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Laramie County Community College 
Health Information Technology and Management Program 

Welcome from the Program Director 

On behalf of the faculty and staff, I am pleased to welcome you to the Laramie County 
Community College (LCCC) Health Information Technology and Management (HITM) program! 
Thank you for allowing us the opportunity to assist you in meeting your educational and career 
goals. This handbook orients you with an overview of the program, acceptance requirements, 
policies and guidelines. 

Introduction 

Students in the LCCC Health Information Technology and Management Program observe the 
college rules and regulations as stated in the current college catalog and the program student 
handbook. In addition, professional practice experience affiliates have rules and regulations 
observed while the student is at a particular site. 

The HITM program follows the guidelines set forth by industry partners. The college is proud of the 
high standards of the program and the many diverse stakeholders who have contributed to its success. 

Thank you for applying to the program! We look forward to working to reach your goals. 

Ann Howard, MHA, RHIA, CCS, CCS-P 

HITM Program Faculty and Staff 

  Name Office  Telephone 

Ann Howard 
Program Director 
ahoward1@lccc.wy.edu 

HS 220 307.432.1686 

Angela Kortemeier Full- 
time distance instructor 
akorteme@lccc.wy.edu 

Distance 307.432.1686 

Starla Mason 
Dean of Health Sciences and Wellness 
smason@lccc.wy.edu 

HS 336 307.778.1118 
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http://www.lccc.wy.edu/academics/services/testingCenters/testingCenter/
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HITM Program Mission Statement 

The primary mission of the HITM program at Laramie County Community College is to 
provide a high-quality education in health information technology and management in order to 
produce certified and competent professionals in the field with a high potential for advancement 
and leadership. Guided by the Mission of the College, the Program strives to provide authentic 



7 

The Laramie County Community College HITM program provides a stacked, educational pathway 
for careers in administration of multiple health care environments. 

Students may earn a Medical Office Essentials credit diploma, continue in the program with a 
Medical Claims Coding Associate certificate or complete the Associate of Applied Science degree. 

Program Curriculum Information  

Curriculum follows the philosophy, purpose and objectives of the Health Information Technology 
and Management Program faculty, industry and the Advisory Committee to the program. Designed 
to develop the potential of students leading to a meaningful career. 

Students receive course descriptio
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Medical Claims Coding Associate certificate. This certificate, which takes roughly three semesters 
to complete, allows students to prepare for a career in medical billing and coding. If students wish 
to complete the full associate degree, it takes about two years. Most importantly, these stackable 
certificates are completely online with the option to enroll full- or part-time. 

 
Prospective students interested in the program may contact the Program Director for details 
about the program admission process and timeline. Additional information is also available on 
the program’s website: www.lccc.wy.edu/programs/healthinformationtechnology. 

 
About the Profession 

 
LCCC’s HITM program curriculum ensures students are qualified for their chosen profession. 
Upon graduation from the program, students are qualified to take the Certified Coding Associate 
(CCA) exam through American Health Information Management, an entry-level certification 
demonstrating coding competency in any medical setting. 

 
Additional information about the profession is available by contacting the following professional 
organizations: 

 

http://www.lccc.wy.edu/programs/healthinformationtechnology.
http://www.ahima.org/
https://www.aapc.com/
http://hicareers.com/CareerMap/
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o Sexual Harassment and Sexual Assault Policy and Procedures 
o Family Educational Rights and Privacy Act, (FERPA) Procedure 
o Student Grievance Procedures 

These materials regarding student rights and responsibilities are in the LCCC Student Handbook. 
They are also available online at lccc.wy.edu or from Student Services or the Dean of Student’s 
Office. 

 
Student Rights and Responsibilities: LCCC HITM Program  

 
The LCCC HITM Program has established standards to ensure that all of its students graduate 
with a high level of competency and the ability to elevate the public image of the profession. 

 
Each student accepted into the Program assumes an obligation to conduct him or herself in a manner 
compatible with this goal. Conduct found not to be compatible with program goals and policies may 
be subject to disciplinary action. 

 
A. Academic and Professional Practice Experience Rights: 
A student will have a right to: 

1. Be informed of the contents of the HITM Program Student Handbook and 
the requirements and policies of professional practice affiliates. 

2. Be informed of specific HITM course requirements. 
3. Be evaluated objectively based on his/her academic and/or professional practice 

experience performance and as outlined on the syllabus for a given course. 
4. Experience competent instruction, in both the academic and professional practice 

experience settings. 
5. Expect protection against an instructor's or professional practice experience 

supervisor's improper disclosure of a student's views, beliefs, or other 
information that may be confidential in nature. 

6. Expect protection, through established procedures, against prejudiced or 
capricious evaluation. 

 
B. Student Academic and Professional Practice Experience Responsibilities: 
A student will have the responsibility to: 

1. Further, inquire about program policies if  he/she does not understand them or is 
in doubt about them. 

2. Adhere to the standard of academic and professional practice experience 
performance as outlined in the HITM Program Student Handbook. 

3. Pursue the proper grievance procedure as outlined in the LCCC Student Handbook if 
he/she believes his/her academic or professional practice rights have been violated. 

4. Complete all program course work and professional practice experience 
assignments in the specific semester allotted, subject to time and facility 
constraints, and as outlined in the HITM Program Handbook and 
individual course syllabi.



http://policies.lccc.wy.edu/Files/Procedure%203.16P%20Student%20Discipline%20Adjudication%20Revised-CCnov28-17.pdf
mailto:DSS@lccc.wy.edu
mailto:TitleIX_ADA.Coordinator@lccc.wy.edu
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Course Sequence   

Prerequisite Course: 
HIT 1210 Human Body Systems                                                                                                                       

First Year 

 
Credits 
   3 

 

 
      Prerequisites 

Fall Semester   

HIT 1500-Intro to Health Care Careers 4 Admit to program 
HIT 1510-Computer Software for Medical Office Prof 4 Admit to program 
HIT 1550-Med Office Procedural Skills 3 Admit to program 
HLTK 1200-Medical Term 2  

COLS 1000-Intro to College Success 3  

Spring Semester   

   
HIT 1600-Intro to Health Information 2 HIT 1550 
MEDC 1500-Basic ICD-10-CM/PCS Coding 3 HLTK 1210 
MEDC 1600-Basic CPT Coding 3 HLTK 1210 
MEDC 1750-Disease Processes in Coding 3 HLTK 1210 
English 1010 3 Placement tests 

Second Year 
  

Fall Semester   

MEDC 1675-Advanced Coding 4 MEDC 1500 and 1600 
MEDC 1700-
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Health Information Technology and Management Associate of Applied Science 
Core Course Descriptions 

 
HIT 1500 Introduction to Health Care Careers and Workplace Preparedness   4 credits 
Students explore the health care system and examine different types of careers available to them in the 
administrative realm of health care.  Students focus on introductory positions such as medical 
secretary, coding career clusters and health information technology career clusters as well as a brief 
overview of how success in those clusters can lead to management positions. Students are introduced 
to basic skills needed to succeed in a medical office environment including basic business writing, 
verbal and nonverbal communication, professional dress and behaviors. 

 
HIT 1510 Computer Software for Medical Office Professionals 4 credits 
Students explore and apply computer software used in many medical offices. Through hands-on 
exercises, students explore a Windows environment; create medical documents in MS Word; work 
with formulas, functions and charts in MS Excel; use basic features in MS Access; and utilize common 
features of MS Outlook. 

 
HIT 1550 Medical Office Procedural Skills 3 credits 
Students are introduced to the basic skills needed to succeed in a medical office environment. Students 
examine the importance of effective and timely scheduling and the effects on customer service, discuss 
the necessity of complying with medical ethics, create and work with basic medical records, and 
review basic insurance used in a medical office. 

 
HIT 1600 Introduction to 
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management to the practical situations and case studies in class. Students use and evaluate the various 
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MEDC 1750 Disease Processes in Coding 3 credits 
This course is the study of common disease processes, and the drugs used in their treatment. 
Students describe various conditions and diseases of the organ systems including etiology, signs, 
symptoms and methods of diagnosis and treatment. Students identify disease entities and describe 
appropriate diagnostic and treatment modalities. Students examine the action of drugs, including the 
absorption, distribution, metabolism and excretion of drugs by the body. 

 
MEDC 1970 Professional Practice Experience (Coding) 2 credits 
Students gain real world experience in a virtual health care setting. Students code authentic patient 
records from a variety of patient types and encounters using the AHIMA Virtual Lab.  Focus is 
placed on improving speed, accuracy and skill in medical coding. 





 

Protect confidential information at all times. Do not disclose confidential information to any 
unauthorized individual, including family members and friends/associates. Unauthorized disclosure 
of confidential information may be just cause leading to immediate dismissal from the HITM 
program. 

 
Students complete and sign a Confidentiality Statement and Agreement form before returning it to 
the HITM program director. All information obtained and learned during the program capstone is 
completely confidential. Information obtained from patient medical records is confidential 
requiring written consent for release. 

 




