


Northampton Community College
CURRICULAR PROPOSAL FORM

ORIGINATOR:  	Sallie Urffer							DATE:  	6/10/15			
ANTICIPATED START DATE: 	Semester:  	Spring	   Year:  		2016	

REASON FOR PROPOSAL:
Check Applicable Box(es)				
			
  Course title change							
  Deletion of existing course					      
  Course description change -  OFAD 240 
  Change in course prerequisite(s)*
  Creation of new course (attach course outline)			
  General education core designation for an existing course	
  Substitution for or waiver of a general education core requirement	
  Initiation of a new program (attach a completed NEW PROGRAM PROPOSAL FORM)
  Modification of a degree to create a certificate or diploma program (attach a completed NEW PROGRAM PROPOSAL FORM)
  Modification of a certificate or diploma to create a degree program (attach a completed NEW PROGRAM PROPOSAL FORM)
  Designation of special studies topic						
  Change in course level
  Other (please specify)  										

NOTES:
   * The relevant course outline(s) must be attached to the proposal form.
 ** The Academic Policy Committee must approve all program admissions criteria and course
        prerequisites which include test scores, grades, GPAs or competency levels
*** If course changes affect the overall program sequence, a new sequence must be attached

DESCRIPTION OF PROPOSED CHANGE:
Write a brief summary here and attach full details
This course is a culminating experience for students enrolled in the health care programs.
Descriptions and pre-requisites needed to be updated to align with industry needs.

Current description:  Develops skills necessary for a medical assistant in a computerized medical office: medicolegal issues, interpersonal and phone communication skills dealing with patients and other visitors, appointment scheduling and time management, handling correspondence and processing mail, medical records management, dealing with professional fees, credit arrangements and collection procedures, managing office space and equipment. Prereq. - knowledge of medical terminology and typing skill. Offered spring semester only.

Proposed description:  This course is a culminating experience for students enrolled in health care programs.  Students will develop skills necessary for working in a health care environment, whether it is in a physician’s office, hospital, skilled nursing facility or other health care/medical office.   Students will master tasks of a medical office, including medical communications and scheduling, preparing patients’ charts and bills, electronic health records, finances, managing health information, ethics, law and compliance and general office management. 

CURRENT PREREQUISITES: Knowledge of  medical terminology and typing skill.
PROPOSED PREREQUISITES:	OFAD 154 Medical Terminology







Continued on page 2

CURRICULUM REVISION CHECKLIST:
Include information on the following as appropriate

1. What is the rationale for change? Changing trends in healthcare dictated a better mastery and integration of material to align with industry standards.  Adding prerequisites ensures that students have completed necessary coursework that will only be reviewed in the course. 
2. What are the objectives to be accomplished?  To better align coursework to meet industry standards
3. What is the cost, including faculty, physical facilities, supplies, equipment, etc? NA.
4. Attach documentation of transferability for at least three appropriate 4-year institutions.
	     a) Written documentation via e-mail or letter is required. NA

	     b) If the course is intended to transfer for program specific credit, the request 
should be sent to a program faculty member, chair, or dean of the prospective 
transfer (receiving) institution.  The type of course should be identified as well as the 
corresponding course number if applicable.
 Major Requirement				 Major Elective
 General Education (Required)  			 General Education (Elective)
 Cognate (Required course outside major discipline)
 Free Elective

	     c) A minimum of three letters must be from schools identified as frequent transfer 
	        destinations for Northampton Community College students.  This list is obtained 
        from the NCC Director of Advising. If transferability status is sought from an 
        institution not included on the frequent transfer list, the proposal must 
	        indicate why transfer recognition from this institution would be advantageous to our 
                  program and students
						or
	        supply rationale for this selection  or (solicitation).

5. What learning resources are needed (or send bibliography to the library at least 4 months before the course offering)? NA
6. What is the effect on online learning or other delivery methods, and what is the plan for revising online learning/other delivery methods? NA













SIGNATURES 										DATE

Cluster/Department Leader											
      Reviewed and recommend approval	   		
      Reviewed, but reservations as attached

Dean approval													

If multiple clusters are involved:

2nd Cluster/Department Leader											
      Reviewed and recommend approval	   
      Reviewed, but reservations as attached  

2nd Dean approval (if appropriate)											 

Curriculum Committee Chair											

Vice President, Academic Affairs											

President													
Rev. 1/07
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Intellectual & Practical Skills
___	Communication
___	Computer Literacy  (C)
___	Information Literacy
___	Quantitative Literacy (QL)
___	Writing Intensive  (WI)
___	Critical Thinking and 
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Knowledge of Arts, Cultures and the Natural World
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___	D   Diversity and Global
	       Awareness
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COURSE OUTLINE



Course Number:	OFAD 240

Course Title:	Medical Office Management Procedures	





CATALOG DESCRIPTION:
This course is a culminating experience for students enrolled in the health care programs.  Students will develop skills necessary for working in a health care environment, whether it is in a physician’s office, hospital, skilled nursing facility or other health care/medical office.   Students will master tasks of a medical office, including medical communications and scheduling, preparing patients’ charts and bills, electronic health records, finances, managing health information, ethics, law and compliance and general office management. 



PREREQUISITES:	
OFAD 154 Medical Terminology


TOTAL CREDITS 3		LECTURE HOURS 	3	LAB HOURS 		OTHER:



Prepared by Instructor:_Sallie Urffer_________			Date:__Fall 2015_______________

Date of Original Course 			______	Division Dean: ______________________
										Dr. Denise François-Seeney
Date Outline Updated:   	Fall 2015		


1.   What are the student learning outcomes of this course? (List 3 to 8 course outcomes.)

Upon completion of this course the student will:
1. Apply medical office management techniques and utilize analytical skills necessary to organize, prioritize and manage the flow of confidential information.
2. Demonstrate culturally appropriate and patient oriented team building, leadership and human resource management skills.
3. Illustrate management of the revenue cycle and financial health of a medical practice
4. Describe tools commonly used to manage quality and performance improvement
5. Discuss the Health Insurance Portability and Accountability Act compliance, Fraud & Abuse, and Red Flag Rule as well as other legal aspects of health information.
6. 
2. Link the learning outcomes to course content and  learning experiences

(1) Using the table below, present a recommended sequenced topical (content) outline. (2) Link the content areas to the course learning outcomes. (3) List suggested learning experiences for students.  Feel free to expand the table to accommodate the course. 

	Student Learning Outcome(s)
	Topics to cover
	Suggested learning experiences/assignments/activities

	Apply medical office management techniques and utilize analytical skills necessary to organize, prioritize and manage the flow of confidential information.
	Flow of work in a medical office
External forces influencing a medical office
Planning, organizing and  controlling functions of management in a medical office
	Lectures
Class discussion
Completion of workbook assignments
Presentations

	Demonstrate culturally appropriate and patient oriented team building, leadership and human resource management skills.
	Employment laws
Occupational Safety and Health Act
Performance appraisals
Recruiting, hiring & orientation
Compensation, benefits & payroll
Leading and coaching functions of management in a medical office
Creating provider and staff schedules
	Lectures
Class discussion
Completion of workbook assignments
Presentations
Mock Interviews

	Illustrate management of the revenue cycle and financial health of a medical practice
	Patient registration, check-in, clinical encounter, and checkout
Coding and billing review
Claims generation, transmittal
Processing payments and coordination of benefits
Preparation and transmittal of patient statements
Collections, denials, appeals, refunds & ERISA
Managing Third Party Payers & clearinghouses
Physician credentialing
CMS provider enrollment
	Lectures
Class discussion
Completion of workbook assignments
Presentations

	Describe tools commonly used to manage quality and performance improvement
	Overview of Total Quality Management and Performance improvement
Performance assessment and improvement methods and tools
Assessment and improvement of clinical performance and patient safety
Physician Quality Reporting Initiative and Pay for Performance
Assessment and improvement of non-clinical performance
Utilization & resource management
Risk management
	Lectures
Class discussion
Completion of workbook assignments
Presentations
Literature review for best practices

	Discuss the Health Insurance Portability and Accountability Act compliance, Fraud & Abuse, and Red Flag Rule as well as other legal aspects of health information.
	Compliance with HIPPA
Compliance with Fraud and abuse regulations
The red flag rule
Electronic Health record review
Secure messaging
Patient portals
Implementing HIPAA updates
	Lectures
Class discussion
Completion of workbook assignments
Presentations



Provide a brief (1-2 paragraphs) narrative explanation that elaborates on the content of this table.  Feel free to attach a recommended course schedule/weekly agenda as an appendix.  
Using a combination of lecture, workbook and case studies provide information critical to understanding the workflow in a medical office. Learning how to hire the right people to build a highly motivated team, and learn to lead the people on the team to strive for excellence in building a loyal patient base, which allows the practice to grow and succeed.   

Case Studies provide real-world examples to illustrate key concepts. Video Clips feature scenarios related to the case studies.
Research of best-practice approach for a management task typically done when working to improve performance.
Review Questions challenge students to use critical thinking to recall concepts and theories learned.
Workbook Activities allow students to apply the management principles that they have learned.

2. cont.  How will each learning outcome be assessed? Link the learning outcomes to assessment.

Using the table below, explain what types of major assignments will demonstrate how and to what extent the students have achieved the learning outcomes.  This section should indicate the specific types of student work that will be assessed.  Feel free to include both formative and summative assessment methods.  Attach any examples of assessments or rubrics as an appendix, if available.

	Student Learning Outcome
	Suggested Assessment Methods

	Apply medical office management techniques and utilize analytical skills necessary to organize, prioritize and manage the flow of confidential information.
	
Completion of assignments
Lecture quizzes
Midterm evaluation 
Cumulative final exam 
Class presentations

	Demonstrate culturally appropriate and patient oriented team building, leadership and human resource management skills.
	Completion of assignments
Lecture quizzes
Midterm evaluation 
Cumulative final exam 
Class presentations

	Illustrate management of the revenue cycle and financial health of a medical practice
	Completion of assignments
Lecture quizzes
Midterm evaluation 
Cumulative final exam 
Class presentations

	Describe tools commonly used to manage quality and performance improvement
	Completion of assignments
Lecture quizzes
Midterm evaluation 
Cumulative final exam 
Class presentations

	Discuss the Health Insurance Portability and Accountability Act compliance, Fraud & Abuse, and Red Flag Rule as well as other legal aspects of health information.
	Completion of assignments
Lecture quizzes
Midterm evaluation 
Cumulative final exam 
Class presentations



Please include a brief (1-2 paragraphs) narrative explanation that elaborates on the content of the table above. Include which assessments would be included in the student’s final grade and the recommended percentages.

Students will be tested on the material within the textbook to measure their learning comprehension.   Students will be asked to research various topics to present or write narratives on the topic. Rubrics will be used to appropriately grade presentations and written projects.  Participation and even attendance in class aids the student in learning, therefore 5% of overall grade is based upon students’ commitment to learning.

	Assessment
	Course Learning Outcome
	Recommended %

	Quizzes
	1,2,3.4,5
	20%

	Midterm exam
	1,2,3.4,5
	20%

	Cumulative final exam
	1,2,3.4,5
	20%

	Completion of assignments
	1,2,3.4,5
	25%

	Presentations
	1,2,3.4,5
	10%

	Participation and attendance
	1,2,3.4,5
	5%






3. Describe and explain recommended classroom methods or teaching approaches an instructor could use to facilitate student learning in this course.

Student learning objectives will be achieved through various learning activities integrated into lectures, demonstrations, assignments and presentations.  Developing effective and culturally appropriate communication and critical thinking skills will be emphasized throughout the course.   Lectures provide an explanation of concepts and material within the text book.  Internet research requires digital literacy and critical thinking skills to select valid sources to complete assignments.  Student presentations can be group or individual, which will encourage teamwork to solve problems, build communication skills and promote information and knowledge sharing to accomplish a common goal.  Workbook assignments will provide an applied approach to learning by allowing student to apply the management principles.  Through those assignments students will need to recall concepts and theories learned.

4.  Link the course learning outcomes to the student’s larger educational experience at NCC.

Do the student learning outcomes for this course link to (select all that apply):
   (A) General Education outcomes (complete section A below);
   (B) program outcomes (complete section B below); 
   or (C) they can stand alone and do not relate to A or B (go on to #6). 
 
Note: Some courses meet both General Education (A) and Program Outcomes (B).  If so, complete (A) & (B) below.

(A) General Education outcomes (Check all that apply to this course. Add course learning outcomes next to the appropriate GE outcome. A complete list of GE core outcomes can be found in the addendum attached  and in the college catalog.)


	
	
	Knowledge of Arts, Cultures 
& the Natural World
	Student Learning Outcomes

	
	
	ARTS & HUMANITIES
	

	
	
	Students should understand both the creative process and how works of human imagination and thought from diverse cultures, places, and times express varieties of human experience.

	

	
	
	SOCIAL SCIENCE
	

	
	
	Students will demonstrate knowledge Societies and Institutions Over time (SIT) and the Scientific Study of Human Behavior (SSHB).

	

	
	
	SCIENCE
	

	
	
	Students will demonstrate a working knowledge of scientific principles and concepts and be able to apply them to daily situations.

	

	
	
	DIVERSITY AND GLOBAL AWARENESS
	

	
	
	Students will demonstrate an understanding of human diversity and an awareness of global issues through analysis of arts, histories, cultures,  geographies, economics, medicine, scientific data and/or institutions

	

	
	
	Intellectual and Practical Skills
	

	
	
	COMMUNICATION
	

	
	
	Students will present and support ideas in an organized and coherent manner consistent with the intended audience and purpose in both speaking and writing.

	

	
	
	COMPUTER LITERACY
	

	
	
	Students will use computer technology as a tool for communication and productivity both professionally and personally.
	

	
	
	INFORMATION LITERACY
	

	
	
	Students will demonstrate research skills in gathering, evaluating, and using information.

	

	
	
	QUANTITATIVE LITERACY
	

	
	
	Students will interpret and analyze quantitative data to solve problems.

	

	
	
	CRITICAL THINKING AND PROBLEM SOLVING
	

	
	
	Students will think critically and propose solutions to open-ended problems.
	



(B) Program outcomes –Health Care Office Coordinator please list as printed in the current college catalog

If this course fulfills the requirements for a particular major or area of study, then indicate how each course outcome directly links with the program-level outcomes presented in the college catalog.  Using the table below, list the specific program-level outcomes next to each course learning outcome. Expand the table to accommodate the number of learning outcomes for the course.  


	Course learning outcome
	Program level outcome

	1,2,3.4,5
	Utilize analytical skills and administrative techniques necessary to organize, prioritize, and manage the flow of confidential information in a healthcare setting.

	1,2,3.4,5
	Display professional behaviors congruent with core values, standards and ethics in healthcare

	1,2,3.4,5
	Exhibit professionally acceptable oral, written and interpersonal communication skills

	1,2,3.4,5
	Employ critical thinking skills for appropriate decision making for healthcare office efficiency and financial health

	1,2,3.4,5
	Demonstrate leadership and supervisory skills and an appreciation of diversity to support the organization and its goals

	1,2,3.4,5
	Evaluate patient records to maximize reimbursement

	1,2,3.4,5
	Apply the patient accounting revenue cycle

	1,2,3.4,5
	Perform essential business planning and office management skills in healthcare setting






5.  If this course is designated as a writing intensive course, complete this section.  If not, proceed to section 6.  

To be granted a writing-intensive designation, a course must have the following characteristics:

· the course must have as one of its central stated outcomes the development of a student’s ability to communicate in writing within the course’s discipline;
· the majority of all assessed work should be in the form of a series of written assignments (not a collection of short-answer paragraphs) that produce at least twelve pages (three thousand words) of finished student work;
· at least half of the writing assessed should require the use and incorporation of appropriate source materials appropriately retrieved and documented;
· the writing in the course should show evidence of critical reading and critical thinking skills in sustained discourse appropriate to the student’s academic or professional field;
· the course plan or syllabus, statements of instructional method, and individual assignments should incorporate such writing development strategies as thesis development plans, office conferences, drafts and revisions to emphasize the process of writing as well as the product.

Describe the elements of the course that demonstrate how the characteristics listed above are going to be met.




6. What instructional resources will be used? 

Include texts, lab manuals, study guides, software and all other required materials and supplies or library sources.
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	Brandy Ziesemer MA, RHIA, CCS 
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General Education Core Goals and Learning Outcomes (2011)

I. Knowledge of Arts, Cultures and the Natural World

ARTS & HUMANITIES

Goal: Students should understand both the creative process and how works of human imagination and thought from diverse cultures, places, and times express varieties of human experience.

Learning Outcomes:

· Students will discuss, analyze and interpret works that confront, express, and examine human experience.
· Students will describe and explain the ways that language, literature, philosophy, or the visual and performing arts challenge or reinforce specific cultural or historic values and conditions. 
	
SOCIAL SCIENCE

Goal: Students will demonstrate knowledge of societies and institutions over time (SIT) and the scientific study of human behavior (SSHB).

Learning Outcomes:

· Students will identify and apply social science theories and concepts to behavioral or societal issues. (SIT & SSHB)
· Students will explain how a social science discipline describes and analyzes social change or human behavior. 
· Students will describe how people’s experiences and perspectives are shaped by sex, gender, ethnicity, class, age, race, culture and other factors. 

Note: Social science courses must address the first outcome and one of the two remaining outcomes. 

SCIENCE

Goal: Students will demonstrate a working knowledge of scientific principles and concepts and be able to apply them to daily situations.

Learning Outcomes:

· Students will explain the scientific method, recognizing the potential for uncertainty in scientific inquiry.
· Students will apply basic field and laboratory skills used for collecting and analyzing data according to the particular discipline.
	
DIVERSITY AND GLOBAL AWARENESS

Goal:  Students will demonstrate an understanding of human diversity and an awareness of global issues through analysis of arts, histories, cultures, geographies, economics, medicine, scientific data and/or institutions.  

Learning Outcomes:

· Students will discuss and explain how the diverse range of human differences influences the historical and current formation of artistic, economic, social, scientific, cultural or political institutions.
· Students will examine how the range of human differences influences each individual’s experience of equality and inequality within a society, its institutions, or its cultures. 
· Students will analyze how individuals and institutions have addressed persistent global challenges.

Note: to carry a diversity designation, the course needs to address at least one of the three outcomes.


II. Intellectual and Practical Skills

COMMUNICATION

Goal: Students will present and support ideas in an organized and coherent manner consistent with the intended audience and purpose in both speaking and writing.

Learning Outcomes: 

· Students will identify, analyze, and choose supporting materials in written and spoken communication.
· Students will organize information with a central idea or thesis.
· Students will differentiate among various audience needs in word choice, level of explanation, and method of presentation.

COMPUTER LITERACY  

Goal: Students will use computer technology as a tool for communication and productivity both professionally and personally.

Learning Outcomes:

· Students will demonstrate knowledge of computer concepts and terminology.
· Students will create, store, retrieve, and print formatted documents.
· Students will evaluate ethical uses of technology.
QUANTITATIVE LITERACY

Goal:  Students will interpret and analyze quantitative data to solve problems. 

Learning Outcomes

· Students will interpret, analyze, and draw conclusions about data presented as words, abstract symbols, tables or graphs. 
· Students will use mathematics to model events and solve problems.
· Students will communicate using mathematical language, symbols, data, and graphs.

INFORMATION LITERACY

Goal: Students will demonstrate research skills in gathering, evaluating, and using information.

· Students will locate and identify information 
· Students will evaluate source information and incorporate it into their work.
· Students will use source information in an ethical and legal fashion.


CRITICAL THINKING AND PROBLEM SOLVING

Goal:  Students will think critically and propose solutions to open-ended problems.

Learning Outcomes:

· Students will analyze and evaluate information, ideas and arguments in order to form conclusions.
· Students will design and evaluate a plan that addresses an open-ended problem.

Note: To carry a critical thinking designation, the course must address at least one of the two outcomes. 
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