STATEMENT OF WORK

CODING TECHNICIAN

The Contractor shall provide all services and labor required to accomplish the performance of Coding Technician duties (one full-time equivalent (FTE) position) as Specified for the Military Treatment Facility  in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

FTEs, HOURS, SCHEDULES

	1.    Full Time

Up to three weeks (15 work days) paid leave/vacation, in accordance with the contractor’s employee’s benefit plan or employee contract, and ten paid Federal holidays per year will be granted to the Coding Technician.  Backfill of personnel is not required for authorized leave.  The contractor shall identify the amount of leave entitled by employee plan/contract to the COR for any person hired to perform services under this delivery order.  Vacation or leave in excess of the contractor-allowed entitled vacation/leave amounts or the “up to” amounts stated above, whichever are less, will not be paid by the Government.
	Schedule:  Eight hours per day during normal business hours.  Exact schedule shall be mutually agreed between MTF and Contractor



	2.    Weeks Per Year
	52

	3.    Hours of Work Per Year 
	2,088

	4.    Anticipated Overtime
	NONE

	5.  On Call Service 

(On-Site or Telephonic)
	Not Required

	6.  Backup Personnel if  Coder

        Unavailable
	Not Required



QUALIFICATIONS

Contractor-furnished personnel shall comply with all applicable Managed Care Support Contract requirements including, but not limited to: utilization review/management criteria and procedures, and quality assessment procedures and criteria in accordance with the policy, procedures and regulatory provisions established for Government practitioners (CFR 199.6, TRICARE/CHAMPUS Policy Manual, Chapter 10; Section J-2, Addendum C, Section J-4 Documents 1, 6, 7, and 8;  and Section J-3, Attachment 14, as well as any MTF policy requirements).  

All regulations, policies, and standard operating procedures will be made available to all contractor-furnished personnel for familiarization and to ensure compliance in performance of services.

Position Sensitivity Designation.  The Coding Technician position described herein has a position sensitivity designation.  The contractor shall ensure that the Coding Technician completes all required Government forms (SF 85P – Questionnaire for Public Trust Positions, and FD 258 – Applicant Finger Print Card, etc., as required by DoD 5200.R, Personnel Security Program) and provides them in the manner required and in sufficient time to allow for timely processing.

	Required Education/Experience
	Accreditation from a nationally recognized accrediting body with one or more of the following credentials: Registered Health Information Administrator (RHIA), Registered Health Information Technician (RHIT), Certified Coding Specialist (CCS), Certified Procedural Coder (CPC), or Certified Coding Specialist-Physician Based      (CCS-P).

Three years experience in healthcare settings performing coding and training.


SPECIFIC TASKS/DUTIES

	1.  Performs the Full Spectrum of Services of a person trained in: Medical Coding 
	The technician will perform recurring medical coding audits, assist/train hospital staff on proper coding techniques, and code medium to high complexity visits.  The technician will  report to the Operating Room Element Chief. 

a. Develop programs and plans for orienting and training staff in coding techniques and proper medical documentation in support of coding.

b. Perform recurring baseline assessments of coding accuracy for each outpatient surgical services clinic, the Ambulatory Surgery Unit and inpatient units for all surgical cervices rendered by the MTF.

c. Evaluate results of baseline assessments, develop appropriate reports/briefings and perform targeted training to improve coding accuracy.

d. Educate and assist providers, nurses, technicians and administrative staff with correct coding skills, individually and in group forums

e. Reassess coding quality through recurring audits of medical records and automated systems; provide feedback to hospital staff; prepare recurring Ambulatory Data Module (ADM) and Composite Health Care System (CHCS) accuracy reports based on audit results and appropriate trend analyses.  (ADM, a Department of Defense application, is used for statistical documentation of medical care and is designed to document patient diagnoses and treatment in order to support the management of patient care output of the system used in the collection process.)

f. Collaborate with Medical Records, Medical Transcription and Third Party Collections staff to improve the quality of medical record documentation and documentation in support of third party collections.

g. Ensure proper coding is accomplished by determining the appropriate code with the International Classification of Disease-9th Edition-Clinical Modification (ICD-9-CM), Current Procedural Terminology (CPT), Evaluation and Management (E&M), Health Care Financing Procedural Coding (HCPCS), and other coding schema as mandated/recommended by the Department of Defense, Air Force and/or reputable and recognized civilian coding authorities.

h. Perform all moderate to high complexity coding, entering these codes into the ADM module of CHCS

i. Become familiar with Department of Defense automated systems, especially as they relate to coding and medical documentation.  This includes data entry and analysis in the ADM system.

j. Keep abreast of continually changing information, concepts, improvements and requirements in the fields of medical documentation and coding.  Suggest and incorporate industry best business practices and process improvements to daily and long term coding, auditing and training programs.  Apply skilled judgment in determining that deviations from these expectations and standards may indicate an omission or inaccuracy within the patient’s medical record.

k. Assess and, if necessary, recommend to the MTF Group Practice Manager implementation of software applications to improve quality of coding.  

l. Attend meetings of the professional staff and provide routine data presentations, analysis, and training during these meetings.

m. Develop provider selection lists or “superbills” that represent providers’ practice patterns and train staff on their use.

n. Prepare recurring and ad hoc reports.

o. Interact closely with health care providers and other staff to ensure compliance with documentation requirements.

p. Manage a quality control program that recognizes the judgmental nature of clinical coding and ensures consistency in application.

q. For each month, under the period of performance of this delivery order, a minimum of 95% of contracted technician-coded encounters/visits shall be properly coded in all respects and properly entered in Government automated systems without error.  This standard shall apply to the contracted coding technician each month.  The Government will verify this accuracy standard through monthly audits of the technician’s coded encounters/visits.



	2.  Workload Information


	N/A

	3. Specific Tasks That Would Not Be Included in Above 
	N/A

	4.  Exceptions to (1) Above 
	N/A


The Coding Technician performing services at the MTF shall comply with Government/MTF regulations, MOUs, SOPs, etc. regarding administrative services, record keeping, patient referrals, interactions with Government personnel, MTF security, QM/UM participation, Government property, etc.  All regulations, policies, and standard operating procedures will be made available to all contractor-furnished personnel for familiarization and to ensure compliance in performance of services.  Additionally, the contractor-furnished personnel shall attend all Government-provided orientation and training necessary to perform daily duties (e.g. CHCS Training) on a Government installation.

LOGISTICS

	Government will provide all facilities, equipment, and services (ancillary and administrative) for the contractor- provided personnel to enable them to perform the above services at the MTF.

Government instructions/guidelines (as stated in Specific Tasks/Duties, above):

1. Instructions for making appointments and no-shows

2. Clinic guidelines concerning release of patient information

3. Clinic guidelines concerning questioning patients about nature and duration of symptoms.


	1. Instructions will be given by Specify Organization as part of contractor employee orientation.

2. Guidelines will be furnished by Outpatient Records, MTF as part of employee orientation.

3. Guidelines will be furnished as part of contractor employee orientation.


LEGAL

1.  Contractor is liable for loss, theft, or misuse by contractor-provided personnel of provider/Government property.
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