define this role or item within your organization.  I am looking for the role definition rather than the name of the person who fills the role currently.  For part II – Insurance Billing, define the types of organizations that the organization bills for services.  Then address CPT billing for the organization, in a brief and concise manner.

 Hospital and Health Care Organization
1. Philosophy and mission – State mission statement

2. Administrative services 
A. Governing board How is the hospital governed? Is there a board of directors?
B. Hospital education setting administration Is this a teaching hospital?
C. Admissions Discuss admissions. Is this an in-patient or out patient facility?
D. Information technology systems Does you  use EMR such as Mosaiq, Aria and or EPIC?
E. Finance Do you have a CFO and what is his/her function?
F. Human resources Discuss the structure of you HR department.
G. Other

3. Medical services
A. Medical director What is his/her function?
B. Medical staff Who comprises your staff? E.g. doctor’s nurses, physicists
C. Resident staff  Discuss if you site is a teaching hospital
D. Intern staff  Discuss if you site is a teaching hospital
E. Medical students  Discuss if you site is a teaching hospital

4. Ancillary services
A. Environmental services Discuss departments that provide services to the physical buildings.
B. Security

5. Radiation therapy services organization Section 5 pertains directly to the radiation oncology department. Are there member of your organization that fill the positions below? Talk about each of their specific job responsibilities.
A. Director/chairman
B. Radiation oncologists
1. Attending
2. Resident
3. Intern
C. Radiation physicist
1. Staff physicist
2. Research assistant
D. Radiobiologist
E.       Radiation therapist
1. Administrative director
2. Department manager
3. Clinical supervisor/lead radiation therapist
4. Chief/senior radiation therapist
5. Staff radiation therapist
F. Medical dosimetrist
G. Support personnel
1. Clerical staff
a) Administrative assistant
b) Receptionist
c) Medical secretary
2. Accounting
a) Billing
b) Purchasing
3. Cancer registry
4. Transportation services
5. Medical records
6. Others


Insurance and Billing What types of insurance do you take?
Primary insurance
H. Healthcare Maintenance Organizations (HMOs)
I. Preferred Provider Organizations (PPOs)
J. Other

Supplemental insurance

Medicare Do you take Medicare for patients of 65?

Charity care Do you provide free services to the needy?

Billing and Coding Section E requires a discussion about the use of billing codes. Does your organization use AMA of CMS billing codes?  Define coding and any associated documentation. Define your audit procedures (checks and balances). What are professional charges compared to technical charges?
K. American Medical Association (AMA)
L. Centers for Medicare and Medicaid Services (CMS). Formerly Health Care Financing Administration (HCFA)
M. Coding perspective
1. Proper coding 
2. Documentation
3. Audit procedures
N. CPT Principles 
1. Professional Charges
2. Technical Charges

Human Resources How do recruit staff? How do you incent you staff to perform? Do you permit job sharing?
Strategic recruitment
O. Position description and analysis
P. Staffing
1. Human resources surveys
2. Performance evaluations
3. Merit increases
4. Flexible staffing
5. Consolidation of resources
Q. Selection of candidate
R. Salary and benefits
S.    Full-time equivalent (FTE) status

Education How do you on-board and train staff? How do you ensure that staff stay abreast of changing trends and new technology in radiation therapy?
T. Orientation
U. Annual in-service training
V. Continuing education
W. Competency Assessment

Employee relations How do you measure employee satisfaction?
X. Job satisfaction surveys
Y. Benefits

Labor relations Discuss basic labor laws. Talk about OSHA and the NRC.
Z. Due process
AA. Grievances
AB. Arbitration
AC. Disciplinary actions
AD.    Sexual harassment

Laws and regulations Discuss civil right laws and define each item below.
AE. Federal legislation
1. Labor laws
2. Safety and health laws
3. Employee benefit laws
4. Wage and hour laws
AF. Civil rights laws
1. Bona fide occupational qualifications
2. Equal Employment Opportunity Commission (EEOC)
3. Affirmative action
AG. Disability laws
AH. Layoffs and terminations
AI.    State worker’s guidelines 
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