STATEMENT OF WORK

MEDICAL RECORDS CODING TECHNICIAN

The Contractor shall provide all services and labor required to accomplish the performance of Medical Records Coding Technician duties (two 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 each  Medical Records 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 technician
	52

	3.    Hours of Work Per Year  per technician
	2,088

	4.    Anticipated Overtime per technician
	100 hours per year 

	5.  On Call Service 

(On-Site or Telephonic)
	Not Required

	6.  Backup Personnel if  technician

        Unavailable
	Required, if unscheduled absence is to be greater than 14 days.



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 Medical Records Technician position described herein has a position sensitivity designation.  The contractor shall ensure that the Medical Records Coding Technicians complete 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 provide them in the manner required and in sufficient time to allow for timely processing.

	Required Education/Experience
	Coding Technicians shall possess a high school diploma or G.E.D. equivalent.
Coding Technicians shall possess three years experience in healthcare settings 
performing coding in a hospital setting and eligible for CPC-H, RHIT, or CCS.  (Need to explain what “eligible” means. Are the Technicians required to
 have successfully completed  specific courses, given
 by a national agency/association such as American Health Information Management Association?)
Obtain certification with-in 24 months of hire date.
Technicians shall speak, read, write, and understand English.


SPECIFIC TASKS/DUTIES

	1.  Under the clinical and administrative oversight of the Inpatient Records Supervisor, 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.  
a. Reviews and analyses inpatient, ambulatory surgical (APV) patient medical data.

b. Reviews coding quality through recurring audits of medical records and automated systems; provides feedback to hospital staff; and prepares 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.)

c. Audits individual medical records completed by providers and reviews for accuracy and completeness based on established standards of medical documentation, JCAHO standards, and legal sufficiency.  Reviews records for timely recording of entries, legibility, proper abbreviations and other required information.
d. Collaborates 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.

e. Tracks record delinquency rates and provides that information to the Chief, Hospital Services when the Inpatient Records Supervisor  is absent. Participates in the Document Review Evaluation Function when the Inpatient Records Supervisor  is absent.

f. Prepares recurring and ad hoc reports.

g. Reviews records for continuing quality improvement  activities including comparison of coding data with that entered into the medical record.

h. Ensures 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.

i. Performs all moderate to high complexity coding, entering these codes into the ADM module of CHCS.
j. Becomes 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.

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

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

m. Determines eligibility for release of information from medical records, and follows established procedures to ensure confidentially of information.

n. Conducts initial and remedial individual instruction for assigned employees regarding proper records review, coding and maintenance.

o. Provides orientation for Red Cross and other volunteers or students assigned to the activity.

p. Works closely with health care providers and/or researchers by abstracting data from pertinent records, gathering and providing requested     

information to requestors to assist in special studies or projects.

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.   The Government will verify this accuracy standard through monthly audits of the technician’s coded encounters/visits.



	2.  

	

	
	

	
	


The Medical Records 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. 
1. Clinic guidelines concerning release of patient information:  Instructions will be given by Specify Organization  as part of contractor employee orientation.

2. 
3. 
	2. 
3. 
4. 


LEGAL

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