
 

HEALTH UNIT PROCEDURES I 
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 C - L - CR 

 3 - 12 - 7 
 
COURSE NUMBER: HUC 110 
 
PREREQUISITE(S): AHS 102 
 
CO-REQUISITE(S): IDS 101 and AHS 170 with a grade of “C” or better. 
 
COURSE 
DESCRIPTIONS 

This course includes a study of non-nursing hospital 
procedures and practical applications in clinical settings as 
they relate to the coordination of a nursing unit. 

 
TEXTBOOK(S): Textbook information can be found on the Book Inn web site 

at http://www.sccsc.edu/resources/bookstore. It will also be 
included on the course syllabus addendum distributed by the 
instructor 

 
REFERENCE(S): None 
 
OTHER REQUIRED 
MATERIALS, TOOLS, 
AND EQUIPMENT: 

 
Notebooks, paper, pencils, fine point red and black pen for  
graphing, and lab coat with Health Unit Coordinating patch. 

 
METHOD OF 
INSTRUCTION: 

This course will be taught by lecture and demonstration/ 
return demonstration. 

 
GRADING SYSTEM: 94 - 100 = A 

85 - 93 = B 
80 - 84 = C 
70 - 79 = D 
Below - 69 = F 

 
 

A grade of “C” or better is required to pass this course. 
Daily grades will be averaged and counted as one major 
grade. 
 
No grades will be rounded off. 

 
GRADE 
CALCULATION 

Daily grades (quizzes, pop tests, lab 
exercises) 

= 25%  



 

_________________________________________________________________________ 
SPARTANBURG COMMUNITY COLLEGE, SPARTANBURG, SOUTH CAROLINA 

2 

METHOD: Major Grades (unit tests, doctors orders, 
lab exercises) 

= 50%  

Exam = 25%  
 = 100%  
 
The above grading plan is used for the final grade average.   

 

Final grades in the course will not be "rounded off"!  (All  
grades will be averaged to the first decimal place.) 
          
At the end of the semester, the student must make a grade of 
80 or better in order to continue on into HUC 120. 

 
ATTENDANCE 
POLICY: 
 

The student is responsible for punctual and regular 
attendance in all classes, laboratories, clinical, practical, 
internships, field trips, and other required class activities.  
The College does not grant excused absences; therefore, 
students are urged to reserve their absences for 
emergencies.  When illness or other emergencies occur, the 
student is responsible for notifying instructors and completing 
missed work if approved for late submission by instructors. 
     
100% attendance is expected for the didactic phase of 
instruction.  A student who is absent more than 20% of the 
time, except in extenuating circumstances with approval by 
the division dean will be awarded a grade of “F”. 
 
The student is tardy if not in class at the time the class is 
scheduled to begin and is admitted to class at the discretion 
of the instructor.  Any student who is over five minutes tardy 
will not be admitted to class and may resume class at the 
next scheduled break.  Two tardies or two early dismissals 
will count as an absence. 
 
If an unannounced quiz is given on the day that a student is 
absent, a grade of zero (0) will be received on the test.  A 
repeat test will not be given.  (Exception:  Prior arrangements 
have been made with instructor or doctor’s excuse is given 
upon return to class.) 
 
Allied Health Professionals are expected to be consistently 
punctual and present.  The Health Unit Coordinator Program 
begins the process for developing a dependable health care 
professional.  Students are urged to give serious 
consideration to any absence as this may adversely affect 
their employability. 
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In order to pass HUC 110 and to continue into HUC 120, an 
overall grade of 80 must be achieved on tests/exams.   
 
Students will be held responsible for all classes and material 
covered and must make-up any lab procedures covered on 
the day of absence.   
                              
Failure to make-up the test or lab competencies on the day 
the student returns to campus will result in a "0" on the test 
and/or competencies.  All make-up tests will be short answer, 
fill in the blank and discussion questions.  Students who are 
absent when an assignment is due are also expected to turn 
in the assignment the day they return to campus.  Failure to 
do this will result in a "0" on the assignments. 
 
Instructors maintain attendance records.  However, it is the 
student’s responsibility to withdraw from a course.  A student 
enrolling in and attending at least one course session 
remains enrolled until the student initiates a withdrawal. 
 
Withdrawal Policy:  During the first 75% of the course, a 
student may initiate withdrawal and receive a grade of W.  A 
student cannot initiate a withdrawal during the last 25% of the 
course.  Extenuating circumstances require documentation 
and approval by the appropriate department head and 
academic dean. 
 
Absences for Religious Holidays:  Students who are absent 
from class in order to observe religious holidays are 
responsible for the content of any activities missed and for 
the completion of assignments occurring during the period of 
absence.  Students who anticipate their observance of 
religious holidays will cause them to be absent from class 
and do not wish such absences to penalize their status in 
class should adhere to the following guidelines: 
 

1. Observance of religious holidays resulting in three or 
fewer consecutive absences:  Discuss the situation with 
the instructor and provide written notice at least one 
week prior to the absence(s).  Develop (in writing) and 
instructor-approved plan which outlines the make- up of 
activities and assignments. 

 
2. Observances of religious holidays resulting in four or 

more consecutive absences:  Discuss the situation 
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with the instructor and provide the instructor with 
written notice within the first 10 days of the academic 
term.  Develop an instructor-approved plan with 
outlines the make-up of activities and assignments. 

 
  
ACADEMIC 
CONDUCT:  
 

ACADEMIC DISHONESTY:  Students are expected to uphold the 
integrity of the College's standard of conduct, specifically in 
regards to academic honesty.  All forms of academic 
dishonesty including, but not limited to, cheating on 
assignments/tests, plagiarism, collusion, and falsification of 
information will call for disciplinary action.  Disciplinary action 
imposed may include one or more of the following: written 
reprimand, loss of credit for assignment/test, termination from 
course, and probation, suspension, or expulsion from the 
College.  For further explanation of this and other conduct 
codes, please refer to the Student Handbook. 
 
CELLULAR PHONES AND PAGERS/BEEPERS:  Cellular phones, 
pagers and beepers are not permitted to be turned on or 
used within the classroom.  Use of these devices during 
classroom time will be considered a violation of the student 
code as it relates to “disruptive behavior.”   

 
CLASS/LAB 
PROCEDURES: 

Students are responsible for their own learning.  The HUC 
faculty are committed to the success of the student, but serve 
primarily as facilitators of learning.  Much of the knowledge 
and skills to be learned will come from the students 
participating in group activities in and outside of class.  When 
students take an active part in the learning process, retention 
of material is increased and there is a greater chance of 
success in the program. 
 
Class and lab participation is an important part of your grade.  
This includes, but is not limited to, participation in group 
activities and class/lab discussions and demonstrations.  
Students may be assigned a topic to present to the class. 
 
 
Completion of written assignments by designated dates.        
Adherence to the attendance policy. 
Classroom participation.  
Satisfactory ratings in lab related to check-offs/procedures. 
Being responsible for providing own transportation to clinical 
sites. 
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The certification exam comes directly from the book not from 
the explanations given in class.  Students must be familiar 
with the terminology used in the texts so that they will know it 
on the certifying exam.  Remember, this is a major course. 
Continuation in the program depends upon successful 
completion of this course. 

 
ACCOMMODATIONS: 
 

Students who need special accommodations in this class 
because of a documented disability should notify Student 
Disability Services. You may contact Student Disability 
Services by calling, (864) 592-4811, toll-free 1-800-922-
3679; via email through the Spartanburg Community College 
web site at www.sccsc.edu/SDS/; or by visiting the office 
located in the Dan Lee Terhune Student Services Building, 
room 112 of the Spartanburg Community College campus.  
By contacting Student Disability Services early in the 
semester, students with disabilities give the College an 
opportunity to provide necessary support services and 
appropriate accommodations. 

 
COURSE 
COMPETENCIES & 
OBJECTIVES: 

Upon satisfactory completion of this course, the student 
will be able to: 
 
 I.   Identify hospital departments, personnel, and 
  physicians according to their specialty. 
 

       1.   Identify the terms listed in the vocabulary list.                                                                                                                       
        2.   Identify the four steps of evolution of health  

   unit coordinating.  
        3.   Identify three tasks that the Health Unit   

   Coordinator may perform related to the nursing 
             staff, doctors, and other hospital departments,  

   and visitors. 
         4.   Identify the name and purpose of the National  

   Association for Health Unit Coordinators and  
   steps of the career ladder for nonclinical   
   practice. 

         5.   Identify personnel commonly employed in the  
      Nursing Service Department. 
         6.   Identify various type of nursing units and the  
      services provided by each. 
         7.   Identify methods to organize a nursing unit and  

   the Health Unit Coordinator’s communication  
       line for each. 
        8.   Identify the meaning of the abbreviations in the  

   abbreviation list. 

http://www.sccsc.edu/SDS/
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 II.   Identify interdepartmental activities on the nursing 
  unit between nursing staff, physicians and other 
  personnel. 
         
   1.   Define the terms in the vocabulary list. 
     2.   Identify five functions of a hospital. 
     3.   Identify three ways in which a hospital may be  
    classified. 
     4.   Identify the respective roles of an attending  
    physician and a hospital resident. 
     5.   Identify the title of physicians serving in a  
    specialty. 
     6.   Identify the function of the department in  
    finance, diagnostic, and therapeutic services,  
    additional services, and operational services. 
     7.   Describe six communication devices found in  
     hospitals and their uses. 
     8.   Identify eight rules of telephone etiquette. 
     9.   Identify how to properly take a telephone  
    message. 
  10.   Identify the purposes of an intercom & paging  
    system. 
  11.   Identify the Health Unit Coordinator’s   
    responsibility in the maintenance of the bulletin  
           board. 
    
 III.   Identify communication and interpersonal skills as a 
            Health Unit Coordinator.  
         
    1. Describe instances that exemplify human  
    needs  according to Maslow’s hierarchy of  
    human needs. 
     2.   Identify four causes of ineffective    
    communication. 
     3.  Identify four components of the communication  
     process. 
     4.   Identify eight ways to improve listening skills. 
     5.   Identify five ways to improve feedback. 
     6.   Identify the terms in the vocabulary list. 
     7.   Identify the importance of maintaining   
    confidentiality. 
     8.   Identify steps to manage difficult telephone  
    calls in various situations. 
    9.   Identify the legal elements necessary to prove  
    a claim of medical malpractice. 
   10. Identify two preventive measures that you can  
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    take to minimize the risk of malpractice  
           within your own practice. 
   11.   Identify four areas of management &   
    responsibilities for the nursing unit supplies and  
    equipment. 
   12.   Identify three steps to follow when dealing with  
    visitor’s complaints. 
   13.   Identify eight time management tips.   
 
 IV.  Identify the Health Unit Coordinator's responsibilities  
  concerning the patient's chart. 
 
   1.   Identify the reasons for the patient’s chart. 
     2.   Define the terms in this chapter that relate to 
    the chart. 
     3.   Explain the rules of charting in a paper chart  
    and in an electronic medical record. 
     4.   Identify the Health Unit Coordinator’s   
    responsibilities in maintaining the chart.   
   5.   Identify the standard chart forms. 
     6.   Identify the common supplemental    
    chart forms. 
     7.   Describe how to chart a patient’s vital signs. 
 
    V.   Describe the classifications and categories of 
   physician's orders and the transcription procedure for  
  each type. 
 
     1.   Identify the terms in the vocabulary list. 
     2.   Describe the Health Unit Coordinator’s role in  
    executing doctors’ orders. 
     3.   Identify the criteria used to recognize a new set  
    of orders that need transcription. 
     4.   Identify the general classifications of doctors’  
    orders. 
     5.   Identify the categories of doctors’ orders and  
    explain the characteristics of each. 
     6.   Identify five areas commonly found on the  
    Kardex form. 
     7.   Identify the purpose of and process for   
    requisitioning doctors’ orders. 
     8.   Recognize the symbols used in transcription  
    and the purpose of and process for  
           requisitioning doctors'’ orders. 
       9. Identify the purpose of and process for    
    signing off doctors’ orders. 
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   10.   Recognize why all entries on the doctors’ order 
    sheet are recorded in ink. 
   11.   Identify in order the steps of transcription. 
   12.   Recognize why accuracy is important in the  
    transcription procedure. 
   13.   Identify the types of errors that may occur  
    during the transcription procedure and the  
           methods of avoidance that may be used. 
            
     VI.   Identify physicians’ orders relating to activity,    
  positioning, and observation. 
 
   1.   Recognize orders relating to patient activity.  
     2.   Identify positioning orders.  
     3.   Identify observation orders.  
          
    VII.   Recognize physicians’ orders relating to nursing  
  treatment and dietary needs. 
 
     1.   Identify terms in vocabulary list. 
     2.   Identify the meanings of abbreviations and  
     abbreviations for the terms in the abbreviation  
     list. 
     3.   Identify the function of the Central Service  
     Department (CSD) with regard to nursing  
            treatment orders. 
     4.   Recognize why rental equipment should be  
     returned to the CSD as soon as possible. 
     5.   Identify three suction apparatuses. 
     6.   Identify the type of items that would   
     be stored in the stock supply and items that  
            would be stored in the CSD. 
     7.   Identify four types of enemas. 
     8.   Identify three parts of an intravenous therapy  
     order and given an example of each. 
     9.   Identify four devices used for heat application.  
   10.    Identify the correct storage of blood as related  
     to the Health Unit Coordinator’s role. 
    11.   Identify seven types of nursing treatment  
     orders. 
    12.   Identify CSD equipment as reusable or   
     disposable. 
    13.   List two names given to an intermittent IV line  
     and its uses. 
    14.   Recognize the diets that provide change in the  
     consistency of food. 
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    15.   Identify five special diets. 
    16.   Recognize four diets that may be selected for  
     the patient who is on diet as tolerated. 
    17.   Recognize types of tube feeding formula and  
     feeding tubes, an infusion pump, and methods  
     of administration of tube feedings. 
    18.   Identify dietary orders. 
          
   VIII. Recognize physicians’ orders relating to medications. 
 
   1.   Recognize two reference books for  
     medications. 
     2.   Identify drugs by their generic and brand  
     names. 
     3.   Identify the categories of medication orders. 
     4.   Identify classifications of drugs and the   
     components of a medication order. 
     6.   Identify those drugs that usually have an  
     automatic stop date. 
     7.   Identify continued medications. 
     8.   Identify common drug dosages and the   
     common routes of drug administration. 
    9.   Identify the use of a Physicians Desk   
     Reference. 
        
     IX.   Recognize physicians’ orders relating to laboratory  
  studies. 
 
     1.   Identify the terms in the vocabulary list. 
     2.   Identify the meaning of each abbreviation in the 
     abbreviations list. 
     3.   Recognize the two general purposes of  
      laboratory studies. 
     4.   Identify the three major laboratory divisions, the  
     purpose of each, and six studies performed in  
            each division. 
     5.   Recognize five specimens that may be studied  
    in the lab. 
     6.   Identify the Health Unit Coordinator’s   
     responsibilities in sending specimens to the  
     lab. 
     7.   Identify three methods of obtaining urine  
     specimens. 
     8.   Recognize four tests that are generally  
     performed as part of electrolyte studies. 
     9.   Recognize the three laboratory studies that are 
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     performed on cardiac enzymes. 
    10.   Identify five laboratory studies that may require 
     a written consent form. 
    11.   Identify the procedure for requisitioning stat  
     blood tests from the laboratory and for   
     obtaining blood. 
     
      X. Identify physicians’ orders relating to diagnostic  
  imaging. 

 
   1. Identify the terms in the vocabulary list. 
   2. Write and use correctly each abbreviation 
    in the abbreviation's list. 
   3. Identify the patient positions that may be  
    included in an x-ray order. 
   4. Identify those x-ray orders that require no  
    preparation and those that require preparation. 
   5. Identify the four x-rays that should be 
    performed in sequence. 
   6. Identify the Health Unit Coordinator's   
    responsibilities regarding orders written for  
    Magnetic Resonance Imaging, Nuclear   
    Medicine, Ultrasonography, and Diagnostic 
    Imaging. 
   
 XI.   Identify physician's orders relating to various   
  diagnostic studies. 
    1. Recognize the terms in the vocabulary list and  
    abbreviation list. 
        2.   Identify tests performed by the following   

    diagnostic departments:  Cardiovascular  
    Diagnostics, Endoscopy, Neurodiagnostics,  
    Gastroenterology, and Pulmonary Function. 

 3.   Recognize the categories of drugs that should  
   be noted on an electrocardiogram requisition,  
   ABG requisition and EEG requisition. 
   4.   Identify the Health Unit Coordinator's   

   responsibilities for an order for an   
   electroencephalogram, and name the   
   categories of drugs that should be noted on this 
   requisition. 

  5.   Identify the endoscopies and the parts of the  
    body visualized by each, as well as the  
    responsibilities of the Health Unit Coordinator  

   regarding this type of order. 
   6.   Recognize the purpose of the Gastroenterology  
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   Department and the Health Unit Coordinator's  
   responsibility regarding orders for this   
   department. 

    7.   Identify the purpose of the Pulmonary Function  
   Department, name two tests performed there and 
   the Health Unit Coordinator's responsibility  
   regarding this department.   

   8.   Identify the studies performed to diagnose  
   vascular diseases and the Health Unit  

    Coordinator's responsibilities when    
    transcribing orders for this department 
 

    XII. Coordinate departmental and interdepartmental 
   activities on the simulated nursing unit between  
  nursing staff, physicians, and other personnel. 
    
   1. Demonstrate effective message taking and 
    delivery. 
   2. Demonstrate effective usage of the telephone, 
    beeper, and intercom. 
   3. Demonstrate communication techniques used 
    interdepartmentally by using accepted hospital  
    abbreviations. 
   4. Compare departments within the hospital. 
 

   XIII.   Demonstrate the Health Unit Coordinator’s   
  responsibilities regarding the patient’s chart. 
 

   1. Demonstrate the correct placement of the chart 
    within the chart. 
   2. Demonstrate guidelines to be followed when  
    writing on a patient's chart. 
   3. Demonstrate the graphing of vital signs. 
   4. Demonstrate properly connecting an error on a 
    patient record. 
 

 XIV.   Transcribe physicians’ orders. 
 

   1. Transcribe physicians orders relating to patient  
    activity, positioning, and observation orders. 
   2. Transcribe orders relating to nursing treatment 
    and dietary needs. 
   3. Transcribe orders relating to medications. 
   4. Transcribe orders relating to laboratory studies. 
      5.   Transcribe orders relating to diagnostic   
    imaging. 

 


