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Overview of Course

Medical Assisting 103 is an introduction to the skills necessary for work in the medical field as an assistant to the physician.  This includes basic administrative skills such as scheduling appointments, inpatient and outpatient procedures and organizing and filing medical records.
Learning experiences are:  lectures, videotapes, demonstrations, practice, return demonstration, and presentations.  The use of periodicals and related sources will enable the student to enhance her/his learning.

TEXTBOOKS AND READINGS


Required:

1. Bonewit-West, K., Hunt, S., and Applegate, E., Today’s Medical Assistant:  Clinical & Administrative Procedures, Saunders Publishing, current edition.

2. MDAS 102 Syllabus - purchased in College Bookstore.


GRADING SYSTEM

In order to continue in the Medical Assisting Program, a student must earn a grade of "C" (2.00) or better in each medical assisting course.  In order for a student to achieve the grades established, he/she must achieve as follows:


A
-
Superior Quality - 4.00 credit points

93 - 100 %


B
-
High Quality - 3.00 credit points


85 - 92   %


C
-
Average - 2.00 credit points


78 - 84   %


  D
-
Below Average - 1.00 credit points

70 - 77   %


F
-
Failing - 0.00 credit points


below 70 %

COURSE REQUIREMENTS/exams/assignments

1. Attend and actively participate in class.  This includes being prepared.  
2. Read all assigned materials.

3. Exams:  there will tentatively be 1 Exam during the semester worth 100 points.  Refer to the Course Calendar for date of the Exam.



#1:  Will cover:
Bonewit-West     
Ch 37 Patient Reception








Ch 40 Scheduling Appointments







               
Ch 36 The Medical Record





                          Ch 41 Medical Records Management






             
Ch 38 Medical Office Computerization

4. Lab Assignments:  There will be lab assignments, worth 100 points. More information will be given to the class regarding these assignments on the first day of lab.






TESTING

1. Testing will include classroom instruction and assigned reading material.


2.
Make up tests:



If a student misses an exam, he/she may make up the exam on the condition that he/she:



1.
Has notified instructor prior to exam.



2.
Has permission from faculty member to make up exam.



3.
Has reasonable excuse for being absent on the day the exam had been given.



4.
Completes the exam within one week of the scheduled exam date.



Exams not made up will be graded as a "0".



All make-up exam grades will be dropped one (1) letter grade.


4.
Policy in academic cheating:



Any student observed cheating, or who has behaviors that imply cheating, will have his/her paper destroyed and will receive an "F" for that test.



Refer to the College Catalog, for Punitive Actions for Student Cheating--Code of Student Conduct.


5.
Faculty office hours are posted and are for discussion of student progress, problems, and/or grades.  Students may make an appointment with their instructor.

OFFICE FOR SPECIAL NEEDS

The Office for Special Needs exists to serve the needs of students with disabilities -- physical, learning and/or emotional.  If you are a person with a disability who needs accommodations or assistance, contact the O.S.N.S. located in Room 115 in the Learning Resource Center.  

VISITORS

Faculty has requested that there be no children in the classroom.  Any other visitors must have permission from the lecturer.

CLASS ATTENDANCE

Students are expected to attend class.  The student will sign an attendance sheet each class day.  In MDAS course 103, absence exceeding 10% of lecture may result in dismissal from the program.

MDAS 103 Course Outcomes

Course Outcomes:

Upon completion of MDAS 103, the students will be able to:

1. Cognitive/Knowledge (What a student should know from studying medical assisting):

a. Use medical terminology appropriately

2. Behavior/Skills (What the student should be able to do as a result of studying medical assisting):

a. Schedule and manage appointments 

b.  Schedule inpatient and outpatient admissions and procedures 
c. Establish, organize and maintain patient’s medical records
d. File medical records
e. Identify Community Resources
f. Utilize Computer Software to Maintain Office Systems
g. Respond to and initiate written communication

h. Demonstrate professional telephone techniques
i. Perform Routine Maintenance of Administrative Equipment
3. Values/attitudes (What additions or changes should the student experience in interests, appreciations, beliefs, and judgements as a result of studying medical assisting):

a. Understand importance of enhancing skills through continuing education

COLLEGE LABORATORY:

STUDENT RESPONSIBILITIES


1.
Preparation of the student for college laboratory will include:



a.
Assigned reading material.



b.
Practice of skills as necessary prior to "check off".

2. Prompt and regular attendance is required.  Students who habitually miss appointments, or come unprepared, are subject to having their theory grade adjusted downward one grade.


3.
Students should notify laboratory instructional assistant if they cannot keep appointments.


4.
College laboratory regulations are to be followed.  This is a work area, not a place of social gathering.

5. Students will have a procedure check off sheet initialed by laboratory instructional assistant.

6. Theory tests will cover questions concerning laboratory material.

7. Any student requiring a "make-up" in college laboratory will be required to submit a written assignment in addition to actual "check-off" with the laboratory instructor.  This written assignment is to be given to the laboratory instructor one week after the date of the lab missed and checked by her on a "Satisfactory--Unsatisfactory" basis.  The student must contact the laboratory instructor for the written assignment.

8. Deficiencies may be given for tardiness, unpreparedness, absence, and non-compliance with college laboratory policies.

9. The Nursing Lab, Room 108, is available for Medical Assisting students who would like extra time to practice their skills.  Open lab is available, with times posted.  Lab Assistants are also available for e one-on-one instruction.  To schedule times with the Lab Assistant, please ask for assistance and the schedule at the desk of the Nursing Lab.

WEEK ONE

FOCUS:



Orientation to course


Patient Reception


Telephone Techniques


REFERENCES:



MDAS 103 Syllabus



Bonewit-West Ch 37:  Patient Reception


Bonewit-West Ch 39: Telephone Techniques
OBJECTIVES:

Chapter 37: Patient Reception


Upon completion of this week, the student will be able to:
1. Describe how to open the medical office and prepare for the day’s activities.

2. Compare and contrast the tasks necessary to open and close the medical office.

3. Discuss measures to protect the confidentiality of patients in the reception areas.

4. List information that must be obtained from new patients.

5. Describe the proper procedure to check a new or established patient in.

6. Discuss procedures that are necessary to validate that a patient’s insurance will pay the bill.

7. List information that must be given to a new patient about the practice.

8. Discuss the advantages of using a patient information booklet for new and prospective patients.

Chapter 39: Telephone Techniques

Upon completion of this week, the student will be able to:
1. Describe the importance of effective telephone courtesy and a pleasing telephone personality for the medical assistant.

2. Explain the use of multiline telephones, fax machines, cell phones, smartphones, and pagers in the medical office.

3. Differentiate between incoming telephone calls the medical assistant can handle and other incoming calls.

4. Describe the correct procedure for screening incoming calls.

5. Describe the correct procedure fro taking messages and transcribing messages recorded on an answering machine or voice mail.

6. Describe how to deal with problem calls

7. Explain how the medical assistant should make outgoing telephone calls.

COLLEGE LABORATORY

FOCUS:

1. Become acquainted with college laboratory responsibility and routine

2. Patient Reception 

3. Telephone techniques.

WEEK TWO 
FOCUS:



Scheduling and Managing Appointments


Scheduling inpatient and outpatient admissions and procedures
REFERENCES:



MDAS 103 Syllabus



Bonewit-West Chapter 40: Scheduling Appointments
OBJECTIVES:



Upon completion of this unit, the student will be able to:
1. Explain why scheduling appointments efficiently is crucial to the smooth operation of the medical office.

2. Describe the correct use of appointment books and computer scheduling to make appointments.

3. Describe the legal implications of the daily appointment schedule.

4. Describe several types of scheduling including stream scheduling, double booking, wave, modified wave, and open booking.

5. Identify types of patient appointments that may be clustered in the appointment schedule.

6. Identify factors to be considered when setting up the appointment matrix.

7. List the steps in setting up the appointment matrix.

8. Differentiate between the information needed to make an appointment for a new patient and an established patient.

9. Differentiate between medical conditions that require emergency care, urgent care, and routine care.

10. Describe how to schedule appointments for individuals who are not patients.

11. Describe the method for changing or canceling appointments.

12. Describe how to update the schedule on the day of the appointment and document changes.

13. Identify three methods to remind patients to make or keep appointments.

14. Describe how to store appointment books and daily schedules.

15. Describe how to complete referral forms and obtain preauthorizations.

16. Identify how to schedule outpatient and outpatient diagnostic tests and procedures.

17. Identify how to schedule hospital admissions and surgery.
COLLEGE LABORATORY

FOCUS:

1. Schedule and Manage Appointments

2. Scheduling inpatient and outpatient admissions and procedures

WEEK THREE

FOCUS:



Written Communications



Mail
REFERENCES:



MDAS 103 Syllabus



Bonewit-West Chapter 42: Written Communications



Bonewit-West Chapter 43: Mail



Bonewit-West Chapter 49: Obtaining Employment (Resume and Cover letters)
OBJECTIVES:

Chapter 42: Written Communications



Upon completion of this unit, the student will be able to:
1. Define the parts of a business letter.

2. Identify different formats for preparing business letters.

3. Explain how to compose and format a business letter.

4. Identify how to respond to written communication from businesses and patients.

5. Discuss the importance of using correct grammar and spelling in written communication.

6. Describe the process of transcribing medical reports, memoranda, and correspondence.

7. Explain how to proofread documents and use proofreader’s marks.

8. Compare the use and style of business letters and electronic communication, such as e-mail.

9. Explain how to use e-mail and attachments for business communication.

10. Explain how to transmit information using a fax machine.

11. Describe how to make copies of multiple-page documents.

Chapter 43: Mail

Upon completion of this unit, the student will be able to:
1. Identify the function of the U.S. Postal Service (USPS).

2. State the purpose of the ZIP + 4 system.

3. Describe the use of the following USPS mail classifications: Express Mail, Priority Mail, First-Class Mail, Standard Mail, and classifications used for packages.

4. Correlate available insurance and delivery confirmation services to their appropriate use in the medical office.

5. Compare and contrast the use of private package delivery services with the use of the USPS.

6. List and describe the steps fro processing incoming mail.

7. List and describe the USPS addressing standards that must be followed to prepare mail for automated processing.

8. List and describe the equipment used to prepare envelopes for mailing.

9. Compare and contrast postage meters and online postage services.

Chapter 49: Obtaining Employment:
1. Discuss the steps in preparing a resume.

2. Describe how to write a cover letter.

3. Differentiate between information placed on a resume and information required in an employment application.
COLLEGE LABORATORY

FOCUS:

1. Respond to and initiate written communication

2. Mail

3. Resume and cover letters.

WEEK  FOUR
FOCUS:



Medical Records


Medical Records Management



Medical Records Filing
REFERENCES:



MDAS 103 Syllabus



Bonewit-West Ch. 36: The Medical Record


Bonewit-West Ch. 41: Medical Records Management
OBJECTIVES:



Upon completion of this unit, the student will be able to:



Chapter 36: The Medical Record
1. List and describe the functions served by the medical record.

2. Identify the information contained in each of the following medical office administrative documents: patient registration record and correspondence. 
3. Identify the information contained in each of the following medical office clinical documents: health history report, physical examination report, progress notes, medication record, consultation report, and home health care report.

4. List and describe the information included in each of the following diagnostic procedure documents: electrocardiogram report, Holter monitor report, sigmoidoscopy report, colonoscopy report, spirometry report, radiology report, and diagnostic imaging report.

5. State the purpose of each of the following therapeutic services: physical therapy, occupational therapy, and speech therapy.

6. Identify the information contained in each of the following hospital documents: history and physical report, operative report, discharge summary report, pathology report, and emergency department report.

7. Identify the information contained in each of the following consent documents: consent to treatment form and release of medical information form.

8. Describe the organization of a source-oriented medical record and  problem-oriented medical record (POMR).

9. List and define the four subcategories included in the progress notes of a problem-oriented record (POR).

10. Explain the difference between a paper-based patient record (PPR) and an electronic medical record (EMR).

11. List and describe the seven parts of the health history.

12. List the guidelines that should be followed in recording the chief complaint (CC.)

13. List and describe the guidelines to follow to ensure accurate and concise charting.

14. List and describe the types of progress notes that are charted by the medical assistant.

15. List examples of subjective symptoms and objective symptoms.

16. List and describe common symptoms.



Chapter 41: Medical Records Management
1. Identify supplies and equipment needed to create and store medical records.

2. List principles of alphabetic and numeric filing.

3. Compare and contrast advantages and disadvantages of alphabetic and numeric filing systems.

4. Describe the process of filing reports and patient records.

5. Describe the implications of the paper medical record and the electronic medical record.

6. Differentiate between storage of active an dinactive records.

7. Identify methods for retention and disposition of medical records.
COLLEGE LABORATORY

FOCUS:

1. Establish, organize and manage patient medical records

File medical records

2. WEEK FIVE
FOCUS:



Computerization of the Medical Office
REFERNCES:



MDAS 103 Syllabus



Bonewit-West Ch. 38: Medical Office Computerization
OBJECTIVES:



Upon completion of this unit, the student will be able to:
1. Explain the difference between data and a program.
2. Explain the purpose of each of the following parts of the data processing cycle:  input, processing, and output.

3. List examples of input and output devices.

4. Explain the difference between software and hardware.

5. Explain the function of an operating system.

6. State the function of application software.

7. List and state the function of the following components of the main computer unit:  mainboard, CPU, main computer memory, video card, sound card, hard drive, optical drive, and power supply.

8. Explain the difference between random-access and sequential access.

9. Describe the care and maintenance of the main computer unit.

10. List and describe the two types of monitors used with a microcomputer.

11. Describe the care, maintenance, and ergonomics of the computer monitor.

12. List and describe the function of the special keys on a computer keyboard.

13. Describe the care, maintenance, and ergonomics of a computer keyboard.

14. Identify the guidelines to follow in the care and maintenance of a printer.

15. List and describe the storage devices used with microcomputer systems.

16. Describe the method of organization that a hard disk uses to store and retrieve information.

17. Explain the difference between read and write.

18. Explain why it is important to have a foundation in computer concepts before engaging in hands-on computer operations.

19. List and explain the advantages and disadvantages of medical office computerization.

20. List and describe measures that can be taken to promote the efficient running of a computerized medical office.

21. Explain the purpose of a medical practice management software program.

22. Explain the function performed by each of the following medical practice management systems: patient registration, appointments, posting transactions, patient billing, insurance billing, reports, and file maintenance.

23. List the general functions of electronic medical record (EMR) software.

24. Explain the advantages and disadvantages of EMRs.

25. Describe the modifications required to produce or convert each administrative and clinical document in a medical record into a digital format.

26. Describe the functions performed by an EMR prescription program.

27. List the procedures performed by the physician and the medical assistant using EMR.

28. Describe the methods used to maintain security of the EMR.

29. List and describe methods used to back up computer data in the medical office.
30. State the various types of system maintenance that should be performed on a computer system.

31. List the various types of service agreements available for a computer system.
COLLEGE LABORATORY

FOCUS:

1. Computerization of Medical Office

2. Utilize Computer Software to Maintain Office Systems

3. Perform Routine Maintenance of Administrative Equipment

4. Identify Community Resources

5. Utilize internet resources to identify job openings







