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CURRICULUM COMMITTEE

REQUEST FOR APPROVAL OF A COURSE VIA DISTANCE LEARNING

	
	Interactive presentation
	X
	Internet presentation

	
	Television presentation
	
	Internet w/on-campus meetings
	0-5%
	on-campus


	OT 28
	
	Medical Manager
	
	1.5

	Course ID#
	
	Course Title
	
	  Units


	Semester/Year:
	
	Spring 2009

	Day(s)/Time:
	
	Arr

	Sites:
	
	MC, WI, OC


	
	Course has received prior approval in a different distance learning  mode (Indicate which mode)

	
	Interactive presentation
	
	Television presentation 
	
	Internet presentation


The reason(s) that this course is being considered for distance learning is/are:

	X
	to reach students in remote areas whose attendance at a regular District site is inconvenient.

	X
	to provide a specialty course for students at one or more sites where there is not a sufficient pool of 

	
	students to warrant traditional classroom instruction.

	X
	to recruit and support students who would not otherwise have initial access to the District.

	
	to serve the community and business institutions by providing worksite courses for public agencies 

	
	and private companies whose employees require special training.


It is understood that:
· The course listed above will follow an existing RC course outline.  

· The distance learning mode of delivery will not adversely affect the enrollments on campus.

· Instructor is aware the course must be in compliance with requirements regarding EIT (Electronic and Information Technology) pursuant to Section 508 of the Rehabilitation Act and provisions of California Government Code Section 11135.

What adjustments to the ways in which the course is delivered or presented to students will be necessary  in order to offer it in the distance learning mode?  (Add a second sheet if necessary to outline units in the course.)

The course itself will change very little.  Lectures will be recorded in tegrity.  The students will work from the student CD included with their textbook.  Timed exams will be given in blackboard.

Students will need to have a computer with Windows 98, XP or Vista operating system and be hooked up to the internet.  Students will also be required to have a valid email address.

What provisions will you make for regular effective contact between instructors and students?

Office hours will be posted in their syllabus which will indicate when I can be reached by phone and when I will be available for chat hours.  Announcements will be posted in Blackboard, and my email address will be listed in Blackboard and in my syllabus.

What other pertinent information should be shared with the committee?

I have taught several online classes before and I am excited about an online Med. Assist. Certificate which we are now working on.

Signatures:

	Instructor reviewing for distance learning:
	
	Date
	

	Department Chair
	
	Date
	

	Dean of Instruction
	
	Date
	


Approved by Curriculum Committee:
	Curriculum Committee Chair
	
	Date
	

	Vice President of Instruction
	
	Date
	


Please attach this cover sheet to the course outline and description of adjustments.
 

Modified 11/2004
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CREDIT COURSE OUTLINE

I.  COVER PAGE

	(1)

Course ID:  OT 28  
	
	(2)

Course Title:  Medical Manager  
	
	(3)

Units:  1.5


	(4) Lecture / Lab Hours:
	
	
	(8)Classification:

	Semester course


Hours per week
	Lec hrs:

	
	

	
	Lab hrs:  
	
	
	Degree applicable:
	x

	     Lab will generate ______ hour(s) per week outside work.
	
	Non-degree applicable:
	

	Short-term course:


Hours per course
	Lec hrs:

	27
	
	Pre-collegiate basic skills:
	

	
	Lab hrs:

	
	
	
	

	Lab will generate ______ total hour(s) outside work.
	(9)RC
	Fulfills AS/AA degree requirement: (area)
	

	(5)Grading Basis:
	Grading scale only
	x
	
	General education category:
	

	
	CR/NC option

	
	
	Major:
	

	
	CR/NC only
	
	
	
	

	(6)Basic Skills Prerequisites:


	(10)CSU:
	Baccalaureate:
	x

	
	(11) Repeatable:  (A course may be repeated


three times)
	0

	Basic Skills Advisories:        

Eligibility for ENGL 125, ENGL 126, and MATH 101

	For Office Use Only

	
	New
	
	Mod
	(
	Effective Date: Fall 2008

	(7)Subject Prerequisites (requires C grade or better):
        



	Replaced by:  

Date:
	DATATEL ID: 1583

	
	SAM Priority: C
	TOPS Code: 051420

	
	Unit Code: 231515
	Program Status: 2

	Subject Corequisites:




	Reporting ID: CCC000166180
	Date Reporting ID assigned: 20070910

	Subject Advisories:




	Total Course Contact Hours : 27
	Course LHE:  1.50

	(12)Catalog Description:  
This course introduces the student to The Medical Manager office management software.  Students will learn to enter patient information, insurance information, procedural and diagnostic codes, post charges and payments, schedule appointments, and generate reports.









                


	Course ID:  OT 28  
	
	Course Title:  Medical Manager  


II.  COURSE OUTCOMES:

(Specify the learning skills the student demonstrates through completing the course and link critical thinking skills to specific course content and objectives.)

Upon completion of this course, students will be able to:

A.
perform tasks and duties using the management software found in many medical offices.

B.
analyze source documents to retrieve necessary information to post charges and  payments.
C.
gather, examine, and evaluate source documents to retrieve information necessary to generate encounter forms, billing 
statements, and insurance claim forms.

D.
update management data by analyzing and selecting pertinent information.

E.
formulate what information needs to be included in patient and practice reports and print them.

F.
apply the operating knowledge of The Medical Manager software with any medical office management software.

III.  COURSE OBJECTIVES:

(Specify major objectives in terms of the observable knowledge and/or skills to be attained.)

In the process of completing this course, students will:

A.
demonstrate a sound knowledge of how to operate the management software.

B.
post charges and payments.

C.
generate encounter forms, billing statements, and insurance claim forms.

D.
process management data.

E.
print patient and practice reports.

F.
learn the concepts and transfer that knowledge to any practice management software.
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IV.  COURSE CONTENT OUTLINE:
A.
Unit 1 – Today’s Medical Office


1.
Flow of information in a medical office


2.
Insurance payments


3.
Role of Computers in today’s medical office


4.
What is The Medical Manager?

B.
Unit 2 - Using the Medical Manager


1.
Starting Up the Medical Manager


2.
Support Files Maintenance Menu


3.
Support Files


4.
Printing Reports


5.
Daily Files Backup


6.
Fatal Error Messages

C.
Unit 3 - Building Your Patient File


1.
New Patient entry


2.
Guarantor information


3.
Account information


4.
Additional Screens
D.
Unit 4 - Posting Your Entries


1.
Procedure Entry


2.
Posting Ailment Details


3.
Printing daily reports


4.
Advancing the date


5.
Editing prior entries

E.
Unit 5 - Office management/appointment scheduling


1.
Making and canceling appointments


2.
Entering and printing hospital rounds and reports

F.
Unit 6 - Practice Management


1.
Billing routines


2.
Posting payments and adjustments

G.
Unit 7 - Report Generation


1.
Types of Reports


2.
Patient Billing


3.
Systems utilities

H.
Unit 8 - Advanced Functions


1.
Unique payments


2.
Aging report


3.
Display patient data


4.
Period Close

I.
Unit 9 – Tomorrow’s medical office


1.
Managed Care


2.
Multipractice Service Organizations


3.
Electronic Data Interchange


4.
Electronic medical records

J.
Conclusion
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	Course Title:  Medical Manager  


V.  APPROPRIATE READINGS
Reading assignments may include but are not limited to the following:

A.
Sample Text Title:

1.
The Medical Manager by Richard Gartee, Cengage Delmar Learning, 2004 

B.
Other Readings:
	
	Global or international materials or concepts are appropriately included in this course

	
	Multicultural materials and concepts are appropriately included in this course.


If either line is checked, write a paragraph indicating specifically how global/international and/or multicultural materials and concepts relate to content outline and/or readings.
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VI.  METHODS TO MEASURE STUDENT ACHIEVEMENT AND DETERMINE GRADES:
Students in this course will be graded in at least one of the following four categories.  Please check those appropriate.  A degree applicable course must have a minimum of one response in category A, B or C.

	A.  Writing

 

Check either 1 or 2 below

	x
	1.
Substantial writing assignments are required.  Check the appropriate boxes below and provide a written description 
in the space provided.



	
	2.  
Substantial writing assignments are NOT required.  If this box is checked leave this section blank.  For degree 
applicable courses you must complete category B and/or C.

	
	a.
essay exam(s)
	x
	d.
written homework

	
	b.
term or other papers(s)
	
	e.
reading reports

	
	c.
laboratory reports
	
	f.
other (specify)   


Required assignments may include but are not limited to the following:
Students must write letters to insurance companies questioning billing problems.
Students must respond to letters from insurance companies.
	B.  Problem Solving

1.
Computational or non-computational problem-solving demonstrations, including:

	x
	a.  exam(s)
	
	d.  laboratory reports

	x
	b.  quizzes
	
	e.  field work

	x
	c.  homework problems
	
	f.  other (specify)


Required assignments may include, but are not limited to the following:

Student must be able to read source documents and determine what information is needed, and where that information should be entered in the Medical Manager program.  An example might be to determine which insurance coverage is primary or secondary.  
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	Course Title:  Medical Manager  


	C.
Skill demonstrations, including:

	
	a.  class performance(s)
	x
	c.  performance exam(s)

	
	b.  field work
	
	d.  other (specify)  


Required assignments may include, but are not limited to the following:

Student is given a patient's file with information regarding their last visit to the doctor's office.  Student is then asked to update patient file in Medical Manager and generate insurance billing forms.
	D.
Objective examinations, including:

	x
	a.  multiple choice
	
	d.  completion

	x
	b.  true/false
	
	e.  other (specify)  

	x
	c.  matching items
	




COURSE GRADE DETERMINATION:
Description/Explanation: Based on the categories checked in A-D, it is the recommendation of the department that the instructor’s grading methods fall within the following departmental guidelines; however, the final method of grading is still at the discretion of the individual instructor.  The instructor’s syllabus must reflect the criteria by which the student’s grade has been determined. (A minimum of five (5) grades must be recorded on the final roster.) 
If several methods to measure student achievement are used, indicate here the approximate weight or percentage each has in determining student final grades.
Homework              
15%

Computer homework
45%

Exams & quizzes    
25%

Final exam       



15%
 FOR DEGREE APPLICABLE COURSES
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VII.  EDUCATIONAL MATERIALS

For degree applicable courses, the adopted texts, as listed in the college bookstore, or instructor-prepared materials have been certified to contain college-level materials.
	Validation Language Level (check where applicable):
	College-Level 

Criteria Met

	
	Yes
	No

	
Textbook
	x
	

	
Reference materials
	x
	

	
Instructor-prepared materials
	x
	

	
Audio-visual materials
	x
	


	Indicate method of evaluation:

	
Used readability formulae (grade level 10 or higher)
	

	
Text is used in a college-level course
	x

	
Used grading provided by publisher
	

	
Other: (please explain; relate to Skills Levels)
	


	Computation Level (Eligible for MATH 101 level or higher where applicable)
	x
	

	Content

	
Breadth of ideas covered clearly meets college-level learning objectives of this course
	x
	

	
Presentation of content and/or exercises/projects:

	

Requires a variety of problem-solving strategies including inductive and deductive reasoning.
	
	

	

Requires independent thought and study
	x
	

	

Applies transferring knowledge and skills appropriately and efficiently to new situations or 



problems.
	
	

	List of Reading/Educational Materials
The Medical Manager by Richard Gartee, Cengage Delmar Learning, 2004 



	Comments:


	
	This course requires special or additional library materials (list attached).

	
	This course requires special facilities:




FORM A

	TARGET COURSE  
	OT 28
	
	Medical Manager

	
	Number
	
	Title


BASIC SKILLS ADVISORIES PAGE   The skills listed are those needed for eligibility for English 125, 126, and Math 101.  These skills are listed as the outcomes from English 252, 262, and Math 250.  In the right hand column, list at least three major basic skills needed at the beginning of the target course and check off the corresponding basic skills listed at the left.

	Math Skills (eligibility for Math 101)

(as outcomes for Math 250)

     x

Performing the four arithmetic operations on whole 
numbers, arithmetic fractions, and decimal fractions.

     x

Making the conversions from arithmetic fractions to 
decimal fractions, from decimal fractions to percents, and 
then reversing the process.

     x

Applying the concepts listed above to proportions, 
percents, simple interest, markup and discount.

     x

Applying the operations of integers in solving simple 
equations.

     x

Converting between the metric and English measurement 
systems
	1.
Student must be able to add, subtract, multiply 
and divide to calculate monthly patient’s 
statement.

2.
Student must be able to calculate discounts 
expressed in percentages and apply them to the 
patient’s statement.

3.
Student must be able to calculate adjustments and 
apply them to the patient’s statement.

4.
Student must be able to post insurance payments, 
checks, and cash payments to the patient’s 
statement.



	Reading Skills (eligibility  for English 126)     

(as outcomes for English 262)          

      x

Using phonetic, structural, contextual, and dictionary skills 
to attack and understand words.

     
x

Applying word analysis skills to reading in context.

     
x

Using adequate basic functional vocabulary skills.

     
x

Using textbook study skills and outlining skills.

     
x

Using a full range of literal comprehension skills and basic 
analytical skills such as predicting, inferring, concluding, 
and evaluating. 
	1.
Student must be able to read and comprehend a college-level textbook.

2.
Student must be able to read for instructions and definition.

3.
Students must be able to comprehend information given in textbook and assignments and correctly infer and conclude actions that must be taken in The Medical Manager.


	Writing Skills (eligibility  for English 125)

(as outcomes for English 252)

     
x

Writing complete English sentences and avoiding errors 
most of the time.

     
x

Using the conventions of English writing: capitalization, 
punctuation, spelling, etc.

     
x

Using verbs correctly in present, past, future, and present 
perfect tenses, and using the correct forms of common 
irregular verbs.

     
x

Expanding and developing basic sentence structure with 
appropriate modification.

​     
x

Combining sentences using coordination, subordination, 
and phrases.

     
x

Expressing the writer's ideas in short personal papers 
utilizing the writing process in their development.
	1.
Students must have basic writing skills in order to answer the questions assigned as homework.

2.
Students must be able to capitalize, punctuate, spell, and use correct English grammar when writing assignments in this class.

3.
Students must be ale to create mailable office documents when communicating with insurance companies, other doctors, and patients.




Check the appropriate spaces.

     
x
  Eligibility for Math 101 is advisory for the target course.

      
x
  Eligibility for English 126 is advisory for the target course.

      
x
  Eligibility for English 125 is advisory for the target course.

If the reviewers determine that an advisory or advisories in Basic Skills are all that are necessary for success in the target course, stop here, provide the required signatures, and forward this form to the department chair, the appropriate associate dean, and the curriculum committee.
	Content review completed by
	Francine Underwood / Jim Chin
	Date
	4/16/99
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