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COURSE SYLLABUS/SCHEDULE FOR OST107

(Specific dates for vocabulary tests and for assignments due will be given by the
instructor).

(WEEK 1):

Chapter 1: Becoming a Successful Student

Define and spell the terms listed in the vocabulary

Assess the importance of developing professional behaviors as a member of the allied
health team

Evaluate the concept of critical thinking and how it affects your actions.

Examine your learning preferences.

Interpret how your learning style impacts your success as a student.

Apply time management strategies to make the most of your learning opportunities.
Utilize problem-solving techniques to manage conflict and barriers to your success.
Integrate effective study skills into your daily activities.

Design test-taking strategies that help you take charge of your success.

Incorporate critical thinking and reflection to make mental connections as material is
learned.

Theory Presented

Homework: Read Chapter 1

Read Chapter 2 for next class
Workbook: Chapter 1, due next class
Test: Chapter 1- next class
(WEEK 2):

Chapter 2: The Healthcare Industry

Define and spell the terms listed in the vocabulary

Identify the two ancient mythologies that contributed a major portion of our medical
terminology.

Distinguish between and describe the two medical symbols in general use today.
Name and briefly explain the content of the oath that is often administered to new
physicians.

Explain the impact of Johns Hopkins on medical education in the United States.
List at least five medical pioneers and their contributions to the medical profession.
Explain the role of the world healthcare organizations.

Discuss the various types of ambulatory care.

Distinguish among the different types of doctors as presented in the chapter.
Discuss the accomplishments of one of the medical leaders of the millennium.



Theory Presented

Homework: WB, chapter 2, due next class
Test: Vocabulary Test next class (terms to be given to students)
Members of the Healthcare Team Medical Specialties

Test: Vocabulary Test next class (terms to be given to students). Next class
Test on medical specialties next class

Homework: Read chapter 3 for next class
WB: Chapter 3, due next class

(WEEK 3)

Chapter 3: The Medical Assisting Profession

Define and spell the terms listed in the vocabulary

Briefly discuss the history of medical assisting as a profession

Differentiate between administrative and clinical medical assisting duties.

Discuss the versatility of a career in medical assisting.

Expl ain the r eas ooftenthe nhodt éxperfsSitear gai n hel p” i s
Identify several considerations when choosing a position as a medical assistant other

than financial compensation.

List three unacceptable behaviors on the externship site.

e Explain why continuing education is so important to the medical assistant.

e Discuss the difference between a CMA and RMA.

Theory Presented:

Test: Test on professionalism next class
Test on vocabulary (terms to be given to students) next class

Homework: WB, Chapter 3 due next class
Read Chapter 4 for next class

(WEEK 4)

Chapter 4: Professional Behavior in the Workplace

Define and spell the terms listed in the vocabulary

Explain the meaning of the word professionalism

Discuss several of the characteristics of professionalism

Explain why confidentiality is so important in the medical profession

Discuss the role of the medical assistant’s
List some examples of office politics.
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Identify specific ways that teamwork can be promotedinthep hy si ci an’ s of fi ce
Discuss the meaning of insubordination and why it is grounds for dismissal
Identify several categories of prioritizing tasks and their meaning
Talk about goal setting and how this helps in achieving career success.

Theory Presented:
Test: Test on vocabulary next class
Homework: WB, Chapter 4 due next week, Read Chapter 5 for next class

Chapter 5: Interpersonal Skills and Human Behavior

Explain why first impressions are critically important

Differentiate between verbal and nonverbal communication

Explain the different levels of spatial separation

Discuss the value of touch in the communication process

Describe the elements of the transactional communication model

Explain some of the barriers to effective communication

Listandexplain t he | evels of Maslow’s hierarchy o
Discuss defense mechanisms, and be able to recognize commonly used ones
Describe the value of listening

List several ways to deal with conflict

Explain the stages that patients go through when facing death

Discuss why physical and emotional needs affect our daily performance at work

Theory Presented

Homework: Workbook: chapter 5 due next class. Test on Chapter 5
Read Chapter 6 for next class

(WEEK 5)

Chapter 6 - Medicine and Ethics

Define and spell the terms listed in the vocabulary

Explain rights and duties as related to ethics

List and define the four types of ethical problems

Discuss the process used for making an ethical decision

Detail the impact that the EJA has on the ethical decisions made by healthcare

professionals

e Describe the way unique identifies help HIV-positive patients to avoid some
discrimination.

e Note some of the concerns regarding ethics that surround genetic information

e Explain why confidentiality is an ethical issue

e Discuss several of the CEJA options and how they might differ from the views of the

class as a whole.



Theory continued

Class discussion on assignment
Homework: Article Assignment
(WEEK 6)

Continue-Chapter 6, Medicine and Ethics

Theory continued:
Class discussion on assignment

Homework: Workbook: Chapter 6 due after presentation of Chapter 6
Read Chapter 7

Chapter 7: Medicine and Law

Define and spell the terms listed in the vocabulary

Distinguish between an act, a statue, and ordinance

Know the two types of laws

Explain the three basic categories of criminal law

Distinguish which type of civil law deals with medical professional liability
Explain the four essential elements needed for a valid contract

Distinguish between interrogatories and depositions

List three things to remember when testifying in court

Discuss the advantages of arbitration

Differentiate among malfeasance, misfeasance, and nonfeasance

Explainthe* f our D’ s” of negligence

Define the types of damages

Explain the importance of informed consent

List several legal disclosures the physician must make

Explain the importance of the Health Insurance Portability and Accountability Act
Distinguish between OSHA and CLIA, explaining which is an actual agency
Discuss the three ways that a physician can obtain a license to practice medicine
Discuss the ways that a physician might lose a license to practice medicine

Theory Presented

Test: Vocabulary test next class

Homework: Workbook: Begin chapter 7 after the theory presentation of chapter 7
(WEEK 7)

Chapter 7: Medicine and Law (continued)




Theory continued:

Class discussion on assignment, due date to be announced
Homework: Workbook: continue working on chapter 7 due after chapter 7 theory

Read Chapter 9 for next class

(WEEK 8)

Chapter 9: Telephone Techniques

e Describe how one develops a pleasing telephone voice

e Demonstrate the correct way to hold a telephone handset

e Explain why courtesy is so important when speaking on the telephone

e Discuss different ways to handle callers who wish to speak to the physician

e List the seven items needed to take a telephone message correctly

e Explain how angry callers might be handled

e Discuss how the medical assistant should handle callers with a complaint

e List several questions to ask when handling an emergency call

e Discuss several useful sections of the introductory pages of the phone directory

e Demonstrate the correct way to answer the telephone in the office

e Demonstrate the correct way to accurately record a message and take a request for
action

e Demonstrate the most efficient way to call in a prescription or prescription refill to the
pharmacy

Theory presented:

Test: Vocabulary test next class

Define and spell the terms listed in the vocabulary
Determine and discuss the source of incoming and outgoingc al | s t o
office

Homework: Workbook: Begin Chapter 9 due next class.

Test: Chapter 9 review test next class

(WEEK 9)

Chapter 10: Scheduling Appointments

Define and spell the terms listed in the vocabulary
Discuss the three items that must be considered when scheduling appointments

a

Explain the features that should be considered when choosing an appointment book

Discuss the advantages of computerized appointment scheduling
Explain how self-scheduling would reduce calls to the medical office
List and explain at least three methods of appointment scheduling
Explain the basic procedure to follow when the office is behind schedule

physi ci



Discuss offering choices to patients when scheduling appointments

Explain the importance of legible writing in the appointment book

Discuss several methods of dealing with patients who consistently arrive late
Name several reason for failed appointments

Test: Chapter 10 review test next class

Homework: Workbook: Chapter 10 due next class
Read Chapter 11 for next class

(WEEK 10)

Chapter 11: Patient Reception and Processing

e Define and spell the terms listed in the vocabulary

e Explain the purpose of the office mission statement

List several patient amenities and why these are important additions to the medical
office

Describe how to prepare for patient arrivals

Explain why it is important to use
Discuss how the medical assistant may help the patient prepare for an examination
List and explain two methods of chart placement

Discuss how the medical assistant might deal with talkative patients

Explain how the medical assistant can recall closing duties

Discuss ways to make the patient feel at ease and comfortable in the medical office

Chapter 12: Office Environment and Daily Operations

List five actions that need to be taken before the office opens in the morning
Explain why patient traffic flow is an important consideration in office design
List some of the expenses involved in the operation of a medical practice
Describe how prices can be compared for medical office supplies

Describe the purpose of white noise

List several ways to save money in the medical office

Explain the difference between medical waste and regular waste

Explain why keys and alarm codes should be shared with only a few people

Test: Chapter 11 review test next class

Homework: Workbook: Chapter 11 due next class
Read Chapter 12 for next class

(WEEK 11)

Chapter 13: Written Communications and Mail Processing

e Define and spell selected terms listed in the vocabulary

t

h e

pat



Discuss the responsibilities of the medical assistant with respect to equipment and
supplies

List the four common sizes of the letterhead stationery

Name some of the essenti al references for
List several steps to complete before answering a business letter

Discuss the process of developing and value of keeping a communications portfolio
Discuss the differences in the four letter styles

Explain the four standard parts of a business letter

List several ways to save money when mailing

Open, sort, annotate incoming mail

Compose, proofread, and mail a business letter

Properly send a fax

Process incoming mail

Address an envelope according to Postal Service optical character reader guidelines

Test: Selected vocabulary test next class

Homework: Workbook: Chapter 13 due next class

Read Chapter 14

(WEEK 12)

Chapter 14: Medical Records Management

State several important reasons for keeping accurate medical records

List and discuss the basic equipment used in a filing system

Describe the steps in filing a document

List and discuss application of the basic filing system

Explain how color coding of files can be useful in a medical facility

State several important reasons for keeping accurate medial records

Discuss the ownership of records

Explain the difference between a traditional medical record and a problem oriented
medical record

Illustrate the difference between subjective and objective information

Discuss changing an entry in the patient record and the importance of the following
correct procedures

Establish a patient’s medical record
Prepare an informed consent for treatment form

Add supplementary items to an established patient record

Prepare a record release form

Accurately transcribe a machine-dictated letter

File records using an alphabetical and numeric system

Accurately color code patient charts

Document appropriately and accurately

Test: Chapter 13 review test next class

t



Homework: Workbook: Chapter 14 due next class

Read Chapter 22

(WEEK 13)

(Chapters 16, 17, 18 20, 21 will be taught at the discretion of the instructor).

Chapter 22: Banking Service and Procedures

Define and spell the terms listed in the vocabulary

Explain how the Internet has changed traditional banking practices
State the four requirements of a negotiable instrument

Discuss the advantages of using checks

Identify the three most common types of banks accounts

Explain how you would handle mistakes made in preparing a check
List and discuss eight precautions to observe in accepting checks
Name and compare the four kinds of endorsements

Discuss the actions necessary when a deposited check is returned
Demonstrate the produce of reconciling a bank statement

Correctly write checks for a bill payment

Prepare a bank deposit and appropriate office documents
Accurately reconcile a bank statement with the office checking account

Theory presented:

Test: Vocabulary test next class

Homework: Workbook: Begin Chapter 22

Chapter 23: Management practice

Define and spell the terms listed in the vocabulary

List the four items that all financial records should show at any given time
Distinguish between account payable and account receivable

List and explain the three most
offices today

Explain the importance of trail balance

State the types of employment records required by the IRS

Discuss the basisf or t he wi thhol ding amounts

Name the five common periodic accounting reports

Explain the purpose of the W-4 form

Explain the requirements of the Federal Insurance Contributions Act
Discuss the importance of setting a budget each fiscal year

Maintain a petty cash fund

Accurately process an employee payroll

Establish and maintain a supply inventory and ordering system
Accurately prepare a purchase order

common

t hat

boo

ar
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Theory Presented:
Test: vocabulary test next class

Homework: Workbook: Chapter 22 due next class
Read Chapter 23 for next class

Define and spell the terms listed in the vocabulary

Homework: Workbook: Chapter 23 due next class
Read Chapter 24 for next class

(WEEK 14)

Chapter 24: Medical Professional Management

Define and spell the terms listed in the vocabulary

Explain the importance of management in the medical office

Discuss the desirable qualities of a medical office manager

List and discuss the three types of leaders

Discuss several types of power and whether power is a positive or negative entity
Identify several ways that employees are motivated

Explain the difference between intrinsic and extrinsic motivation

List several ways to prevent burnout

Discuss what to look for when reviewing resumes and applications

Explain why the telephone voice of an applicant is important

Identify the follow-up activities the office manager should perform after an interview
Explain the importance of mentors for new employees in the medical office

List various types of staff meetings

Accurately make travel arrangements

Successfully arrange a group meeting

Interview a job candidate for a position at the facility.

Conduct a performance review for an employee

Theory Presented:
Test: vocabulary test next class

Homework: Workbook: Chapter 23 selected areas due next class
Read Chapter 26 for next class

(WEEK 15)

Chapter 26: Infection Control

e Define and spell the terms listed in the vocabulary
e Recognize disease caused by pathogenic microorganism
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e Apply the chain of infection process to health care practice
Summari ze the i mpact of the inflammatory r
itself against infection
Differentiate between humoral and cell-medicated immunity
Analyze the difference between acute, chronic and latent disease processes
Compare virus and bacteria cell invasion
Specify potentially infectious bodily fluids
I ntegrate OSHA’ s -base Exposune @ntrelPlangntodffice a si t e
management procedures
Summarize the management of post exposure evaluation and follow up
Explain the four major area included in the OSHA compliance guidelines
Apply the concepts of medical and surgical asepsis to the healthcare setting
Differentiate among sanitization, disinfection, and sterilization procedures
Demonstrate the proper hand washing technique for medial asepsis
Demonstrate the correct procedure for sanitization of contaminated instruments
Apply patient education concepts to infection control
Discuss the legal and ethical concerns regarding medical asepsis and infection control

Selected Theory Presented:

Homework: Workbook: Selected areas of Chapter 26 are due next class
Selected Theory Presented:

Test: Chapter vocabulary test.
There are no final exams in OST107. Chapter tests or assignments may be added at

a later date at the discretion of the instructor. There will be a 2-day notice before
any unannounced test or assignment not listed above



EVALUATION

50%-- Theory Test: Progress test will be given as indicated. Students will demonstrate

proficiency in the areas that were previously covered.

25%-- Quizzes
25%-- Projects

NOTE: The instructor will assign a final grade based on the scale below.

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

e All health career students from the Health Careers Center must maintain a 75%

average in every course
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MERCER COUNTY COMMUNITY COLLEGE

BUSINESS DIVISION/OFFICE SYSTEMS TECHNOLOGY

Class Attendance and Make-up 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 (not 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 an automatic withdrawal from the course
by the instructor. If the reason is a medical excuse, the student is required to bring
in a doctor’s note.

3. | f a student decides to discontinue atten
responsibility to follow through and officially withdraw from the course before
the withdrawal deadline date. Failure to do this may result in the student
receiving an “F’ for the course.

Make-up Work:

1. All assignments are to be turned in on the date specified. Late assignments will be
downgraded unless extreme circumstances prevail.

2. THERE ARE NO MAKE-UP TESTS. ALL TESTS ARE ANNOUNCED IN CLASS.
AT THE END OF THE COURSE, THE LOWEST GRADE CAN BE DROPPED.
This applies to only one grade, other absences resulting in missed tests remain as

a “0 2

3. When a student i s absent from cl ass, it is
material covered during the missed class. All assignments are also posted on the
easel in the front of classroom A.

4, Each studentr espoarttteedn dtaon cten e sReweeks fThear ' s Of f
Registrar’s Office I s required by |l aw to m
funded by Veterans'’ Benefits, Soci al Secur
private scholarship programs.

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

“ A st ud eknowingly regreseits work of his/her own; b) uses or obtains

unauthorized assistance in the execution of any academic work; or c) gives fraudulent
assistance to another student i s Plgasei |ty of
see the Student Handbook.

Classroom Conduct Statement

It is the students tesponsibility to attend all of their classes. If a class meeting is missed
for any reason, students are responsible for all content that is covered, for announcements
made in their absence, and for acquiring any materials that may have been distributed in
class. Itis expected that students be on time for all their classes. If students walk into a
class after it has begun, it is expected that they choose a seat close to where they entered
the room so that they do not disrupt the class meeting.

Students are expected to follow ordinary rules of courtesy during 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.

The college welcomes all students into an environment that creates a sense of community
of pride and respect; we are all here to work cooperatively and to learn together.



