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Fully revised and up-to-date, the 5th edition of this popular resource offers the only comprehensive, in-depth
coverage available on health unit coordinating. From greeting new patients to dealing with visitors, transcribing
physicians’ orders for patient treatment, maintaining statistical reports, preparing patient charts, and more... each
chapter provides theory discussion of key topics. Application of this theory discussion is achieved through
hands-on practice provided in the companion Skills Practice Manual. "Student Activity" boxes interspersed
throughout the textbook direct students to the appropriate work activity to be practiced. Together, Health Unit
Coordinating and the Skills Practice Manual offer outstanding, quality pedagogical features.. The text is abundantly
illustrated with photographs, diagrams, and line illustrations for a better understanding of the chapter discussion.
Instructor resources are available; please contact your Elsevier sales representative for details.
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SECTION 1 Orientation to Hospitals, Medical Centers, and Health Care CHAPTER 1 Health Unit Coordinating:
An Allied Health Career CHAPTER 2 Health Care Today CHAPTER 3 The Nursing Department CHAPTER 4
Communication Devices and Their Uses SECTION 2 Personal and Professional Skills 55 (60) CHAPTER 6
Workplace Behavior CHAPTER 7 Management Techniques and Problem-Solving Skills for Health Unit
Coordinating CHAPTER 8 The Patient's Chart CHAPTER 9 Transcription of Doctors' Orders CHAPTER 10
Patient Activity, Patient Positioning, and Nursing Observation Orders CHAPTER 11 Nursing Treatment Orders
CHAPTER 12 Dietary Orders CHAPTER 13 Medication Orders CHAPTER 14 Laboratory Orders and
Recording Telephoned Laboratory Results CHAPTER 15 Diagnostic Imaging Orders CHAPTER 16 Other
Diagnostic Studies CHAPTER 17 Treatment Orders CHAPTER 18 Miscellaneous Orders SECTION 4 Health
Unit Coordinator Procedures 361 (80) CHAPTER 19 Admission, Preoperative, and Postoperative Procedures
CHAPTER 20 Discharge, Transfer, and Postmortem Procedures CHAPTER 21 Recording Vital Signs, Ordering
Supplies, Daily Diagnostic CHAPTER 22 Reports, Infection Control, Emergencies, and Special Services
SECTION 5 Introduction to Anatomic Structures, Medical Terms, and llinesses CHAPTER 23 Medical
Terminology, Basic Human Structure, Diseases, and Disorders Appendix A Word Parts Appendix B
Abbreviations Appendix C The National Association of Health Unit Coordinators Standards of Practice
Appendix D Task and Knowledge Statements from National Association of Health Unit Coordinators Job Analysis
Study, 1996Appendix E National Association of Health Unit Coordinators: Code of Ethics Appendix F A
Comprehensive List of Laboratory Studies and Blood Components Glossary Answers to Review Questions Index
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