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Division: Health Professions and Wellness
Department:  Medical Assisting Technology



COURSE NUMBER:   MAT 1123	COURSE TITLE:  Administrative Medical Assisting Laboratory

INSTRUCTOR:	TBD			CONTACT:    TBD

CREDITS:	1	CLASS/CONTACT HOURS PER WEEK:	3	

PREREQUISITES: Placement into MATH 1024 and acceptance into the program.

COREQUISITE: MAT 1122

DESCRIPTION OF COURSE 

This course provides demonstration of entry level administrative skills for the medical office. Topics include communications, medical records management, telephone procedures, participation in telehealth interactions, scheduling and monitoring appointments, coaching patients with office policies and medical encounters, HIPAA, precertification and preauthorization, utilizing medical necessity guidelines, application of ICD & CPT coding, managed care policies and procedures, insurance and managing practice finances. Student must be accepted into the Medical Assisting Technology program before scheduling this course. Student must be admitted to the MAT program.

COURSE STUDENT LEARNING OUTCOMES 

	Performance Objective
	CAAHEP Standard

	Affective Skills/Soft Skills:
	

	Demonstrate critical thinking skills
	A.1

	Reassure patients
	A.2

	Demonstrate empathy for patient’s concerns
	A.3

	Demonstrate active listening
	A.4

	Respect diversity
	A.5

	Recognize personal boundaries
	A.6

	Demonstrate tactfulness
	A.7

	Demonstrate self-awareness
	A.8

	Psychomotor/Cognitive Skills:
	

	Respond to nonverbal communication
	V.P.1

	Correctly use and pronounce medical terminology in health care interactions
	V.P.2

	Coach patients regarding a. office policies, b. medical encounters
	V.P.3.a/b

	Demonstrate professional telephone techniques
	V.P.4

	Document telephone messages accurately
	V.P.5

	Using technology, compose clear and correct correspondence
	V.P.6

	Use a list of community resources to facilitate referrals
	V.P.7

	Participate in a telehealth interaction with a patient
	V.P.8

	Identify steps involved in completing an inventory
	VI.C.4

	Perform an inventory of supplies
	VI.P.4

	Perform accounts receivable procedures to patient accounts including posting a. charges, b. payments, c. adjustments
	VII.P.1.a/b/c

	Psychomotor/Cognitive Skills:
	

	Inform patients of financial obligations for services rendered
	VII.P.3

	Complete an insurance claim form
	VIII.P.4

	Interpret information on an insurance card
	VIII.P.1

	Assist a patient in understanding an Explanation of Benefits (EOB)
	VIII.P.5

	Perform procedural coding
	IX.P.1

	Perform diagnostic coding
	IX.P.2

	Utilize medical necessity guidelines
	IX.P.3

	Apply HIPAA rules in regard to a. privacy, b. release of information
	X.P.2.a/b

	Document patient care accurately in the medical record
	X.P.3

	Complete compliance reporting based on public health statutes
	X.P.4

	Report an illegal activity following the protocol established by the healthcare setting
	X.P.5

	Complete an incident report related to an error in patient care
	X.P.6

	Demonstrate professional responses to ethical issues
	XI.P.1

	Comply with safety practices
	XII.P.1

	Evaluate an environment to identify unsafe conditions
	XII.P.4



PROGRAM OUTCOMES 

· The graduate will be able to perform and document the patient interview, health history, and medication reconciliation
· The graduate will be able to prepare the patient for examination and assist provider with patient instruction in follow-up care, as well as provide education in health maintenance and disease prevention
· The graduate will be able to demonstrate all administrative procedures performed in the medical office including EMR, while observing HIPAA laws, medicolegal and ethical responsibilities
· The graduate will be able to demonstrate successful completion of all clinical and administrative competencies

PROGRAM GOALS and MINIMUM EXPECTATIONS
· “To prepare medical assistants who are competent in the cognitive (knowledge), psychomotor (skills), and affective (behavior) learning domains to enter the profession.” [Standard II.A]

OUTCOMES BASED ASSESSMENT OF STUDENT LEARNING 

For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals (ILG) identified below:

ILG #1 Critical Thinking
ILG #2 Ethical Reasoning
ILG #5 Technological Competence
ILG #6 Communication Competence
ILG #7 Cultural and Social Awareness
ILG #8 Professional and Life Skills

In class students are assessed on their achievement of these outcomes. Names will not be used when reporting results. Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.

COURSE MATERIALS REQUIRED

· Black ink pen and a couple of pencils
· Three ring binder, 1-inch


TEXTBOOK(S), MANUALS, REFERENCES, AND OTHER READINGS

Text: Today’s Medical Assistant Clinical and Administrative Procedures, 5th Edition
       Elsevier ISBN-13:  978-0-443-12177-7
Text: Today’s Medical Assistant Clinical and Administrative Procedures, Study Guide, 5th Edition
       Elsevier ISBN-13:  978-0-443-12081-7

GENERAL INSTRUCTIONAL METHODS

· Demonstrations
· Videos
· Handouts

STANDARDS AND METHODS FOR EVALUATION

Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes.  This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn.  The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness.  In class you are assessed and graded on your achievement of the outcomes for this course.  You may also be required to participate in broader assessment activities.

Each grading component must be completed to pass this course.
Success in this course will be determined by completion of all of the following: 
· Attendance 
· Competencies
· Professional Development Series and assignments

COURSE EVALUATION

Professional Development (including attendance):  10%
Competencies 50%
Professionalism Series and Assignments 40% 

GRADING SCALE
A = 93 - 100
B = 83 – 92
C = 75 – 82
D = 70 - 74 
E = Below 70 

Students must earn a 75% to pass this course

SPECIAL COURSE REQUIREMENTS

· Students are required to review and study competency sheets outside of class time as preparation and memorization will help support a positive outcome.

· All students must have all documentation completed and signed off before class is dismissed, which ensures good time management and oversight for completing clinical tasks in a timely manner.

· Students are checked off on each individual competency as a one-on-one presentation with the instructor.  Students are forbidden to engage in any invasive procedures without the instructor directly observing each individual student during the invasive procedure. 

· ** Students must pass 100% of the mandatory competencies (which includes both Psychomotor and Affective competencies) and work products per course as required by accreditation standards.  A student must earn 85% or better on each individual skill activity (competency) in this course. If a competency is not passed on the first attempt, there will be a 5% deduction for the second attempt and an additional 10% deduction for the third attempt. Each skill may be attempted a maximum of three times. After three unsatisfactory attempts of a skill, the student will receive an "E" in the course and will not move forward in the medical assisting program.  

· Competencies must be complete by 15th week of the semester.  

STUDENT CODE OF CONDUCT

As an enrolled student at Columbus State Community College, you have agreed to abide by the Student Code of Conduct as outlined in the Student Handbook.  You should familiarize yourself with the student code.  The Columbus State Community College expects you to exhibit high standards of academic integrity, respect, and responsibility.  Any confirmed incidence of misconduct, including plagiarism and other forms of cheating, will be treated seriously and in accordance with College Policy and Procedure 7-10.

COURSE CONDUCT
  
· Students will adhere to all regulations of our Student Handbook.

· Any behavior that disrupts or hinders the ability of the instructor to teach, or the student’s ability to learn is subject to Columbus State Community College policies.  Students who engaged in disruptive behavior will be asked to leave the classroom and given an “absence for the day”.  Examples of disruptive behaviors include but are not restricted to:

· Disrespect directed to the instructor(s) of the class.
· Disregard of a directive from instructor.
· Excessive talking during lectures and lab.
· Any other behaviors that disrupt the flow of the lecture or lab.
· Any behaviors that disrupt other classes in the vicinity of the classroom.
· Students may not sleep during lecture or lab.
· Derogatory remarks about anyone associated with CSCC placed on Facebook or other social media.

· Criteria for excused absences: 

· a written medical excuse with physician’s address stamp
· the excuse may be written on embossed letterhead.
· subpoena from a court
· Program Coordinator has the right to approve special circumstances.
· GXMO testing (no points will be deducted as instructor has requested students to take the GXMO test, student must provide verification)

· Frequent absences, tardiness and immature behavior are disruptive to the educational process and place unfair burden on faculty and fellow students.  Please note that it is impossible to recommend anyone for a job who is frequently late and/or absent and this type of behavior will jeopardize the student placement in clinical experience.  Remember the student is writing his or her own reference.  

· Homework is accepted only on the day it is due. Students having an excused absence may turn homework in on the day they return to school.  It is not the instructor’s responsibility to remind the students to turn in homework.

· Cell phones and electronic devices:  Any cell phone or electronic device interruption will not be tolerated, it this type of interruption occurs during a class, the student may be asked to leave and not return that day, resulting in an unexcused absence for the session.  Cell phones and electronic devices must be turned off, not on vibrate.  Refer to Student Handbook page 32.




ADDITIONAL GROUNDS FOR DISMISSAL

· Plagiarism
· Falsification of any required documentation
· Dishonesty of any form or fashion
· Collaborating with others on any assignments unless specifically allowed by the course instructor.
· Absences that exceed 20% of the scheduled course meetings (lab)
· Final grade below a “C” in any MAT course
· Unprofessional and unethical behavior

ATTENDANCE POLICY

Attendance is expected for each class session.  Excessive absenteeism will not be excused, and absenteeism beyond 20% can result in dismissal from the program.

The material for this course is an integral aspect of the Medical Assisting profession and must be mastered to earn a passing grade in this course.  If an absence is necessary, the student is expected to notify the Instructor or Medical Assisting Coordinator (if the instructor is not available) before scheduled class time.

The instructor is not responsible to repeat any material the student missed during their absence; it will be the responsibility of the student to get this information from other students.  It is also the responsibility of the absent student to get any information, directions, etc.… that may have been given during that student’s absence.   There will be no makeup sessions during the semester, so it is strongly advised that students be present for each lecture session.


COLLEGE SYLLABUS STATEMENTS
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.

WEATHER RELATED DEPARTMENT SPECIFIC POLICY 

In the event of severe weather or other emergencies that could force the college to close or to cancel classes, such information will be broadcast on radio stations and television stations. Students who reside in areas that fall under a Level III emergency should not attempt to drive to the college even if the college remains open. 

Assignments due on a day the college is closed will be due the next scheduled class period. If an examination is scheduled for a day the campus is closed, the examination will be given on the next class day. If a laboratory is scheduled on the day the campus is closed, it will be made up at the next scheduled laboratory class. If necessary, laboratory make-up may be held on a Saturday. Please review the academic department specific policy relative to clinical, practicum, of other missed time due to weather related college closings. 

Students who miss a class because of weather-related problems when the class is held as scheduled are responsible for readings and other assignments as indicated in the syllabus. If a laboratory or an examination is missed, contact the faculty member as soon as possible to determine how to make up the missed exam or lab. Remember, it is the student’s responsibility to keep up with readings and other assignments when a scheduled class does not meet, whatever the reason. 

****Program Coordinator reserves the right to alter the syllabus, if deemed necessary****





UNITS OF INSTRUCTION 
Week 1: No class – Labor Day
Week 2 
· Unit of Instruction: Competency 5
· Learning Objectives/Goals:  Identify steps in completing an inventory and perform an inventory.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 3
· Unit of Instruction: Competency 7 and 9
· Learning Objectives/Goals: Apply HIPAA rules regarding privacy and release of information. Complete compliance reporting based on public health statutes. Demonstrate professional telephone techniques and document messages accurately. Report an illegal activity following established protocols. Evaluate the safety of an environment and report unsafe conditions.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 4
· Unit of Instruction: Competency 15
· Learning Objectives/Goals: Recognize personal boundaries. Demonstrate self-awareness. Identify professional responses to ethical issues.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 5
· Unit of Instruction: Competency 12
· Learning Objectives/Goals: Apply HIPAA rules regarding privacy and release of information. Document patient care accurately in the medical record. Complete an incident report related to an error in patient care.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 6
· Unit of Instruction: Competency 8
· Learning Objectives/Goals: Respond to verbal and nonverbal communication. Correctly use and pronounce medical terminology in health care interactions. Coach patients regarding office policies and medical encounters. Use a list of community resources to facilitate referrals. Inform patients of financial obligations for services rendered. Apply HIPAA rules regarding privacy and release of information. Document care accurately in the patient record.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 7
· Unit of Instruction: Competency 4 and 1
· Learning Objectives/Goals: Interpret information on an insurance card. Complete insurance forms. Explain insurance forms to patients.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor


Week 8
· Unit of Instruction: Competency 6 and 16
· Learning Objectives/Goals: Perform accounts receivable procedures. 
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 9
· Unit of Instruction: Competency 10
· Learning Objectives/Goals: Use technology to create clear and correct correspondence. Inform a patient of financial obligations for services rendered. Apply HIPAA rules to situations in a medical office.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 10
· Unit of Instruction: Competency 2 and 11 
· Learning Objectives/Goals: Perform procedural and diagnostic coding. Utilize medical necessity guidelines.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor

Week 11
· Unit of Instruction: Competency 3
· Learning Objectives/Goals: Perform procedural and diagnostic coding. Utilize medical necessity guidelines.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 12
· Unit of Instruction: Competency 13 and 14
· Learning Objectives/Goals: Demonstrate techniques for coaching patients. Demonstrate professional telephone techniques and accurately take messages. 
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 13
· Unit of Instruction:  Competency 17 & 20
· Learning Objectives/Goals: Perform a patient assessment. Demonstrate proper telehealth techniques.
· Assignment: varies by instructor
· Assessment Methods: varies by instructor
Week 14
· Unit of Instruction: Competency 18 and 19
· Learning Objectives/Goals: Identify the process in compliance reporting. Identify the standards outlined in The Patient Care Partnership. 
· Assignment: varies by instructor
· Assessment Methods: varies by instructor

Week 15
· Unit of Instruction: All competencies must be completed by today.
· Learning Objectives/Goals: All previously stated.
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