PAERCER COURSE OUTLINE

County Community Col

0OST102 Introduction to Medical Insurance and Billing
Course Number Course Title
3 3 hours 15 weeks
Credits Hours: lecture/laboratory/other (specify)

Catalog description:

Course covers health insurance claims processing as well as the medical billing cycle. Includes
all aspects of medical insurance including plan options, carrier requirements, state and federal
regulations, abstracting relevant information from source documents, and accurately completing
claim forms.

Prerequisites: None Corequisites: None

Required texts/other materials:

Text: Understanding Health Insurance: A Guide to Billing and Reimbursement
Author: JoAnn Rowell & Michelle Green
Edition: 8"
Thomson Publishing

Text: Workbook to Accompany Understanding Health Insurance: A Guide to Billing and
Reimbursement

Last revised: August, 2007

Course coordinator: Colleen C. Courtney

Instructor's Name
Time/Location
Office/Phone #'s
Office Hours
E-Mail
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Course goals:

The student will be able to:
¢ Define the meaning of health insurance.
e Explain the responsibilities of health insurance specialists.
e Maintain insurance claim files.
¢ Demonstrate understanding of claim instructions by completing various forms.

¢ Understand and identify the differences between Blue Cross and Blue Shield, Medicare, and
Medicaid insurance plans.

¢ Apply knowledge learned from worker’s compensation programs to various cases.

Course-specific General Education goals and objectives

The student will be able to:

Gen Ed Mission:
¢ Integrate their learning into a lifelong process of understanding themselves, others, the medical
office, and the world of business.
¢ Demonstrate competency in critical thinking in various job situations.
Communication:
¢ Communicate effectively in speaking, writing, and using the computer to transmit information.
¢ Comprehend and evaluate what they read, hear and see.
Critical thinking and Information Literacy:
¢ Critical thinking and problem solving skills in analyzing information gathered through class
discussions, the Internet, and textbook understanding.
e Evaluate proper protocol in every situation encountered in the business office.
Ethical Dimension:
¢ Determine what is ethical and proper business behavior in any medical or corporate office.
¢ Recognize, analyze and assess ethical issues and situations.
Diversity and Global Perspective:
¢ Analyze the implications of commonalities and differences among culturally diverse peoples.
e Link cultural practices and perspectives as it relates to the world of business.

Units of study in detail.

Unit | Health Insurance and the Health Insurance Specialist

The student will be able to...

State the difference between medical care and health care.

Discuss the history of health care reimbursement from 1860 to the present.
Prepare a list of career opportunities for health insurance specialists.
Describe the responsibilities of health insurance specialists.

Unit Il Managed Care Health

The student will be able to...
e Compare managed care with traditional health care insurance.
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¢ Interpret a managed care profile map that details HMO penetration rates.
¢ Differentiate between the two organizations that accredit managed care organizations.
¢ Describe six managed care models, and provide details about each.

Unit Ill Insurance Claims

The student will be able to...

¢ Discuss the life cycle of an insurance claim.

¢ Determine insurance coverage when a patient has more than one policy or a child covered by
both parents

¢ Detail the processing of a claim by an insurance company

¢ Maintain a medical practice’s insurance claim files

Unit IV Legal and Regulatory Considerations in the Medical Office

The student will be able to...

Provide examples of a statute, regulation, and case law.

Explain the use of the Federal Register.

Give examples of breaches of confidentiality.

Establish a patient record retention policy for the physician’s office.
List the components of the Health Insurance Portability and Accountability Act of 1996 (HIPAA),
and explain the health care impact of each.

¢ Implement CMS’s National Correct Coding Initiative (CCI).
[ ]

Unit V. HCPCS Coding System

The student will be able to...
e Describe the three HCPCS levels.
e State the characteristics of the HCPCS level Il coding system.
¢ Clarify situations in which both HCPCS level | and Il codes are assigned.

Unit VI CMS Reimbursement Issues

The student will be able to...
e Explain the historical development of CMS reimbursement systems.
e List and define each CMS payment system.
e Apply special rules for the Medicare physician fee schedule payment system.

Unit VI Coding for Medical Necessity

The student will be able to...
e Select and code diagnoses and procedures from case studies and sample records.
e Determine from case scenarios when not to assign codes.

Unit VIl Essential CMS-1500 Claim Instructions

The student will be able to...
e Discuss billing guidelines for different case scenarios.
e Discuss reporting guidelines and restrictions covering selected claim items.
e State the processing steps that must occur before a completed claim can be submitted to the

payer.
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e Create a “tickler” filing system for completed claims.
Unit VIII Blue Cross and Blue Shield Plans, Medicare, and Medicaid

The student will be able to...

Explain the function of the national Blue Cross and Blue Shield Association.
List four features that BCBS plans differ from other commercial plans.
Describe the features of BCBS basic benefits.

List six categories of persons eligible for Medicare coverage.

Describe the different coverages under Medicare.

List Medicaid federal guidelines.

List services covered under the federal portion of Medicaid assistance.

UnitIX Wor ker’ s Compensation

The student will be able to...
e List the categories of workers covered by the federal compensation program.
o List and describe the types of worker's compensation available at the state and federal level.
e Describe correct billing procedures for workers’ compensation cases.

Evaluation of student learning:

One third — Quizzes and completion of workbook/lab assignments
One third — Tests/Formative Evaluations
One third — Final Exam/Summary Evaluation
*Medisoft Software will be used at the discretion of the Instructor.
NOTE: The instructor will assign a final grade based on the scale below. All Health Care Students

(HCC) must maintain a 75% average in every course.

Grades will be assigned in accordance with the following:

Letter grade Nominal % QPA quality points
A 93-100 4.0
A- 90-92 3.7
B+ 87-89 3.4
B 83-86 3.0
B- 80-82 2.7
C+ 77-79 2.4
C 70-76 2.0
D 60-69 1.0
F 0-59 0.0
S 70-100 NA

NC 0-69 NA
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MERCER COUNTY COMMUNITY COLLEGE
BUSINESS DIVISION AND OFFICE SYSTEMS TECHNOLOGY

ClassAttendance and Makeup Work Policy

The following criteria will be strictly adhered to with regard to classroom attendance and assignments.

Absences:

1. Class attendance is mandatory for all students. However, it is recognized that occasionally an absence
will be necessary. Any student exceeding six (6) hours (hot meetings) of absences will automatically be
downgraded one grade level at the discretion of the instructor.

2. Three (3) consecutive absences from class without contacting the instructor may be considered cause for
withdrawal from the course by the instructor. If the reason is a medical excuse, the student is required to
bring in a doctords note.

3.1 f a student decides to discontinue attending t
through and officially withdraw from the course before the withdrawal deadline date. Failure to do this
may resultint he student receiving an AFO6 for the cour

Make-up work:

1. All assignments are to be turned in on the date specified. Late assignments will be downgraded unless
reason for lateness is fully justified.

2. When absence from class is necessary, you are still responsible for making up all assignments. These
assignments must be submitted within one week of your return. No assignments will be accepted after
that time.

3. Students MUST be present for all scheduled tests. If you are absent on a test day without justifiable
reason, you will not be permitted to make up a test. If your absence is excused, you are responsible for
making up the test before the next class period. You must arrange for making up the test outside of class.

4, Each studentds atthenRemgistirardtep®dftfed et e@very fo
is reqguired by |l aw to make attendance reports o
Security payments, and other federal/state and private scholarship programs.

Note: Any exception the above-stated policy can be made at the discretion of the instructor on an individual basis.

Classroom Conduct Statement

If a student misses a class meeting for any reason, he/she is responsible for all content that is covered, for
announcements made, and for acquiring any materials that may have been distributed in class. It is expected that
students be on time for all classes. Students who walk into class after it has begun are expected to choose seats
close to where they entered the room so that they do not disrupt the class meeting. It is also expected that cell
phones will not be used during classes. Should a cell phone ring or be used during a test, the grade for that test
will be zero.

Students are expected to follow ordinary rules of courtesy during the class sessions. Engaging in private, side
conversations during class time is distracting to other students and to the instructor. Leaving class early without
having informed the instructor prior to class is not appropriate. Unless there is an emergency, leaving class and
returning while the class is in session is not acceptable behavior. Disruptive behavior of any type, including
sharpening pencils during class while someone is speaking, is not appropriate.
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The college welcomes all students into an environment that creates a sense of community of pride and
respect; we are here to work cooperatively and to learn together.

Academic Integrity Statement

A student who knowingly represents work of others as his/her own, uses or obtains unauthorized assistance in
the execution of any academic work, or gives fraudulent assistance to another student is guilty of cheating. The
penalty for violating the honor code is severe. (See Student HandbogQkAny student violating the honor code is
subject to receive a failing grade for the course and will be reported to the Office of Student Affairs. If a student
is unclear about whether a particular situation may constitute an honor code violation, the student should meet
with the instructor to discuss the situation.

It is permissible to assist classmates in general discussions of computing techniques; general advice and
interaction are encouraged. Each person, however, must develop his or her own solutions to the assigned
homework and laboratory exercises. Students may not "work together" on graded assignments. Such
collaboration constitutes cheating, unless it is a group assignment. A student may not use or copy (by any means)
another's work (or portions of it) and represent it as his/her own.

COURSE SYLLABUS FOR OST102
INTRODUCTION TO MEDICAL INSURANCE AND BILLING

Week 1 Chapter 1 Health Insurance Specialist Roles and Responsibilities
Week 2 Chapter 2 Introduction to Health Insurance

Week 3 Chapter 3 Managed Health Care

Week 4 Chapter 4 Life Cycle of an Insurance Claim

Week 5 Chapter 5 Legal and Regulatory Considerations

Week 6 Chapters 6 and 7 (Brief explanation) ICD-9CM Coding & CPT Coding
Week 7 Chapter 8 HCPCS Coding System

Week 8 Chapter 9 CMS Reimbursement Issues

Midterm:  Theory and Practical Examination

Week 9 Chapter 10 Coding for Medical Necessity

Week 10  Chapter 11 (Selected topics) Essential CMS-1500 Claim Instructions
Week 11  Chapter 13 Blue Cross and Blue Shield Plans

Week 12  Chapter 14 Medicare

Week 13  Chapter 15 Medicaid

Week 14  Chapter 17 Wor kerds Compensation

Final Exam: Date to be Announced
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