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Coding Roundtable Resource Planning and Guidelines

All documents used for Coding Roundtables must include the AHIMA Coding Roundtable logo displayed on the page. State logos or meeting sponsor logos may be added – the FHIMA logo is above.
General Guidelines

1. Coding Roundtables are always conducted in partnership with the State Health Information Management Associations so that coding and reimbursement remains integrated with the Health Information Management profession.

2. Each Component State Association (CSA) is expected to appoint or elect a Coding Roundtable Coordinator with the appropriate skills and commitment to the process.

3. Coding roundtables should meet no less than four times per year – six times per year is encouraged, to maintain momentum and keep up with the changes in coding practice. 
4. To qualify as a Coding Roundtable meeting, the topics presented/discussed must be appropriate to the coding/reimbursement professional. 
5. The primary objective of the Roundtables is to provide a combination of virtual and face-to-face meetings to meet the local needs of coding professionals. Each state should determine how many groups should be organized. Some states organize by districts, regions or population centers. In most cases, there is greater success when the participants are not required to travel great distances or take an entire day off work to attend.

6. An annual coding workshop (at least 6 hours CE) has been provided in many states as one of the meetings to provide low cost, high quality instruction for coding professionals in your area. On the national level, regional Achieving Coding Excellence coding workshops will be conducted under national leadership in addition to two days of education held in conjunction the national AHIMA convention. Some states plan the coding workshop to occur in conjunction with or adjacent to the annual meeting.

7. Registration fees for attendees should be established by each state and managed by the CSA. Obtaining sponsorship from a vendor or organization is permitted as long as the relationship does not inhibit or interfere with the educational value of the Roundtable sessions.

8. Continuing Education (CEs) hours are based on contact hours.  Sixty minutes equals 1 contact hour which equals 1 CE.  CEs cannot be reported in half-hour increments.  Presentations that are 1 ½ hours long need a second 1 ½ hour presentation to equal 3 CEs.
9. AHIMA will assist in the creation of incentive programs to encourage volunteer efforts, Coding Roundtable participation and success including:

a. Special recognition for Roundtable Coordinators at the annual Clinical Coding meeting held prior to the national convention. 

b. Prepared programs available for check out from the Coordinator’s CoP including a variety of 90 minute programs ready to deliver with minimal speaker preparation. These programs are based on previously delivered audio seminars and include quizzes, and/or discussion questions formulated to educate and clarify coding guidelines or establish best practices.

c. Management of programs within the CoP developed by or for Coding Roundtables for sharing with others.

d. Space in the electronic coding community newsletter called “CodeWrite” for sharing coding issues and articles.

e. CE credit for online quizzes based on CodeWrite or the AHIMA Journal.

f. Space on the Coding Roundtable CoP to post roundtable News.

Coding Roundtable Resources

All Coding Roundtable Coordinators (CRC) will have access to the Coding Roundtable Coordinator Community of Practice.  This community will provide the coordinator with the resources they need to complete their annual activities.  Available on the CoP are:

1. Community Links to current websites and information.  CRCs can use this area to identify the latest information and post them on their Geographic CoP or add them as a topic of discussion at their next meeting.

2. Frequently Asked Questions that address questions or concerns from the CRCs.

3. Resources section that will provide updated information and handouts for CRC meetings.  The resource section will also provide materials that coincide with AHIMA audio seminars, such as pre and post test information.

4. Letterhead that can be used at meetings.

5. Sign in sheets for meetings

6. Toolkits that provide ideas and topics for meetings

7. Discussion Threads regarding coding questions or other issues for meetings.

8. Listing of all CRCs for networking ideas.

9. AHIMA contact is Kathryn.DeVault@ahima.org
Suggestions for Coding Roundtables

1. The CRC can be a part of the annual State Association Program Committee and develop an agenda specifically for coding that is offered in conjunction with the state meeting.

2. The Component State Association can volunteer to host a Regional Coding Meeting in collaboration with AHIMA.

3. The CRC can utilize part of their budget and purchase audio seminars from AHIMA and utilize the audio seminar, along with the pre/post test found on the CRC CoP as a part of their roundtable discussions.
4. The CRC can utilize the toolkits available on the CRC CoP to develop tabletop discussions.

5. The CRC can purchase an audio conference CD, print off the course materials from the AHIMA website, print off the pre/post test questions and have “traveling” coding roundtables.  The CRC would identify 3-4 locations throughout the state and contact hosts (such as hospital coding manager).  Send the package of information to host #1 who plays the audio and facilitates discussion.  Host #1 then gathers up all of the materials and sends the information to Host #2; who does the same.

6. Use the State CoP discussion thread to identify topics and facilitate table top discussions at a lunch and learn meeting.

7. Utilize students as facilitators as a management problem or clinical project.

8. Find speakers and sites through the State CoP discussion thread by calling for volunteers.

9. Discuss hosting a Saturday meeting that allows coders to participate without missing a day of work.

10. Review FAQs on the Coding CoP for development of a “how to code list” (but be sure to update your list with each code revision).
11. Utilize members of the State Association Board to serve as hosts for CRC activities, speakers or volunteers.

12. Post CRC activities on the State CoP, or ask the facilitator to send out a blast email reminder regarding upcoming discussions.

13. Utilize Codewrite Newsletter for discussion facilitation.

How to use Audio Seminars in Roundtable Activities

1. View the current list of AHIMA Audio seminars at www.AHIMA.org under distance education.

2. Purchase one or more audio conferences that pertain to your State Association’s need.  (Review your list with the CSA Board).

3. Determine if you want to purchase the CD for multiple uses or the audio itself for one location playback.

4. Print off the course materials from the Distance Education site.

5. Print off any pre/post tests available on the Coding Roundtable Coordinator CoP (if one is not available for the specific program chosen, develop your own).

6. At the roundtable discussion, give the pretest first.

7. Listen to the audio seminar.

8. Provide the post test.

9. Have table discussions regarding further issues.

10. Encourage each table to focus on a specific issue and how it applies to them, how they use the information in everyday case scenarios and present to the group at large.

Any CSA can purchase an AHIMA audio seminar for a coding roundtable discussion.  The charge for the roundtable is up to the CSA.  

AHIMA would consider it inappropriate for an individual to purchase an audio conference and then charge a fee for the event in order to make a profit.

What is needed for each Coding Roundtable Event

1. Meeting notice, posted on the State CoP or by some other means.

2. Sign in sheet form
3. Certificate of Participation form
4. Issue List form
5. Feedback form

6. Coding Roundtable Survey form
7. Resource Listing of AHIMA products or services
8. Handout materials
9. Date 

10. Location

11. Speaker (if applicable)

12. Host

13. Facilitators

14. Determination of fee for the Roundtable
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MEETING ANNOUNCEMENT
Sponsored by:
DATE:

TIME:

LOCATION:

AGENDA:
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SIGN IN SHEET
Please use this form to record attendance at each Roundtable. Regional and Local Roundtables should forward a copy of sign-in sheets to their State Roundtable Coordinator. 

Those wishing to receive AHIMA continuing education credit must supply their AHIMA ID number. Those individuals will receive ___continuing education (CE) clock hours. The Roundtable Coordinator provides CE Certificates at the conclusion of the meeting. Participants should keep a copy of their CE certificate on file as proof of attendance.

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
	

	Name
	

	Title
	

	Organization
	

	City, State, Zip
	

	E-mail
	

	AHIMA ID number
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Certificate of Participation

This is to certify that

Name

Participated in the 

[NAME of Program]

[DATE]

And is entitled to [#] continuing education hours in the area of [Specify Area]

[Name of Coordinator]

No Record will be kept of your participation.  Retain this certificate as evidence of participation.
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ISSUE DISCUSSIONS
Please use this form for table top issue discussions.

	Issue 1

	Example:  Severity Adjusted DRGs appear to be on the horizon.  What do you 

	feel will be the biggest impact of severity adjusted DRGs on coders today?

	

	

	

	Issue 2

	

	

	

	

	

	Issue 3

	

	

	

	

	

	Issue 4

	

	

	

	

	

	Issue 5
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FEEDBACK FORM
Please use this form for State and National Clinical Coding Communication. Regional and Local Roundtables should forward a copy of feedback forms to their State Roundtable Coordinator. Issues include a significant practice variance in interpretation of a specific coding guideline or a request for assistance with a particular coding problem common to most of the group. Individual coding questions should be asked or posted first to the appropriate Coding Community of Practice or Roundtable meeting before using this method to obtain information in order to optimize the efforts of the Roundtable process.

	Issue 1

	

	

	

	

	

	Issue 2

	

	

	

	

	

	Issue 3

	

	

	

	

	

	


General Comments: [Provide attachments with supporting information and references]

Completed form should be sent to Kathryn.devault@AHIMA.org
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 CODING ROUNDTABLE SURVEY

Which regional association do you belong to?  __________________________________ 

Have you attended a coding roundtable in the past?
YES
NO

Would you be interested in attending a coding roundtable in the future?
YES
NO

What length of meeting do you prefer for a coding roundtable?_______________________

What type of setting do you work in?__________________________________________

	Please list specific topics of interest in the appropriate categories in order to help us customize the coding roundtable meetings to better meet the needs of our members.

	Inpatient Coding/DRGs
	

	Emergency Department
	

	Physician Office Coding
	

	Ambulatory Surgery Coding
	


Would you be willing to provide a site to host a coding roundtable?

YES
NO

Would you be interested in presenting or facilitating a coding roundtable?
YES
NO

If yes, which category(ies) would you be interested in presenting or facilitating?

________________________________________________________________________

Would you be interested in participating on a committee or serving as a contact person for your region to plan the coding roundtables?
YES
NO

Name___________________________________________________________________

Mailing Address__________________________________________________________

E-mail address________________________________  Phone______________________

Please complete and return to:
Kathy DeVault, RHIA, CCS

AHIMA Practice Manager

233 N. Michigan Ave., 21st floor

Chicago, IL  60601
 

AHIMA RESOURCES AND PRODUCT LIST

AHIMA

www.AHIMA.org

Coding CoP will provide discussion threads on specific topics and 

 Resources
Coding Roundtable CoP

CodeWrite Monthly Newsletter


Distance Education link will provide audio/books/catalog resources


Body of Knowledge will provide practice brief information
Advocacy CoP will provide updated information on advocacy issues    

 surrounding coding

ICD-9-CM Official Guidelines for Coding and Reporting
http://www.cdc.gov/nchs/datawh/ftpserv/stpicd9/icdguide07.html
AHA Central Office Editorial Advisory Board for Coding Clinic

http://www.ahacentraloffice.org/ahacentraloffice/index.html
AMA CPT Editorial Panel

http://www.ama-assn.org/ama/pub/category/3112.html
AHA Central Office on HCPC

http://www.ahacentraloffice.com/ahacentraloffice/html/hcpcs.html
National Library of Medicine

http://www.hlm.nih.gov/
Center for Medicare and Medicaid Services

http://www.cms.hhs.gov/
Office of Inspector General Work Plan

http://oig.hhs.gov/publications/workplan.html#1
QIO 9th Scope of Work

http://www.cms.hhs.gov/QualityImprovementOrgs/04_9thsow.asp#TopofPage
CMS Hospital Acquired Conditions and POA Education Resources

http://www.cms.hhs.gov/HospitalAcqCond/07_EducationalResources.asp
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