LEEWARD COMMUNITY COLLEGE, BUSINESS TECHNOLOGY DIVISION

BUSN 104, Basic Medical Office Procedures (3 credits)

Includes Work Based Learning (WBL)modules
Course Description:

Introduces and develops general medical office skills.  Emphasis is placed on using communication skills to provide quality patient care, applying basic Association of Records Managers and Administrators (ARMA) filing rules, utilizing computer application software, maintaining simple patient records, managing correspondence, processing simple health care claims and patient billing, and introducing medical coding. 

Student Learning Outcomes (SLO):

1. Identify and perform basic office procedures in a medical environment according to ethical and professional standards.

2. Demonstrate basic filing procedures.

3. Learn and practice excellent patient care.
	SLO #1 - Identify and perform basic office procedures in a medical environment according to ethical and professional standards.
	Chapter

	SLO
	Concept
	Delivery Mode
	Foundation/Class
	Work-Based Learning
	Preceptor or Instructor
	Assessment 

Evaluation
	

	
	
	
	3
	2
	1
	Redo
	3
	2
	1
	Redo
	
	
	

	1. a
	Define the role of the medical receptionist.

i. Greet visitors

ii. Sign in (register) patients

iii. Recognize medical emergencies
	LCC  Class
	
	
	
	
	
	
	
	
	P

I
	Assessment Rubric

Class Quiz
	1-4


	1. b
	Describe personal attributes, knowledge, abilities, skills, and characteristics essential to a medical office professional.
	LCC Class
	
	
	
	
	
	
	
	
	P

I
	Assessment Rubric

Class quiz
	1-4

	1. c
	Create, format, and edit medical reports using correct report formats. 
	EMR Class
	
	
	
	
	
	
	
	
	I
	Portfolio Assignment  
	3 & 9

	1. d
	Use and maintain office equipment.

i. Use computer application software

1. Process simple health care claims

2. Process simple patient billing
	LCC Class
	
	
	
	
	
	
	
	
	P

I
	Assessmen

t rubric

Class Exam
	5-6

	1. e
	Manage correspondence and mail.
	LCC Class
	
	
	
	
	
	
	
	
	P
	Assessment rubric
	7-9

	1. f
	Schedule patient appointments and maintain physician’s schedule.
	LCC Class
	
	
	
	
	
	
	
	
	P
	Assessment rubric
	11-14

	1. g
	Practice proper telephone techniques

i. Write telephone messages

ii. Voice mail greetings and messages

iii. Make and receive telephone calls
	EMR Class


	
	
	
	
	
	
	
	
	P

I
	Assessment rubric

Class Exam


	11-14

	1. h
	Create and manage patient records following specific directions 
	LCC Class
	
	
	
	
	
	
	
	
	P
	Assessment rubric
	10-15

	1. i
	Apply professional rules of confidentiality, privacy, and safety.

i. Health Insurance Portability and Accountability Act (HIPAA) and Health Insurance Portability and Privacy Act (HIPPA)

ii. Occupational Safety and Health Administration (OSHA)

iii. Code of Medical Ethics
	Compliance Class
	
	
	
	
	
	
	
	
	P
	Assessment rubric
	3, 9 & 11

	1. j
	Recognize and locate simple medical codes

i. Current procedural terminology (CPT) by the American Medical Association (AMA)
	LCC Class
	
	
	
	
	
	
	
	
	P``
	Assessment

Rubric
	16

	1. k
	Examine business procedures and practices.

i. Recognize patient billing and collections terminology

ii. Describe accounting and bookkeeping aspects of the medical office.

iii. Process simple healthcare insurance claims according to health plans.
	LCC Class
	
	
	
	
	
	
	
	
	I
	Class Final Exam
	17 & 18


	SLO #2 - Demonstrate basic filing procedures.
	Chapter

	SLO
	Concept
	Delivery Mode
	Foundation
	Work-Based Learning
	Preceptor or Instructor
	Comments
	 

	
	
	
	3
	2
	1
	Redo
	3
	2
	1
	Redo
	
	
	

	2. a
	Index, code, cross reference, sort, and store records according to ARMA (Association of Records Managers and Administrators) rules.
	LCC Class

Coder’s Instruction+
	
	
	
	
	
	
	
	
	I
	Class Assingment
	10

	
	File records (including simple correspondence) according to accepted procedures.

i. Alphabetic

ii. Numeri
	LCC Class
	
	
	
	
	
	
	
	
	I
	Class Assignment
	10

	2. c
	Electronic Records Information Management.

i. Structure of Microsoft®  Access Database file

ii. Enter data into records

iii. Display or query data records

iv. Print selected RIM reports
	LCC CLASS
	
	
	
	
	
	
	
	
	P

I
	Class Assignment

Class Exam
	10


	SLO #3 - Learn and practice excellent patient care.
	Chapter

	SLO
	Concept
	Delivery Mode
	Foundation/Class
	Work-Based Learning
	Preceptor or Instructor
	Comments
	

	
	
	
	3
	2
	1
	Redo
	3
	2
	1
	Redo
	
	
	

	3. a
	Practice good oral, written, and nonverbal communication skills

i. Diverse populations (e.g. disabilities, economic, ethnic, age)

ii. Family and friends

iii. Medical insurance companies

iv. Coworkers and supervisors

v. Medical professionals
	
	
	
	
	
	
	
	
	
	P
	Class Assignment
	11-14

	3. b
	Identify ethical practices, office and patient etiquette, and medical liability.
	LCC Class
	
	
	
	
	
	
	
	
	I and P
	 Assessment
	11-14
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