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NAHUC Contact Hour Activity: "Write an Educational Article"
Purpose: A method of earning NAHUC contact hours to be applied to recertification.
NAHUC Contact Hours Awarded: 12

How To:
There are two options:
1. Submit the article that has been published in a professional journal or book to the NAHUC Education Board via the NAHUC office. Electronic submission preferred. Article must adhere to the publication guidelines of the journal in which article is being published. 
2. Write a continuing education article according to the following requirements and submit it to NAHUC.

In both options, the Education Board awards NAHUC contact hours after review and determination that the submitted article meets the requirements below.

NAHUC Education Board Requirements for Writing an Educational Article

1. [bookmark: _Hlk148097879]Article content must pertain to the NAHUC Certification Exam Detailed Content Outline Based Job Task Analysis, revised 06/2018 (attached). See guidelines below for selecting a topic.
2. Article must identify at least three and not more than four measurable learning objectives. See guidelines below for writing measurable learning objectives.
3. Article must list all resources and references and must list a minimum of three and not more than six sources; sources must not be more than ten years old. Wikipedia cannot be listed as a resource or reference. However, Wikipedia can be a good starting point for general information and can be used to find other resources that are more reliable. 
4. Information must be cited. NAHUC reserves the right not to award contact hours or publish any continuing education article or quiz where plagiarism is suspected. Plagiarism means using another person's words or ideas as one's own without giving credit. Continuing education article and quiz authors are expected to use the ideas of others, but it is necessary to properly identify and attribute the words, ideas and facts you have learned and are sharing. Other people’s words or ideas must be given adequate documentation whether used in direct quotation or in summary or paraphrase.
5. Article submitted for publication must be typed, free of all grammatical and spelling errors. Electronic submission preferred.
6. Article must be at least 700 words.
7. By submitting an article to NAHUC, the author implies their consent for NAHUC to choose to edit, modify, and/or publish as they see fit.

Include your name, address, e-mail, and telephone number and email your article to:
office@nahuc.org
Education Board Director
NAHUC
Fax to 815-633-4438 or email to office@nahuc.org


Revised 10/23

Guidelines for Selecting a Topic for an Article:
· Topic must pertain to the NAHUC Certification Exam Detailed Content Outline Based Job Task Analysis, revised 06/2018 (attached).
· Topic allows the learner to see the “connectedness” to their current career path. 
· Topic permits the learner to build upon their current level of knowledge. 
· Topic is relevant/meaningful to a healthcare knowledge base. 
· Topic allows for immediate implementation into the personal/professional setting. 
· Topic is seen as a pathway for improvement into knowledge and experience base. 
· Topic aligns with goals for knowledge building and career advancement.)

Guidelines for Writing Measurable Learning Objectives
1. Utilize one measurable verb in each objective. See Bloom’s Taxonomy.
2. When creating an objective, list only one measurable verb.
3. Keep objectives measurable, clear and concise. 
4. Assure the information to meet the objective is present in the article, website, etc.

Blooms Taxonomy and Hierarchy of Learning
Simplest (remember) to most complex (create)
[image: ]

Remember:  	Define, List, Recall, Recognize, Outline, Name
Understand:  	Describe, Restate, Summarize, Explain
Apply: 		Predict, Solve, Calculate, Determine
Analyze:	Classify, Breakdown, Categorize
Evaluate:	Chose, Support, Compare, Contrast
Create:		Design, Formulate, Compare, Compose, Generate

“Remember” examples of Objective writing:						
	Define Parkinson’s Disease. List three symptoms of Tuberculosis
“Understand” examples of Objective writing:
	Summarize two effects of chronic illness. Restate three complications of Covid-19.
“Apply” examples of Objective writing:
Predict one major outcome of noncompliance with medications. Calculate weight loss with a reduction of 7000 calories per week.
“Analyze” examples of Objective writing:
Classify major medications administered for treatment of high cholesterol levels.  Categorize patient symptoms into Type 1 or Type 2 Diabetes.
“Evaluate” examples of Objective writing:
Choose at least three lifestyle activities that impact overall health. Compare and contrast Multiple Sclerosis and Parkinson’s Disease.
“Create” examples of Objective writing:							
	Generate a plan for excellent customer service. Design a yearly calendar for staff in-services. 


NAHUC Certification Exam Detailed Content Outline Based Job Task Analysis, revised 06/2018

1. ORDER MANAGEMENT 17%
A. Processing
1. Check patient chart/record (electronic and/or paper) for orders that need to be processed
2. Interpret medical symbols, abbreviations, and terminology
3. Clarify orders as needed
4. Process orders and tasks according to priority (e.g., standing, one‑time, prn, and stat)
5. Schedule diagnostic tests and procedures
6. Transmit medication orders (e.g., scan, FAX, tube)
7. Recognize order categories (e.g., medication, diagnostics)
8. Enters non-medication verbal orders using electronic order entry system
B. Notification
1. Notify staff of new orders
2. Notify and document consulting physicians of consult requests
3. Indicate that each order has been processed
4. Sign off orders (e.g., signature, title, date, and time)
C. Requests
1. Request services from ancillary and support departments
2. Facilitate requests for special equipment (e.g., bariatric equipment, orthotic supplies)
3. Request supplies and equipment
4. Request patient information to or from external facilities

2. COORDINATION OF HEALTH UNIT, EQUIPMENT, AND TECHNICAL PROCEDURES 41%
A. Admission
1. Assemble/review patient charts (hard copy or electronic) upon admission
2. Obtain patient information prior to admission
3. Process patient admission
4. Notify nursing staff and physicians of patient admissions, transfers, discharges, and returning surgical patients
5. Admit patients in the computer
6. Assist with allocation of beds and patient placement
B. Patient Results Processing
1. Notify nursing staff of critical diagnostic test results
2. File/scan diagnostic test results
C. Discharges/Transfers
1. Assemble necessary forms (hard copy or electronic) and perform clerical tasks for patients being transferred to an external facility
2. Prepare patient record/chart and perform clerical tasks for transfer to other departments within the healthcare facility
3. Prepare patient record/chart and perform clerical tasks for discharge
4. Notify departments and individuals when patients are discharged (e.g., home, expired, AMA, transferred)
5. Follow post-mortem procedures for expired patients
6. Select disposition of discharged patient
7. Disassemble patient charts, put in designated order, and send to medical records office upon expiration or discharge
8. Arrange follow-up appointments for patients to facilitate the continuation of needed care
D. Unit Responsibilities/Clerical
1. Maintain a supply of chart forms
2. Maintain stock of department materials (e.g., patient care supplies and equipment, clerical and desk supplies)
3. Maintain patient charts by thinning and adding forms as needed
4. File forms and reports
5. Arrange for maintenance and repair of equipment
6. Assemble packets (e.g., admission and patient information)
7. Maintain the department environment (e.g., nourishment area, waiting areas)
E. Reports and Record Keeping
1. Report department activities to on-coming shift
2. Coordinate entry/maintenance of admission/discharge/transfer (ADT) patient information into all required data management systems (e.g. census logs, boards, electronic records)
3. Maintain patient assignment board/sheet
4. Perform quality assurance on charts (e.g., verify that chart forms are filed and labeled correctly, all orders have been transcribed, allergies are noted)
F. Personnel Management
1. Orient new staff members to the department
2. Precept new or student staff
3. Assist new staff on proper order entry
4. Manage staff schedule
5. Allocate shift staff according to patient acuity
6. Work with other team members to provide continuity of patient care
G. Safety and Security
1. Maintain a hazard-free work environment
2. Maintain department security
3. Participate in emergency and disaster plans
4. Apply principles of basic emergency response in natural disasters and other emergencies (e.g., safe location, contact emergency personnel, follow facility protocols).
5. Report activities and behaviors that affect the health, safety, and welfare of others (e.g., incident report).
6. Identify and correct potential hazards
7. Adhere to Standard Precautions
8. Adhere to infection control standards (e.g., handwashing audits)
9. Patient safety compliance checks (e.g., falls, allergies, code status)
10. Comply with regulatory agency guidelines/rules
11. Conduct purposeful rounds of patient rooms and public areas of department

H. Confidentiality and Patient Rights
1. Screen telephone calls and visitor requests for patient information
2. Apply the standards for the safety, privacy and confidentiality of health information (e.g., HIPAA, privileged communication)
3. Identify common policies and procedures for proper access, disclosure and protection of personal health information (e.g., passwords, administrative safeguards, database security)
4. Respect a patient’s basic rights
5. Refer ethical concerns to designated resources
6. Ensure discarded patient information is destroyed (e.g., arm band, patient labels)
I. Maintenance of the Health Record
1. Audit charts on a daily basis for patient status orders
2. Extract required information from a medical record and other medical documents for a variety of purposes, upon regulatory or legal request
3. Obtain consents as needed
4. Record the existence of legal/medical documents (e.g., living will, advanced directives)
5. Create documentation in EHR/EMRs that reflect timeliness, completeness, and accuracy
6. Adhere to information systems policies, procedures, and regulations as required by national, state, and local entities
J. Communication Equipment
1. Communicate with patients and staff via intercom
2. Send and receive documents via fax machine, scanners, emails, etc.
3. Contact personnel via telecommunications systems (e.g., pagers, wireless/cell phones, locators, instant communicator)
4. Answer and process department telephone calls
K. Computers and Administrative Equipment
1. Apply basic computer concepts and terminology necessary to use computers and other mobile devices
2. Assist with system downtime procedures
3. Use software for word processing, emailing, spreadsheets, etc.
4. Generate reports
5. Act as “super user”
6. Troubleshoot problems
7. Duplicate documents using a copy machine and/or scanner
8. Transport patient specimens, supplies, and medication using pneumatic tubes
L. Miscellaneous Equipment
1. Conduct equipment checks (e.g., glucometers, cardiac monitoring equipment, isolation cart)
2. Report malfunctioning equipment

3. COMMUNICATION/CUSTOMER SERVICE 28%
A. Critical Thinking
1. Apply effective techniques for managing team conflict (e.g., negotiation, assertive communication, gather the facts, clear expectations, mediation)
2. Respect patient/visitor cultural diversity
3. Prioritize multiple responsibilities
4. Assist in problem solving with other departments
B. Customer Service
1. Adhere to customer/patient satisfaction service initiatives (e.g., AIDET)
2. Collect patient satisfaction data
3. Ensure visitors are attended to in a caring attentive manner
4. Greet patients, physicians, visitors, and facility staff as they arrive on the department

5. Respond to patient, physician, visitor, and facility staff requests, needs, and complaints
6. Communicate facility policies to visitors and patients (e.g., visiting hours, no smoking)
7. Recognize methods for building positive team relationships (e.g., mentorships and teambuilding).
8. Act as patient advocate
C. Communication
1. Exchange health information
2. Modify communication to meet the needs of the patient/client and be appropriate to the situation
3. Overcome communication barriers related to physical disabilities (e.g., aphasia, hearing loss, impaired vision)
4. Overcome communication barriers related to psychological barriers (e.g., attitudes, bias, prejudice, stereotyping)
5. Overcome communication barriers related to language differences (e.g., limited English proficiency)
6. Demonstrate appropriate usage of email and social media in a work environment

4. PROFESSIONAL DEVELOPMENT 14%
A. Training
1. Attend in-service training sessions
2. Attend department, staff or health unit coordinator meetings
3. Participate in interdisciplinary committees and councils
B. Individual Development
1. Review facility specific publications, memos, policies
2. Pursue and maintain certification
3. Participate in performance improvement activities
4. Participate in cross-training activities
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