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ADMINISTRATIVE SKILLS FOR MEDICAL ASSISTANTS I MAST-111 
Fall 2016      Section 01      3 Credits      08/22/2016 to 12/15/2016

Contact Information
Instructor: Cindy Pavel 
Email: Cindy_Pavel@nic.edu
Office: MHS 134
Phone: (208) 665-5084
Office hours (other than what are listed below) may be available upon request.
Office Hours:
Tuesday, 8:00 AM to 9:00 AM, MHS 134 
Tuesday, 10:00 AM to 12:00 PM 
Tuesday, 1:00 PM to 2:00 PM, MHS 134 
Thursday, 10:00 AM to 11:00 AM 

Meeting Times
Lecture: 
ONLINE  
Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday (24 hours a day)  

Lab:  
Wednesday 9:00am to 11:50am       
MHS 138

Description
This course introduces students to the components of the administrative aspects of work in a physician's office, medical clinic and other healthcare facilities. Students will learn the requirements to become a Medical Assistant and the role they perform as a member of the health care team. A variety of operational tasks such as telephone technique, reception duties and managing patient appointments will be taught. Maintaining manual and electronic medical records will be performed. Written and verbal communication skills, charting methodologies and patient education will be utilized in this course. Lecture: 2 hours per week Lab: 3 hours per week

Materials
Administrative Medical Assisting
Author: French and Fordney
Publisher: Delmar/Cengage
Edition: 7th
ISBN: 978-1-133-13392-6
Book, Work Book 

Taber’s Cyclopedic Medical Dictionary:
Publisher: FA Davis
Edition: 2011
Optional

Scrubs
Cherokee - Caribbean Blue - with NIC Logo.

Outcomes
Theory Outcomes
Upon successful completion of this course a student will be able to:
1. Determine basic skills needed by the administrative medical assistant.
2. Identify the attributes of various managed care organizations and medical specialties
3. Recognize scope of practice for health care professionals including medicolegal implications.
4. Define various types of contracts, including informed consent and advanced directives.
5. Differentiate between various types of communication.
6. Identify steps to maintain office security (for the patient and the staff).
7. Place and receive calls using proper telephone guidelines.
8. State considerations and flow techniques for an office appointment schedule.
9. Identify appropriate medical abbreviations.
10. Identify the various methods of filing medical records
11. Identify documentation formats. 
12. Identify the parts of a medical record.
13. Identify different letter formats and punctuation styles.
14. Determine which classification of mail is the most appropriate for various mailings.

Performance Outcomes
Upon Successful Completion of this course, a student will
15. Demonstrate how customer service skills are applied in the medical office
16. Complete forms for release of information.
17. Demonstrate how to communicate with various patients, family and health care teams.
18. Explain ways to prepare for environmental emergencies and other disasters while caring for various populations
19. Place and receive calls using proper telephone guidelines.
20. Schedule appointments.
21. Determine filing units and indexing order to file medical documents.
22. Demonstrate compiling, documenting in and correcting a medical record.
23. Compose, format, key, proofread and print business correspondence.
24. Demonstrate how incoming mail is handled and sorted and annotated.
Assessment
Grading scale: 
	A
	93-100%

	A-
	90-92.99%

	B+
	88-89.99%

	B
	83-87.99%

	B-
	80-82.99%

	C+
	78-79.99%

	C
	75-77.99%

	C-
	70-74.99%

	D+
	68-69.99%

	D
	63-67.99%

	D-
	60-62.99%



Criteria
Students MUST earn a "C" or better for successful completion of this course. Students must successfully complete ALL competencies to pass this course (regardless of their final score for the course).   
Course Evaluation:

Assignments 5%  
· 12 Workbook Chapter Review Questions (12 x 20pts = 240pts)
Skills Assessments 35% 
· 74 Job Skills with varying points (approximately 2128pts)
Job Skills are graded according to the rubric with each procedure in the Study Guide.  Students must earn 85% on each skill to successfully pass a competency.
Tests 30%  
· 12 Chapter Tests; 1 syllabus quiz  (581 pts)
Final Exam 30%   
· Written Comprehensive (152 points)

Course Policies
See your Blackboard course for important policies

Schedule
See your Blackboard course for your schedule

Additional Items
ENTRY LEVEL COMPETENCIES FOR MEDICAL ASSISTANTS
Taken from the 2008 Standards and Guidelines for the Medical Assisting Educational Programs
This course includes the following competencies:

IV.C Concepts of Effective Communication
1.  Identify styles and types of verbal communication
2.  Identify nonverbal communication
3.  Recognize communication barriers
4.  Identify techniques for overcoming communication barriers
5.  Recognize the elements of oral communication using a sender-receiver process
6.  Differentiate between subjective and objective information
7.  Identify resources and adaptations that are required based on individual needs, i.e., culture and environment, developmental life stage, language, and physical threats to communication
8.  Recognize elements of fundamental writing skills
9.  Discuss applications of electronic technology in effective communication
 12.  Organize technical information and summaries
 13.  Identify the role of self boundaries in the health care environment
 14.  Recognize the role of patient advocacy in the practice of medical assisting
 15.  Discuss the role of assertiveness in effective professional communication
 16.  Differentiate between adaptive and non-adaptive coping mechanisms

V.C Administrative Functions
1.  Discuss pros and cons of various types of appointment management systems
2.  Describe scheduling guidelines
3.  Recognize office policies and protocols for handling appointments
4.  Identify critical information required for scheduling patient admissions and/or procedures
5.  Identify systems for organizing medical records
6.  Describe various types of content maintained in a patient’s medical record
7.  Discuss pros and cons of various filing methods
8.  Identify both equipment and supplies needed for filing medical records
9.  Describe indexing rules
10.  Discuss filing procedures
11.  Discuss principles of using Electronic Medical Record (EMR)
12.  Identify types of records common to the healthcare setting
13.  Identify time management principles
14.  Discuss the importance of routine maintenance of office equipment

IX.C Legal Implications
1. Discuss legal scope of practice for medical assistants
2. Explore issue of confidentiality as it applies to the medical assistant
3. Describe the implications of HIPAA for the medical assistant in various medical settings
4. Summarize the Patient Bill of Rights
5. Discuss licensure and certification as it applies to healthcare providers
6. Compare and contrast physician and medical assistant roles in terms of standard of care
7. Compare criminal and civil law as it applies to the practicing medical assistant
8. Provide an example of tort law as it would apply to a medical assistant
9. Explain how the following impact the medical assistant’s practice and give examples
        a. Negligence
        b. Malpractice
        c. Statute of Limitations
        d. Good Samaritan Act(s)
        e. Uniform Anatomical Gift Act
        f.  Living will/Advanced directives
        g. Medical durable power of attorney
 10.  Identify how the Americans with Disabilities Act (ADA) applies to the medical assisting profession
 11.  Discuss all levels of governmental legislation and regulation as they apply to medical assisting practice, including FDA and DEA regulations

X.C Ethical Considerations
1.  Differentiate between legal, ethical, and moral issues affecting healthcare
2.  Compare personal, professional and organizational ethics
3.  Discuss the role of cultural, social and ethnic diversity in ethical performance of medical assisting practice
4.  Identify where to report illegal and/or unsafe activities and behaviors that affect health, safety and welfare of others
5.  Identify the effect personal ethics may have on professional performance

IV.P Concepts of Effective Communication
1.  Use reflection, restatement and clarification techniques to obtain a patient history
2.  Report relevant information to others succinctly and accurately
3.  Use medical terminology, pronouncing medical terms correctly, to communicate information, patient history, data and observations
4.  Explain general office policies
7.  Demonstrate telephone techniques
 10.  Compose professional/business letters
 11.  Respond to nonverbal communication
 13.  Advocate on behalf of patients

V.P Administrative Functions
1.  Manage appointment schedule, using established priorities
2.  Schedule patient admissions and/or procedures
3.  Organize a patient’s medical record
4.  File medical records
6.  Use office hardware and software to maintain office systems
7.  Use internet to access information related to the medical office
8.  Maintain organization by filing
9.  Perform routine maintenance of office equipment with documentation

IX.P Legal Implications
1.  Respond to issues of confidentiality
3.  Apply HIPAA rules in regard to privacy/release of information
4.  Practice within the standard of care for a medical assistant
5.  Incorporate the Patient’s Bill of Rights into personal practice and medical office policies and procedures

X.P  Ethical Considerations
1.  Develop a plan for separation of personal and professional ethics

I.A  Anatomy & Physiology
1.  Demonstrate respect for diversity in approaching patients and families

IV.A Concepts of Effective Communication
1. Use appropriate body language and other nonverbal skills in communicating with patients, family and staff
2. Demonstrate awareness of the territorial boundaries of the person with whom communicating
3. Demonstrate sensitivity appropriate to the message being delivered
4. Demonstrate awareness of how an individual’s personal appearance affects anticipated responses
5. Demonstrate recognition of the patient’s level of understanding in communications
6. Analyze communications in providing appropriate responses/feedback
7. Recognize and protect personal boundaries in communicating with others
8. Demonstrate respect for individual diversity, incorporating awareness of one’s own biases in areas including gender, race, religion, age and economic status

V.A Administrative Functions
1.  Consider staff needs and limitations in establishment of a filing system
2.  Implement time management principles to maintain effective office function

IX.A Legal Implications
1.  Demonstrate sensitivity to patient rights
2.  Demonstrate awareness of the consequences of not working within the legal scope of practice
3.  Recognize the importance of local, state and federal legislation and regulations in the practice setting

X.A  Ethical Considerations
1.  Examine the impact personal ethics and morals may have on the individual’s practice
2.  Demonstrate awareness of diversity in providing patient care
 
For Medical Assistant students: In order to pass the class, the student must receive an average of 75% or above in this course.  CAAHEP accreditation requires 100% of MAST graduates pass 100% of all competencies.



Blackboard
Blackboard, the course learning management system, is designed and developed in accordance with the Section 508 standards in the United States.  This course may contain a variety of accessible Word and PDF documents, as well as lecture videos with closed captions.  

Institutional Policies
Student Code of Conduct
The Student Code of Conduct applies to any student enrolled at North Idaho College.  This includes, but is not limited to, face-to-face classes and Internet classes.
NIC shall maintain a Student Code of Conduct that specifically addresses prohibited behavior and assures due process for alleged violations. The Code of Conduct shall make clear possible sanctions for such actions. Policy Manual (See 5.06)
Disability Support Services (DSS)
The North Idaho College Disability Support Services (DSS) office assists students with disabilities. DSS provides academic accommodations, access, assistance, and services at NIC and at the North Idaho Consortium of Higher Education campuses. 

DSS services are designed to support students throughout their academic career.  Please contact DSS to learn more about eligibility, services and assistive technology, accommodations, and your rights and responsibilities.
Students requesting accommodations must contact DSS at the beginning of each semester.
Withdrawal
Please check the NIC Calendar for the last day students can withdraw from full-length courses.
Instructor-Initiated Withdrawal: An instructor has the right to withdraw a student for academic reasons. For more information, see the Instructor-Initiated Withdrawal Procedure.

Financial Aid Satisfactory Progress (SAP): Federal Regulations require North Idaho College to establish Satisfactory Academic Progress standards (SAP) for all financial aid recipients. The purpose of SAP standards are meant to ensure that students and academic institutions are held accountable to the taxpayer-funded federal student aid programs while students complete their academic goals in a timely manner. This process monitors student performance in all terms of enrollment, including terms in which the student did not receive financial aid. For more information, see the Financial Aid Satisfactory Progress website.
For more information on withdrawals, see the NIC Student Accounts website.
Title IX
North Idaho College seeks to provide an environment that is free of bias, discrimination, and harassment.  If you have been the victim of sexual harassment/misconduct/assault we encourage you to report this.   If you report this to any college employee, (except for a licensed counselor or health care professional) she or he must notify our college's Title IX coordinator about the basic facts of the incident (you may choose whether you or anyone involved is identified by name).  For more information about your options at NIC, please go to: this website or call (208) 676-7156
Institutional Statement
Removal from Class for Non-Attendance:  Attendance is based on your participation in this class. Failure to attend will result in your being removed from this class and may result in your financial aid award being reduced. You are responsible for confirming the accuracy of your attendance record.


This workforce solution was funded $6,438,050 (100% of its total cost), from a grant awarded under the Trade Adjustment Assistance Community College and Career Training Grants, as implemented by the U.S. Department of Labor’s Employment and Training Administration. (#TC-26479-14-60-A-16). The solution was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information linked on sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability or ownership.
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