 MED 151 Medical Administrative Procedures
Fall 2013
Instructor:  Carolyn Fuller, CMA (AAMA), CPC
Phone: 596-5297 
email: cfuller@spscc.edu
Office hours:  Building 34, Room 212 office hours Monday-Wednesday 11:00 am to Noon and Friday 8:00am to 9:00am.  Other hours available by arrangement.
WEEBLY WEBSITE:  cfulleratspscc.weebly.com
Class format:

Class meets in Building 34, Room 208 Monday-Friday from 9:00 to 9:50am.  Class sessions will be in lecture, discussion and competency performance format.

Course Description:

Administrative procedures performed in the physician’s office to include: health and accident insurance management, medical records management, medical equipment and supply procurement and inventory, basic medical personnel management, billing and collections. Telephone communications related to medical problems included.

Prerequisite:  English 101 and Math 94 and concurrent with MED 101.

Text books:

Comprehensive Medical Assisting, Administrative and Clinical Competencies 5th ED., by Lindh, Pooler, Tamparo, Dahl; Thomson Delmar Learning Publishers; c 2010; with accompanying workbook and DVD’s.

 Additional supplies needed:  Scantron cards                         

Student learning outcomes:
Upon completion of the course, the student will be able to:

A. Define and discuss professional medical assistant behaviors and attitudes.
B. List and discuss three actions a medical assistant might take to reduce his/her stress caused by a delayed physician’s schedule.
C. List and discuss ways a medical assistant might assist a physically impaired, uncomfortable, ill or angry patient.
D. Correctly record telephone communications of emergent or serious nature and respond appropriately.
E. Choose pertinent questions to ask when performing entry-level telephone triage for patient problems.
F. Identify and discuss advantages of wave scheduling.
G. List and discuss application of the four basic filing systems.
H. Discuss and compare cultural differences in regard to patient care.
I. Recognize and respond to principles of verbal and non-verbal communication.
J. Demonstrate telephone techniques.
K. Perform telephone and in-person screening.
L. Explain general office procedures.
M. Perform an inventory of supplies and equipment in the medical office.
N. Recognize and demonstrate routine maintenance of administrative and clerical equipment in medical office.
O. Utilize medical-based software for billing and coding purposes.
P. Perform clerical functions to include:

a. Schedule and manage appointments.
b. Schedule inpatient and outpatient admissions and procedures.
Q. Perform bookkeeping procedures to include:

a. Post entries on a day sheet.
b. Perform accounts receivable procedures.
c. Perform billing and coding procedures.
d. Prepare a check.
R. Prepare special accounting entries to include the following:

a. Post adjustments.
b. Process credit balance.
c. Process refund.
d. Process NSF checks.
e. Post collection agency payments.
S. Process insurance claims to include the following:

a. Apply managed care policies and procedures.
b. Apply third party guidelines.
c. Obtain managed care referrals and precertifications.
d. Perform procedural coding.
e. Perform diagnostic coding.
f. Complete insurance claim forms.
g. Use a physician’s fee schedule.
.

Course content:
A.  Understanding the medical assistants’ responsibilities in the medical office.
B. Verbal and nonverbal communications.
C. Perform clerical functions pertaining to the medical office.
D. Perform bookkeeping functions pertaining to the medical office.
E. Prepare special accounting entries.
F. Process insurance claims.
G. Operational functions of the medical office.
H. Telephone techniques.
I. Recognize cultural differences.
College-wide abilities:  none
Grading Scale:                    93-100% A                  70-75% D
                                              86-92%    B                    0-69% F
                                              76-85%    C

Important Dates:    See course calendar attached for testing and final exam dates.  Study Guide assignments and competency due dates are located on the course calendar.
Evaluation Process

5 tests @ 50 pts. each                                         250 points

Study Guide 23 Chapters @ 10 points each    230 points

Quizzes, In-class assignments                              30 points

76% is the minimum passing level of achievement. Any student who receives a final score below 76% will not pass the course. In addition, medical assisting students must complete all psychomotor and affective domain objectives (competencies) in the course. CAAHEP accreditation requires 100% of all medical assisting graduates pass 100% of all competencies.                                        

Attendance  and Grading Policy
Attendance is required.  More than 3 absences or late arrivals to class will result in a 5% reduction in your final grade. Attendance will be taken at the beginning and the end of each class.  It is the students’ responsibility to notify the instructor by email of their absence from class each day (preferably before class starts) they are absent.  Tests, in class assignments, spelling tests and quizzes missed due to absence or late arrival cannot be made up.

All work and assignments must be completed on time. Assignments received early with instructors’ permission will be accepted.  Assignments received after the due date will not be accepted.  To receive full credit all assignments must include full name, date and class name on each page.   Workbook assignments and other written assignments completed on your own paper must be typed on white paper, double spaced with correct spelling.  Points will be deducted for misspelled words. In calculating final grades the lowest test score (50 points) will be dropped.  
Students receiving financial aid should always check with financial aid prior to withdrawing, signing an incomplete contract, changing to an audit, or receiving an F or V grade in a class.  Extra credit is not available.  The successful student will also demonstrate competency in various entry-level medical assisting skills to the instructor with a pass or fail grade.  You will be given two (2) opportunities to demonstrate achievement of competency for each procedure required in the course.   All competencies must be successfully completed before the date indicated on the class schedule in order to progress in the Medical Assisting Program.
The instructor reserves the right to change syllabus as needed.

The objectives in this course meet the required guidelines as dictated by the American Association of Medical Assistants.  South Puget Sound Community College’s Medical Assisting Program is accredited by the Commission on Accreditation of Allied Health Programs (CAAHEP), on recommendation of the Curriculum Review Board of the American Association of Medical Assistants Endowment. (CAAHEP,1361 Park Street, Clearwater, FL, 33756, (727) 210-2350).  
Policies and Students Responsibilities

The Medical Assisting Department supports the South Puget Sound Community College’s policies and guidelines regarding students conduct, responsibilities and rights as dictated by the Washington Administrative Codes.  Students should refer to the South Puget Sound Community College Student Handbook (http://www.spscc.ctc.edu/campus -life/student-handbook.html).

The Medical Assisting Department cites the following student misconduct as unacceptable.  A breach of conduct could result in sanctions, including the failure of the enrolled course and may result in expulsion from the program.  Please be advised that incomplete grades are not issued in this program.  Makeup tests are at the discretion of the instructor please see class syllabus for instructor’s policies.

1.  Academic cheating or plagiarism (stealing and using ideas or writings or another as your own in order to earn a grade).

2. Behavior that places self, another student, faculty or staff in physical danger.

3. Abusive language, harassment or other verbal assaults to students, faculty or staff.

4. Forgery, alteration or misuse of college documents, records or identification information.  

5. Misuse, inappropriate use or abuse of the college’s or another’s property (including) but not limited to: buildings and classrooms, equipment and supplies, supplies and materials belonging to another).

6. Performing competencies in laboratory session while under the influence of alcohol or other substances, which may impair a student’s consciousness, dexterity or judgment.

7. Displaying any behavior that may interfere, inhibit, coerce, harass, intimidate or degrade another’s ability to function as a participant in a learning environment.    

8. Lab sessions follow OSHA standards; any student acting in an unsafe manner will be immediately suspended from the class; referred to the Vice President of Students Services for identification of their rights and determination of appropriateness of expulsion.

Additionally, students participating in the Medical Assisting Program are expected to adhere to the following:

1. The student is required to read the course syllabus and assigned materials.

2. The student is expected to participate in class. 

3. Students, while in class, will not be completing homework or other activities related to present class or another class.

4. Course requirements are the student’s responsibility.

5. The student is responsible to bring all questions, comments and reactions to each course which may affect the students’ ability to learn to the attention of the instructor in a manner that displays professionalism and maturity.

6. Interrupting, talking during lecture time, disrespect and insensitivity to fellow students, the instructor or staff/ or angry outbursts are unacceptable.

7. The student is responsible for informing the instructor if class is missed.  The student understands that missing more than a specified number of sessions may result in failing the course and/or deduction of grade.

8. The student is responsible for making up any missed assignments, competencies and obtaining any lecture/demonstrations information.

9. The student is responsible for arriving to class on time and prepared each session.

10. Cell phone activity is not allowed during class time.  

11. Coursework must be completed with a passing grade (C or better) in order to proceed in the Medical Assisting program.

12. The student is responsible for meeting all course deadlines unless prior arrangements have been made with the instructor.

13. Student found to be in possession of another’s work in any format may result in the failure of the course and may be subject to expulsion from the program of study.  Also, if the student allows another student to use or copy work, both students may be subject to reduction in grade or other disciplinary actions to be determined.

14. The student recognizes that failure to take responsibility for their own learning is not conducive to the learning environment provided by the Medical Assisting Department and the profession of medical assisting.

15. It is the student’s responsibility to inform instructor (in writing) of change in personal contact information.

16. The students agree to follow the Laboratory dress code and the Observation of General Laboratory Rules.

.

