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1. 

	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	
	POSITION DESCRIPTION
	


	This position description serves as the official classification document of record for this position.  Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

	
2.Employee’s Name (Last, First, M.I.)
	8.
Department/Agency

	
	DEPARTMENT OF CORRECTIONS

	
3.Employee Identification Number
	9.
Bureau (Institution, Board, or Commission)

	
	BUREAU OF HEALTH CARE SERVICES

	
4.Civil Service Position Code Description

	10.
Division

	MEDICAL RECORDS EXAMINER E- 8-10
	MENTAL HEALTH SERVICES

	
5.Working Title (What the agency calls the position)


	11.
Section

	HEALTH INFORMATION MANAGER
	Health Infomatics 

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	

KERRY MACDOUGALL, HEALTH INFORMATION SUPERVISOR, 12
	ADMINISTRATION

	
7.Name and Position Code Description of Second Level Supervisor
	13.
Work Location (City and Address)/Hours of Work

	Elizabeth Solomon, Health Informatics Manager
	Health Services Administration Jackson Office

Duane Waters Health Center

3857 Cooper Street

Jackson, MI  49201


	
14.
General Summary of Function/Purpose of Position

	This position is responsible for the overall functioning of the mental health records in their assigned facilities.  Responsible for all aspects of creating and maintaining a health records system including, but not limited to:  Utilization data collection and reporting, release of confidential health record information, audit for adequacy of health records.  This position is responsible for data integrity, data collection, statistical review and report writing as part of the Performance Improvement process. In addition, this position assists with maintaining/obtaining CARF accreditation.

	
15.
Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.



List the duties from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
% of Time

40%
As the Electronic Health Record expert for Mental Health Services, maintains the integrity of a statewide information system.  Maintains mental health tracking system utilizing the statewide information data system (OMS-Mental Health Record for mental illnesses).  Maintains the quality of the Mental Health Record and Mental Health Referral, electronic and paper-based acceptable health record practices while maintaining the confidentiality of the information.  Completes qualitative analysis of health care records.

	Individual tasks related to the duty.

· Analyzes and maintains the quality of the health record, electronic and paper.

· Assesses recorded health information to ensure the conformance with policies, procedures, protocols, national accreditation standards, state and federal laws and other accepted regulations.

· Directs staff in rules, regulations, policies, protocols and procedures to ensure compliance with documentation requirements.

· Provides instruction to staff for correct entries and assists with data into the statewide data system (OMS) on the MHR screen, REF screen and electronic health record (EHR) daily or as needed.  
· Prints reports as part of the mental health tracking system for review, daily or as needed.
· Assists in the development of procedures relating to documentation, development and the use of medical record and data.

	Duty 2

General Summary of Duty 2
% of Time

5%
Assists in the release of information as prescribed by Federal and State legislation.  Determines record maintenance needs.  Designs and establishes guidelines and instructions for the work area.    Prepares records for transfers between Department of Correction facilities and off-site visits.  Assures that established record procedures are observed.  

	Individual tasks related to the duty.

· Assist the Department of Corrections in preparing and releasing mental health information as prescribed by policy and procedure and Federal and State legislation. 
· Prepares records for transfers between Department of Correction facilities and off-site visits.




	Duty 3

General Summary of Duty 3
% of Time

15%
Summarizes data and writes reports for administration.  Reviews and approves daily, weekly, monthly, quarterly and annual reports.  Maintains documentation required by policy and procedure.

	Individual tasks related to the duty.

· Develops - maintains statistical reports showing average length of care, discharges/transfers, exception reports, documentation compliance and timelines, analysis of past and current trends including graphic presentations. 
· Maintains reports correspondence related to the medical records system and statistical analysis of prisoner services.  Prepares statistical profiles of various prisoners and compiles utilization review data
· Preparesand distributes individuatlized reports for administration on a monthly basis.


	Duty 4

General Summary of Duty 4
% of Time

10%
Conducts in-service training.  Develops training programs related to Health Information aspects and ensures that professional, clerical and support staff are trained in those areas. Assist the Department with meeting accreditation standards and obtaining/retaining accrediation.

	Individual tasks related to the duty.

· Provides training and consultative services to professional, clerical and support staff in documenting in the health record, coding and legal issues which may require travel throuhout the state.
· Instruct staff in the use of appropriate documentation format, content, appropriate areas for documents to be placed, forms to be used for submission of information into the computerized medical record data system, ensures court orders, policies, procedures and/or protocols are followed by staff when completing their medical record documentation.
· Instructs staff on medical confidentiality laws.
· Assists with compiling Guidebooks and Training Material or Manuals.
· Developes and updates Documentation Guidelines.
· Maintains the Mental Health Documentation Standards Manual.
· Provides staff information and education with accreditation standards



	Duty 5

General Summary of Duty 5
% of Time

25%
Participates in the function of Performance Improvement.  Performs audits, statistical data collection and interpretation.  Attends each Supervisors Meeting acting as the Performance Improvement representative to share audit results.  Assists in creating and enforcing the Performance Improvement Statewide Plan.

	Individual tasks related to the duty.

· Participates as a member of the Performance Improvement Committee.

· Attends each Supervisors’ Meeting to share audit results.

· Acts as a resource person regarding the Performance Improvement Statewide Plan.

· Makes recommendations for change and improvement in the system.

· Performs audits, statistical data collection and interpretation.

	Duty 6

General Summary of Duty 6
% of Time

5%
Other duties as assigned.

	Individual tasks related to the duty.

· Performs other health information and administrative related duties as assigned.
· Serves on committees as assigned, appointed or elected.
· Maintains drug and alcohol free condition at work as required by policy and provides necessary test samples when required.
· Complies with any lawful request from custody authority during mobilizations or other emergencies.
· Maintains credentials and competency in the clinical areas for which s/he is certified.
· Completes required annual training.
· Completes additional training as required.

· Performs other related duties as requestedby policy, procedure or Civil Service job description.

· Maintains the safety and security of the facility.




	
16.
Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.

Personal judgment and decisions regarding the management of health information which may affect department staff and prisoners.

	
17.
Describe the types of decisions that require the supervisor’s review.

Decisions having significant legal or financial implications, annual leave, assignment to committees or special projects.  Any task requested that are not found in the policies and procedures.

	
18.
What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Hazards to personal safety associated with working with mentally ill inmates in a prison setting.  Physical activity:  Sitting, standing, stooping, bending, reaching, walking and lifting (medical records and x-rays).  Performs 100% of the duties within the secure perimeter of a correctional facility. May require travel within state.  Considerable time spent at a computer.


	
19.
List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
20.
This position’s responsibilities for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

Train employees in the work.


	22.
 Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
Yes.

	
23.
What are the essential functions of this position?

This position is responsible for the overall functioning of the mental health records in their assigned facilities including creating and maintaining a health records system, data integrity, data collection, statistical review and report writing as part of the Performance Improvement process.

	
24.
Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.

None since last review.

	
25.
What is the function of the work area and how does this position fit into that function?

The function is to ensure that each assigned facility has a health information system that is in compliance with Federal and State laws and national accreditation standards, that will provide reliable and valid information that can be used as a provision of treatment services and management decisions on the system.

	
26.
What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION: 



Possession of an Associate’s Degree in Health Information Technology and certification as a Registered Health Information Technician or Registered Health Information Administrator.


	EXPERIENCE:

         Medical Record Examiner 8:  No specific type of amount

Medical Record Examiner 9:  One (1) year of experience equivalent to a Medical Record Examiner 8.

Medical Record Examiner 10:  One (1) year of experience equivalent to a Medical Record Examiner 9.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of health information techniques, procedures and legal implications.

Knowledge of health information indexing, coding and abstracting methods.

Ability to design and maintain a health information system.

Ability to apply and interpret policy and procedure. 

Good organizational skills with ability to communicate both verbally and written.

Knowledge of data systems, basic statistics and computer use.

	CERTIFICATES, LICENSES, REGISTRATIONS:

Certification by the American Health Information Management Association as a Registered Health Information Technician or Registered Health Information Administrator.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	
Supervisor’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
Indicate any exceptions or additions to statements of the employee(s) or supervisors.



	
I certify that the entries on these pages are accurate and complete.


Appointing Authority Signature


Date

	TO BE FILLED OUT BY EMPLOYEE

	
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

Employee’s Signature


Date


NOTE:  Make a copy of this form for your records.
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