Basic Administrative Medical Assisting Function

Page 4
MDAS  103


	COURSE DESCRIPTION WITH STUDENT OUTCOMES

LORAIN COUNTY COMMUNITY COLLEGE

	
	

	DIVISION:  Allied Health & Nursing
	COURSE TITLE:  Basic Administrative Medical Assisting Functions

	
	COURSE NUMBER:  MDAS 103

	

	
	
	Contact Hours/Week
	
	
	Weight
	
	ILU’s
	
	
	
	

	LECTURE/

RECITATION

	=
	0.5
	X
	LECTURE/

RECITATION
	(1.0)
	=
	0.5
	
	
	
	

	LAB


	=
	1
	X
	LAB
	(0.85)
	=
	0.85
	
	
	
	

	CLINICAL


	=
	
	X
	CLINICAL
	(1.0)
	=
	
	
	
	
	

	*
	=
	
	
	*
	
	=
	
	
	
	
	

	*
	=
	
	
	*
	
	=
	
	
	
	
	

	TOTAL CONTACT HOURS:
	=
	1.5
	
	TOTAL COURSE ILU’s

	=
	1.35
	
	CREDIT HOURS:
	=
	1

	
	
	

	*
Please refer to the “Quality Point Checklist for New and Revised Courses” and/or Pages 500.01 through 500.05 of the Ohio Board of Regents Operating Manual for Two-Year Campus Programs for Instructional Arrangements that are not identified as Lecture/Recitation, Lab or Clinical.  (http://www.regents.state.oh.us/progs/2yrmanual.pdf)

	
	
	

	
	
	

	

	IS THERE A SEPARATELY SCHEDULED LAB:
	Yes 

	IS THERE A SEPARATELY SCHEDULED CLINICAL:
	No

	

	SPECIAL FACILITIES:  Laboratory Space

	
	

	
	START YEAR/SEMESTER: Fall 2009

	

	PREREQUISITE: High School Graduate
(Please indicate course/s that must be taken before this course.) 


	COREQUISITE: None
(Please indicate course/s that must be taken with this course.)



	CONCURRENT: MDAS 101, 102, 104, BIOG 115
(Please indicate course/s that must be taken before or with this course.)


CATALOG DESCRIPTION:

Introduction to the skills necessary for work in the medical field as an assistant to the physician.  Includes basic administrative skills such as scheduling appointments, inpatient and outpatient procedures and organizing and filing medical records.  Laboratory required. (A special fee will be assessed).  Prerequisites:  High school graduate.
REQUIRED TEXTBOOK(S)/MATERIAL(S):
Bonewit-West, K., Hunt, S., and Applegate, E., Today’s Medical Assistant:  Clinical & Administrative Procedures, Saunders Publishing, current edition.

TOPICAL OUTLINE:  (COMMON CORE TOPICS)
· Patient Reception

· Scheduling and managing patient appointments

· Scheduling inpatient and outpatient admissions and procedures

· Organizing patient’s medical records

· Medical Records Filing

· Computerization of Medical Office

· Written Communications
· Mail
· Telephone Techniques
· Resume and cover letter writing
	COURSE OUTCOMES & ASSESSMENT:
	(Tools, Methods, and Expected Results)

	Outcomes
	Assessment Method(s) *Most courses will address all three domains. In the instance when only two domains are addressed, include a justification in the Division cover letter. 

	COGNITIVE:
What should a student know from studying this discipline?
	

	1. Use medical terminology appropriately


	Objective Assessment (Item Analysis) of Tests and Examinations

	PSYCHOMOTOR:
What should a student be able to do as a result of studying this discipline?
	

	2.  Schedule and manage appointments
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies 

	3.  Schedule inpatient and outpatient admissions and procedures
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies 

	4.    Establish, organize and maintain patient’s medical records
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies 

	5. File medical records
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies 

	6. Identify Community Resources
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies 

	7. Utilize Computer Software to Maintain Office Systems
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies

	8. Respond to and initiate written communication
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies

	9. Demonstrate professional telephone techniques
	Objective Assessment (Item Analysis) of Tests and Examinations
Lab Competencies 

	10. Perform Routine Maintenance of Administrative Equipment 
	Objective Assessment (Item Analysis) of Tests and Examinations

Lab Competencies

	AFFECTIVE:
What additions or changes should a student experience in interests, appreciation, beliefs, and judgments, etc. as a result of studying this discipline?
	

	11. Understand importance of enhancing skills through continuing education
	Objective Assessment (Item Analysis) of Tests and Examinations


GENERAL EDUCATION REQUIREMENT: OUTCOMES AND ASSESSMENT (Tools, Methods, and Expected Results)

Core course outcomes:

C1:  English:  Demonstrate logical organization, coherent thinking, and precision in writing.

C2:  Mathematics:  Utilize college mathematics to solve problems.

C3:  Natural Science:  Apply scientific concepts and methods of inquiry.

C4:  Social Science:  Apply concepts, principles and methods of inquiry in the social sciences.

C5:  Humanities:  Examine the nature of human expression and/or artistic creativity.

Infused outcomes:

In1:  Critical Thinking:  Employ critical thinking skills in addressing issues and problems.

In2:  Communication:  Demonstrate competence in verbal and nonverbal communication.

In3:  Diversity:  Analyze the role of diversity in the development of the individual, the community, and the global society.

In4:  Ethics:  Apply personal, professional, social and civic values.

In5:  Health:  Identify behaviors that promote health of the individual.

	General Education Outcomes
	Assessment Method(s)

	In1:  Critical Thinking      

Employ critical thinking skills in addressing issues and problems          
	Course Outcomes 2, 3, 7, 8 


	In 2:  Communication

Demonstrate competence in verbal and nonverbal communication
	Course Outcomes 2, 3


SUGGESTED INSTRUCTIONAL METHOD(S) AND TECHNIQUE(S):
· Lectures

· Class discussions

· Videos

· Demonstrations

· College lab practice
GRADING PROCEDURES:
Course grade us based on:

· Unit tests 60%

· Final Exam30%

· Satisfactory completion of college lab experience 10%

TRANSFER MODULE REQUIREMENT CHANGES:

__X_
None

____
Add to English Composition area of Transfer Module

____
Add to Arts/Humanities area of Transfer Module

____
Add to Social and Behavioral Sciences area of Transfer Module

____
Add to Mathematics area of Transfer Module

____
Add to Natural and Physical Sciences area of Transfer Module

MISCELLANEOUS

CTMAT004 Add to Transfer Assurance Guide (TAG)/Ohio Articulation Number (OAN)

____
Add “G” for International Course (at least 30% of content is outside U.S.)

____
Course/Cluster Program Review Underway

OTHER RESOURCES INCLUDING EQUIPMENT AND SOFTWARE:

____
Library/Learning Resource Review

____
IS&S/ITMS Resource Review (Complete form if special technology is needed.) 

____
Facilities Planning Resource Review (Complete form if special facilities are needed.)

· Computer Laboratory
· Classroom Computer and projector
· Internet, A-V Equipment
· Videos
· CD-ROM Programs
· File Cabinet

Date:  11/03/08

CWatkins
Boarded areas can be Fast-tracked through the Division/VPLS &CAO
Italicized areas can be Fast-tracked though the Divisions/Provost/VP ALS

