Course Syllabus

Course Title:

Medical Assistant I (Junior Level)

Course Number:
86210
Program Name:
Medical Assistant
Pre-requisites

Successful completion of the Introduction to Health Occupations course.
Required Materials

Text:  Proctor, Deborah B., and Alexandra P. Young. Kinn's The Medical Assistant: An Applied Learning Approach.  10th edition.

Additional Items:  Spiral notebook, pocket folder, computer disk, stethoscope, blood pressure cuff, set of medical scrubs (prints will not be accepted; only colors specified by instructor), and a watch with second hand.

Instructor Information

(Each instructor will put his or her name and e-mail address at school here.)

Course Description

This is the second course in a three-year sequence of Medical Assistant classes.  Five student performance outcomes will guide the studies in this course:

 
To help achieve the student performance outcomes, some of the following topics will be examined:

· the history of medical assisting

· administrative medical assisting

· health information in the medical office

· financial and practice management

· billing and coding procedures

The culminating activity of this course is the creation and presentation of a student portfolio 
Student Performance Assessments

Performance Outcome 1.   The student should be able to communicate well with patients.

Performance Assessment:  In a simulated setting, the student will communicate effectively with the patient. The simulation must be completed with a score of at least 75% using a departmental accounting adopted rubric.  The student will also pass a related written assessment with a score of at least 70% on the scoring rubric.
Performance Outcome 2.  The student should be able to complete a medical case study involving legal and ethical issues.
Performance Assessment:  The student will complete a medical case study involving legal and ethical issues and meets the departmental rubric.  The simulation must be completed with a score of at least 75% using a departmental accounting adopted rubric.  The student will also pass a related written assessment with a score of at least 70% on the scoring rubric.
Performance Outcome 3.  The student should be able to manage the front office of an ambulatory care facility.
Performance Assessment:  In a simulated setting, the student will effectively manage the front office of an ambulatory care facility. The simulation must be completed with a score of at least 75% using a departmental accounting adopted rubric.  The student will also pass a related written assessment with a score of at least 70% on the scoring rubric.
Performance Outcome 4.  The student should be able to demonstrate the fiscal skills needed to operate a medical practice.
Performance Assessment:  The student will accurately demonstrate the fiscal skills needed to operate a medical practice.  The simulation must be completed with a score of at least 75% using a departmental accounting adopted rubric.  The student will also pass a related written assessment with a score of at least 70% on the scoring rubric.
Performance Outcome 5.  The student should be able to present a portfolio of select items researched and developed throughout the course.

Performance Assessment:  The student will present a portfolio of select items researched and developed throughout the course.  The simulation must be completed with a score of at least 75% using a departmental accounting adopted rubric.  The student will also pass a related written assessment with a score of at least 70% on the scoring rubric.
Course Grading System

Grades are based on a point system.  Students are advised regarding how many points each assignment is worth.  Students are evaluated using the following criteria:

· Student Performance Assessments




35% 

· Homework (based on completeness, quality and timeliness)

20%

· Mid-term and Final Exams 





15%

· Projects (research papers, group work, individual presentations)
15%

· Class participation ( notebooks, bell ringers, being prepared for

class, attendance respect for classmates, group participation)

10%

· Quizzes







  5%

Grade Point Values

The following is a suggested Chicago Public Schools grading scale; however, each school has the option to adjust the scale.

A = 95% - 100%

D = 75% - 80%

B = 88% -   94% 

F = 74% or less

C = 81% -   87%

Attendance

Class attendance is extremely important.  Good daily attendance, as well as being on time for class, will positively impact grades.  The reverse will be true if a student misses class or comes late.  

Students who are absent are expected to make up the work assigned during that class period or tests that were given.  It is the student’s responsibility to see the teacher about make-up opportunities.

If a student cuts class or has poor attendance, parents/guardians will be contacted.  If a student has an unexcused absence, make-up opportunities for the work assigned for that day will be subject to the school’s attendance policy regarding cuts and make-up work.

Honesty Policy 

The traits of a successful CPS Medical Assistant student are personal integrity and academic honesty. Academic dishonesty is a serious offense, which includes but is not limited to the following:

· Cheating

· Respecting property of others (classmates, teacher, and medical facility)

Cheating involves copying another student's written work, quiz, test, or exam, or the use of technological devices to exchange or submit information as related to course related material (class work, homework, quizzes, tests, projects, co-op work, etc.).  Such practices and activities will not be tolerated and students associated with the like can have any certifications and / or licenses revoked as well as grade adjustments. Failure to comply with classroom policy and procedure will also result in disciplinary action as outlined in the Chicago Public Schools Code of Conduct.

Additional Guidelines

Each student will need to have a notebook for this class.  The notebook will be used to take notes, record journals and complete selected class assignments.  Students must come to class prepared every day with textbook, pen and notebook.  Failure to attend class prepared will reflect negatively on grades.

Illinois Learning Standards

4. A. Stage J.6
Critique the relationship between a speaker’s verbal communication skills (e.g., word choice, pitch, feelings, tone, voice) and nonverbal messages (e.g., eye contact, gestures, facial expressions, posture, spatial proximity)
Additional Standards

Appropriate Work Place Skills Standards, NETS-S, SCANS (Transitions) standards, and additional Illinois Learning Standards will be addressed in weekly lesson plans.

Course Calendar

	Week
	Topic or Competency
	Items Due

	1-2
	Syllabus Review; 
Becoming a Successful Student; 
Review Body Systems, 
Vital Signs;

The Healthcare Industry
Employability skill:  Individual Career Plan: Post-secondary Planning.
	Signed signature page of syllabus;

Chapter Packet (Study guide worksheets; textbook critical thinking questions; terminology notebook). Quiz;

Lab: Vital signs packet; Post-secondary plan.

	3
	Medical Assisting Profession; 

Poster Presentation
	Chapter packet; Quiz; Poster: “All About Me” 

	4
	Employability skills: Professional Behavior in the Workplace,

Resume, cover letter and job application
	Chapter packet; Quiz; 
Research paper: Career Exploration; 
Completed resume, cover letter and job application.

	5-6
	Interpersonal Skills and Human Behavior;

Performance Outcome 1: Patient Communication
	Chapter packet; Quiz 
Performance Assessment 1

	7-8
	Medicine and Ethics; 
Performance Outcome 2: Medical Case Study
	Chapter packet; Quiz 
Performance Assessment 2

	9-10
	Medicine and Law;

Film related to case law;

Performance Outcome 2: Medical Case Study
	Chapter packet; quiz; Movie review.  Administrative Law Activity.
Performance Assessment 2

	11-12
	Computer Concepts
	Executed and Notarized Durable Power of Attorney.  Chapter packet; Quiz

	13-14
	Telephone Techniques: Answering, recording messages, taking request for actions, and handling pharmacy prescription refill requests.


	Chapter packet; Quiz; telephone directory of community services.
Lab and Worksheet: Telephone techniques.

	15-16
	Scheduling Appointments: Recording physician’s matrix and patient appointments


	Chapter packet; quiz; Physician’s travel itinerary.
Lab and worksheet: Scheduling appointments.

	17-18
	Patient Reception and Processing;

Performance Outcome 3: Front Office Management

	Chapter packet; quiz.

Performance Assessment 3

	19-20
	Office Environment and Daily Operations
	Chapter packet; quiz; Ambulatory care office schematic

	21-22
	Written Communications and Mail Processing: Word processed agenda;

Work-based Learning: Job Shadowing
	Chapter packet; quiz; 

Lab and Worksheet: Creating an agenda;

Job shadowing readiness certificate: Job shadow report.

	23-24
	Medical Records Management: Informed consent for treatment, record release form, transcription of machine-dictated letter, filing medical records and other documents using both alpha and numeric systems, color-coding records.
	Chapter packet; quiz; 

Lab and worksheets: Medical Records Management.

	25
	Health Information Management 
	Chapter packet; quiz.

	26
	Privacy in the Physician’s Office 
	Chapter packet; quiz.

	27-28
	Basics in Diagnostic Coding
	Chapter packet; quiz; 

Lab and worksheet: Basic diagnostic coding.

	29-30
	Basics in Procedural Coding: Completing HCFA and Leger Forms.
	Chapter packet; quiz; 

Lab and Worksheet: Procedural coding.

	31
	Basics of Health Insurance: Eligibility and verification of benefits, preauthorization.
	Chapter packet; quiz; 
Lab and worksheet: Health insurance basics, part 1.

	32
	The Health Insurance Claim Form: HCFA and ledger forms.
	Chapter packet; quiz; 

Lab and worksheet: Health insurance basics, part 2.

	33
	Professional Fees, Billing, and Collecting: Pegboard system;

Performance Outcome 4: Medical Practice Management
	Chapter packet; quiz;
Lab and worksheet: Pegboard system;
Performance Assessment 4

	34
	Banking Services and Procedures: checks for bill payment, bank deposits, reconciling bank statements with office checking account.
	Chapter packet; quiz; 

Lab and worksheet: Banking services and procedures.

	35
	Management of Practice Finances: W-4 form; petty cash fund; employee payroll.

	Chapter packet; quiz; 
Lab and worksheet: Management of practice finances.

	36
	Medical Practice Management and Human Resources: Interviewing a job candidate, conducting a performance review of an employee
	Chapter packet; quiz; 

Lab and worksheet: Management and human resources.

	37
	Medical Practice Marketing and Customer Service
	Chapter packet; quiz; 

Lab: Design a presentation for a marketing event; prepare a presentation using PowerPoint.

	38
	Review; final exam;

Performance Outcome 5: Research Portfolio
	Final Exam;

Performance Assessment 5.


The student should be able to communicate well with patients.


The student should be able to complete a medical case study involving legal and ethical issues.


The student should be able to manage the front office of an ambulatory care facility.


The student should be able to demonstrate the fiscal skills needed to operate a medical practice.


The student should be able to present a portfolio of select items developed and researched throughout the course.
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