STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G561  

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G561


SUPV LEVEL CODE:
8
COMP LEVEL CODE:
Q81A

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Medical Records Technician (Office Automation), GS-0675-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:
MDY

1ST SKILL CODE:
75 %
BJS
Medical Records Technician

2ND SKILL CODE:
25 %
OASCPX
Office Automation Clerk/Assistant/Data Systems Support 

3RD SKILL CODE:
     %

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 06/03/02

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To serve as a medical records technician performing records work concerned with reviewing, analyzing, processing, and maintaining medical records; compiling or extracting medical records data to ensure compliance with regulatory requirements; and performing a variety of related duties.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  To support the medical activity in the accurate and timely completion of medical records.

__________________________________________________________________________________________________

DUTY 1:









%
Critical


Reviews, codes, and analyzes medical records and identifies inaccurate entries and/or omissions.  Plans, organizes and accomplishes the review, analysis and coding of medical records utilizing a variety of means to identify coding requirements.  Analyzes patient records that may include multiple injuries, diseases, and/or medical/surgical procedures, determining both accuracy and completeness.  Reviews medical records for completeness and performs coding of diagnoses and diagnostic and therapeutic procedures based on record documentation.  Determines if/when deviations from proper terminology may indicate omission or inaccuracy within the record and initiates actions to obtain clarification, coordinating work-up of medical charts with staff physician.  Examines records and ensures documentation requirements are met.  Ensures proper evidentiary material is present to support physician’s orders.  Verifies that record documentation is sufficient for coding purposes, and that results obtained are adequately described and screens records to accurately locate any indication of infections or complications occurring during treatment.  Identifies deficiencies and refers the record to the health care provider for correction as necessary.  When multiple diagnosis codes are noted, determines and sequences them as primary and secondary codes in consultation with the primary care provider in order to assure optimum allocation under the Diagnostic Related Groups System.  Files updated medical records.

STANDARDS:

A.  With few exceptions, effectively reviews records and analyzes contents for completeness, proper documentation, adequacy of documentation, and accurate coding.

B.  Almost always thoroughly researches medical records identifying critical items reflective of care provided.

C.  Routinely determines if/when deviations from proper terminology may indicate omission or inaccuracy within the record and initiates prompt action to obtain clarification.  

KSA:  1, 2, 6

__________________________________________________________________________________________________
DUTY 2:









%
Critical


Releases medical information.  Upon receipt of written requests, follows standard operating procedures to research, analyze and abstract pertinent information from records that may include multiple injuries, diseases, and/or medico/surgical procedures and reports findings to requestors.  Makes release determinations based upon application of the Privacy Act and other directives covering confidentiality.  Verifies validity and entitlement to access of information prior to release.  Sends questionable requests to the legal office for review/recommendations.  Briefs patients and agencies such as insurance companies, social services, and medical activities on policies associated with releasing medical information.  Ensures proper billing procedures are initiated upon completion/fill of request.  Initiates, posts charges, and forwards billing statements to appropriate accounting officer for action.

STANDARDS:

A.  With few exceptions, promptly responds to requests for information, providing well-organized and complete responses.

B.  Routinely ensures only authorized individuals and companies receive information. 

C.  Almost always correctly applies charges and submits billing statements for collection, and notifies appropriate agencies upon completion/fill of requests.

KSA:  1, 2, 6  

__________________________________________________________________________________________________
DUTY 3:









%
Critical

Provides technical assistance.  Upon request by medical committees and staff, provides abstracts and/or assists in the identification and/or review of health data statistics for use by the professional staff in evaluating/planning health care.  Identifies codes that will yield information desired and suggests avenues of exploration if appropriate.  Participates in committee functions to include preparing and presenting information and recording proceedings.  For clinical record reviews, helps in identifying problem areas and taking corrective actions necessary.  Provides instruction and orientation to the medical staff on medico legal aspects of record keeping. 

STANDARDS:
A.  Almost always properly selects records and codes that apply to a project or study and prepares supportive reports.

B.  Typically maintains effective and harmonious interaction with committee personnel.

C.  With few exceptions, communicates effectively, both orally and in writing.

KSA:  1, 2, 4, 6  

__________________________________________________________________________________________________
DUTY 4:









%
Critical

Uses multiple office automation software with varied functions to produce a wide range of documents, formats, etc. Specific processing functions involved require a varying number and sequence of steps and use of different functions from one assignment to another.  Uses word-processing software to create, copy, edit, store, retrieve, and print forms, memos, and letters; uses existing database or spreadsheet software to create, enter, revise, sort or calculate, and retrieve data for reports; and uses graphic software to provide graphs and charts for reports and presentations.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Transmits and receives documents and messages electronically using personal computers or workstations that are networked or linked to other computers or workstations.

STANDARDS:

A.  Typically utilizes multiple automated programs effectively and appropriately to produce/develop accurate and useful documents.

B.  Routinely receives, processes, transmits, and/or forwards electronic messages and documents promptly and appropriately.

KSA:  3, 5  

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of an extensive body of well-established rules, procedures, regulations, principles and operations covering patient medical records, their required contents, documentation of incidents, diagnostic coding procedures, extracting and compiling statistical data, and release of information requirements.  

2.  Knowledge of medical terminology, elementary practical anatomy and physiology, medical techniques, and major disease processes, diagnoses, procedures, tests, pharmaceuticals operations, other specialized terms.

3.  Knowledge of various office automation software programs, tools, and techniques to support office operations and produce a variety of documents such as letters, reports, spreadsheets, databases, and graphs.

4.  Skill in gathering required data and preparing related reports. 
5.  Skill in typing; a fully qualified typist is required

6.  Ability to analyze medical records, apply appropriate codes, and determine medical and legal sufficiency of the record. 

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- Knowledge of an extensive body of well-established medical records procedures, rules, processes, policies, and directives, including JCAHO standards, covering the principles of establishing, coding, maintaining, and disposition of patient records sufficient to analyze medical records, perform quality review, compile statistical data for reports, and release of information.   

-- Knowledge of elementary practical anatomy and physiology, medical techniques, surgical and medical procedures, diagnoses, tests, specialized terminology, and major disease processes.  

-- Knowledge and understanding of diagnostic related codes to determine the appropriate designations for a variety of illnesses and treatments.
-- Knowledge of computerized data entry and retrieval systems.

-- Knowledge of various office automation software processing procedures and function keys and the similarities and differences among software types to produce a wide range of documents, such as graphics or tables within text, to edit and reformat electronic drafts, and to update and revise existing databases or spreadsheets.

-- Skill in applying a wide variety of rules, procedures, and operations covering the establishing, coding, maintaining, and destruction of patient records.

-- Skill in typing; a fully qualified typist is required.

-- Ability to communicate effectively, both orally and in writing.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor provides general instructions regarding the purpose of assignment, applicable policies, procedures, and methods to follow; quality and quantity of work expected; priority of assignments; and deadlines.  The technician uses initiative and works independently within the framework established by the supervisor.  Refers situations not covered by instructions or precedents to the supervisor for decision or help.  The technician uses initiative in choosing the best method for carrying out the work.  The supervisor reviews work to verify accuracy and conformance to required procedures and any special instructions, and may spot check routine work products for accuracy.  The supervisor reviews unusual assignments in more detail to determine that instructions were carried out correctly.

Factor 3, Guidelines






Level 3-2
125 Points

A number of well-established procedures and specific guidelines in the form of agency policies and procedures, Federal Codes and manuals, specific related regulations, JCAHO standards, precedent actions, and processing manuals are readily available for doing the work and are clearly applicable to most transactions.  The number and similarity of guidelines and work situations require the employee to use judgment to identify and select the most appropriate procedures to use when making minor deviations or adapting guidelines to specific cases.  The technician consults the supervisor if the existing guidelines cannot be applied or significant deviations are required.  

Factor 4, Complexity






Level 4-2 
 75 Points 

Work involves related steps, processes or methods using established procedures to analyze, review, and correct discrepancies in patient medical records.  The employee determines what needs to be done by choosing from a few recognizable alternatives, such as determining the relevance of  material filed within the record, its medical and legal sufficiency, and its validity.  In the quality review process, the employee identifies inaccurate entries and discrepancies applies prescribed procedures to correct errors.  The work also includes such tasks as determining which code, from a number of choices, most accurately describes the diagnosis and process performed and analyzing records to identify and correct coding discrepancies.  

Factor 5, Scope and Effect





Level 5-2
 75 Points

The work assignments are typically performed according to specific rules and procedures.  The coding and analysis constitute a significant segment of the medical record function.  The work affects the accuracy, timeliness, reliability, and acceptability of information in the medical record.  

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are with employees within the medical facility, both within the immediate work area and with related work units.  Some contacts are with members of the public such as patients and their families, members of various health organizations and insurance companies.

Factor 7, Purpose of Contacts





Level 6/7-2A
 45 Points

Contacts are for the purpose of obtaining and verifying information, and to provide information and reports.  In most cases the purpose of the contact is clear.  

Factor 8, Physical Demands





Level 8-1
    5 Points

The work is primarily sedentary.  The technician sits comfortably to do the work.  However, there may be some walking, standing, or carrying of light items such as manuals and files.  The work does not require special physical demands. 

Factor 9, Work Environment





Level 9-1

    5 Points

Work is performed in an office environment with adequate lighting, heating and ventilation.  Observes normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
____________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Assistance and Technical Work in the Medical, Hospital, Dental, and Public Health Group, GS-0600, May 2001; OPM Position Classification Standard for Office Automation Clerical and Assistance Series, GS-0326, TS-100, Nov 1990; OPM Position Classification Standard for Office Automation Grade Evaluation Guide, TS-100,  

Nov 1990.

FACTOR LEVELS AND POINTS:  1-4/550, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6/7-2A/45, 8-1/5, 9-1/5

GS-05 Point Range:  855 - 1100

Total Points:  1005

Grade:  GS-05

CLASSIFICATION REMARKS:  

The office automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

Factor Levels and Points:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6/7-1A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655 - 850

Total Points:  790

Grade:  GS-04

Factor Level 6 differs from the medical records technician duties because personal contacts for office automation duties are limited to employees within the immediate work unit or related support units, such as points-of-contact and document originators. 
Final Classification:  Medical Records Technician (Office Automation), GS-0675-05

NOTE(S) TO USERS:  

__________________________________________________________________________________________________
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