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(A) Policy Statement

Establish a downtime procedure that will be followed and adhered to.,

(B) Purpose of policy

To ensure continuation of the coding function during periods of hardware, operating system, or software
downtime.

(C) Procedure

I" If there is a problem with an individual PC, the employee should notify his/her supervisor, whereby
assistance from IS and/or technology support will be sought.

2" System wide problems for either hardware or operating system, (the Novell network is down) will be
handled in the following manner..

a. If the pr()jected downtime will be one hour or less, the coder should read coding-related material
(Coding Clinic, etc)., If the pr()jected downtime will be greater than one hour, you should make
arrangements with the Coding Supervisor for coverage.

3. If the HBOC-STAR system is down, but the Novell network is up, the following procedures will be instituted:

a. Staff will utilize the 3M encoder/grouper to code record. When the STAR system is back up, the
codes will be inserted into the STAR abstract as they have already been run through the encoder
during downtime.

4. IfHPF system is down, the following procedures will be instituted:

a, If the projected downtime will be one hour or less, the coder should read coding-related material
(Coding Clinic, etc). Ifthe projected downtime will be greater than one hour, you should make
arrangements with the Coding Supervisor for coverage"
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