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	Catalog Description (40 Word Limit): 
	This course provides a hands-on overview of medical office 

	software through practical applications of medical assistant competencies such as professional 

	office skills, coding and billing procedures, telephone techniques, and assisting with medical 

	specialities.


	List the Major Course Segments (Units)
	 Contact Lt Hrs
	Contact Lab Hrs

	The Medical Assistant and Competency-Based Education
	1
	

	The Medical Assistant and the Healthcare Team
	1
	

	Professional Behavior in the Work Place
	1
	

	Therapeutic Communications
	1
	

	Medicine and Law
	2
	

	Medicine and Ethics
	2
	

	Technology and Written Communication in the Medical Office
	3
	

	Telephone Technique
	2
	

	Scheduling Appointments and Patient Processing
	2
	

	Daily Operations in the Ambulatory Care Setting
	3
	

	The Health Record
	2
	

	Basics of Diagnostic and Procedural Coding
	3
	

	Basics of Health Insurance
	3
	

	Medical Billing and Reimbursement
	3
	

	Patient Accounts, Collections and Practice Management
	3
	

	Banking Services and Procedures
	2
	

	Supervision and Human Resource Management
	2
	

	Medical Practice Marketing and Customer Services
	3
	

	Safety and Emergency Practice
	4
	

	Career Development and Life Skills
	2
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	EVALUATION:
	  Quizzes
	X
	  Exams
	X
	  Oral Pres.
	
	Papers
	

	
	Lab Work
	
	Projects
	X
	Comp Final
	X
	   Other
	


	Textbook:
 
	Title
	    Kinn’s The Medical Assistant, An Applied Learning Approach

	
	Author 
	    Deborah B. Proctor

	
	Publisher
	    Elsevier

	
	Volume/Edition
	    13th Edition

	
	Copyright Date
	    2017


	Major Course Segment
	Hours
	Learning Outcomes

	
	
	The student will be able to:



	The Medical Assistant and Competency-Based Education
	1
	1. Apply time management strategies to make the most of learning opportunities.
2. Integrate effective study skills into daily activities.

3. Analyze healthcare results as reported in graphs and tables.

	
	
	

	The Medical Assistant and the Healthcare Team
	1
	1. Summarize the history of medicine and its significance to the medical assisting profession.
2. List professional medical assisting organizations.

3. Identify a variety of allied health professionals who are part of the healthcare team.

	
	
	

	Professional Behavior in the Work Place
	1
	1. Explain the reasons professionalism is important in the medical field and describe work ethics.
2. Identify obstructions to professional behaviors. 

3. Describe the dynamics of the healthcare team.

	
	
	

	Therapeutic Communications
	1
	1. Recognize communication barriers and techniques for overcoming them.
2. Discuss important factors about therapeutic communication across the life span.
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	Medicine and Law
	2
	1. Compare criminal and civil laws as they apply to the practicing medical assistant.

2. Summarize the anatomy of a medical professional liability lawsuit.

3. Summarize the primary features of the Affordable Care Act.

4. Define statutes of limitation and confidentiality.

	
	
	

	Medicine and Ethics
	2
	1. Define ethics and morals related to medicine.

2. Differentiate between personal and professional ethics.

3. Describe the process of compliance reporting of conflicts of interest. 

	
	
	

	Technology and Written Communication in the Medical Office
	3
	1. List the five steps for processing a remittance advice.

2. Demonstrate how to enter insurance payments, apply insurance payments to charges, enter a capitation payment, and create patient statements.

3. Demonstrate how to print patient statements.

	
	
	

	Telephone Technique
	2
	1. Explain the importance of thinking ahead when managing telephone calls.

2. Describe and demonstrate the correct way to answer the telephone in the office.
3. Discuss various types of incoming and outgoing calls and how a medical assistant should handle them.

	
	
	

	Scheduling Appointments and Patient Processing
	2
	1. Demonstrate how to create a practice analysis report, a patient ledger report, a standard patient list report, and an aging report.

2. Distinguish between patient, procedure, and payment day sheets.

3. Explain how aging reports are used in a medical practice.

	
	
	

	Daly Operations in the Ambulatory Care Setting
	3
	1. Explain the importance of prompt payment laws.

2. Summarize the importance of a financial policy in a medical office.

3. Identify the laws that regulate collections from patients.

4. Demonstrate how to add an account to the collection letter.

5. Demonstrate how to create a collection letter and a collection tracer report.
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	The Health Record


	2
	1. Demonstrate how to enter an appointment and schedule a follow-up appointment.

2. Demonstrate how to print a provider’s schedule.

3. Demonstrate how to create an overdue balance report for upcoming appointments.

	
	
	

	Basics of Diagnostic and Procedural Coding
	3
	1. Identify and structure the format of the ICD-10-CM diagnosis coding system.

2. Review coding guidelines to assign the most accurate ICD-10-CM diagnostic code.

3. Describe how to use the most current CPT procedural coding system.

4. Identify common CPT guidelines for procedures.

	
	
	

	Basics of Health Insurance
	3
	1. Discuss the purpose of health insurance and explain the health insurance contract between the patient and the health plan.

2. Discuss the Affordable Care Act’s effect on patient healthcare access.

3. Summarize different health insurance benefits available and interpret information on a health insurance ID card.

	
	
	

	Medical Billing and Reimbursement
	3
	1. Identify the types of information contained in the patient’s billing record.

2. Apply managed care policies and procedures.

3. Describe processes for precertification, and obtain precertification, including documentation.

4. Demonstrate how to submit health insurance claims, including electronic claims, to various third-party payers.

	
	
	

	Patient Accounts, Collections and Practice Management
	3
	1. List the necessary data elements in patient account records.

2. Discuss pegboard (manual bookkeeping) system.

3. Explain how transactions are recorded in the patient account.
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	Banking Services and Procedures
	2
	1. Review check-writing procedures used to pay the operational expenses of a healthcare facility.

2. Describe banking procedures related to a medical office.

3. Identify precautions in accepting checks and cash for service in a medical office.

4. Prepare a bank deposit.

	
	
	

	Supervision and Human Resource Management
	2
	1. Explain and flowchart the chain of command in a medical office.

2. Identify ways to motivate employees.

3. Explain how the abuse of power and authority can negatively affect productivity in a healthcare facility.

4. List several ways to prevent burnout.

	
	
	

	Medical Practice Marketing and Customer Services
	3
	1. Explain the need for marketing for a healthcare facility.

2. Identify the target market.

3. Discuss the value of marketing through social media.

4. Develop website content, organization, and design to attract new patients.

5. Review strategies to increase website traffic.

	
	
	

	Safety and Emergency Practice
	4
	1. Describe patient safety factors in the medical office.

2. Interpret and comply with safety signs, labels, and symbols.
3. Evaluate the work environment to identify safe and unsafe working conditions for the employee.

4. Discuss the requirements for proper disposal of hazardous materials.

5. Describe the medical assistant’s role in emergency response.

	
	
	

	Career Development and Life Skills
	2
	1. Describe the four personality traits that are most important to employers.

2. Discuss career objectives and describe how personal needs affect the job search.

3. Prepare a resume and complete an online portfolio and job application.


Course Outcomes:  At the successful completion of this course, students will be able to:
· Demonstrate and complete a new patient entry to the computer system correctly.
· Demonstrate correct coding procedures when billing insurance.

· Prepare a resume, portfolio and complete a medical assisting job application.
