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CREDIT COURSE OUTLINE

I.  COVER PAGE

	(1)

Course ID: OT 251
	
	(2)

Course Title: Pre-Health Careers Projects: Medical Office Supply
	
	(3)

Units:  1.0


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

	Semester course


Hours per week
	Lec hrs:

	
	

	
	Lab hrs:  
	
	
	Degree applicable:
	

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

	Short-term course:


Hours per course
	Lec hrs:

	6
	
	Pre-collegiate basic skills:
	x

	
	Lab hrs:

	21
	
	
	

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

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

	
	CR/NC option

	
	
	Major:
	

	
	CR/NC only
	X
	
	
	

	(6)Basic Skills Prerequisites:


	(10)CSU:
	Baccalaureate:
	

	
	(11) Repeatable:  (A course may be repeated


three times)
	

	Basic Skills Advisories:        



	For Office Use Only

	
	New

	
	Mod

	
	Effective Date: 

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



	Replaced by:  

Date:
	DATATEL ID:

	
	SAM Priority: 
	TOPS Code: 

	
	Unit Code: 
	Program Status:

	Subject Corequisites:




	Reporting ID: 
	Date Reporting ID Assigned: 

	Subject Advisories:




	Total Course Contact Hours :
	Course LHE:  

	(12)Catalog Description:  
This course will be a project-based course for students considering entry-level jobs in health careers.  Students will work on ordering medical and office supplies for a new medical office.  Students will be using mathematical, reading, writing, and critical reasoning skills in completing the project.  After completing the class project, students will have a better understanding of the basic skills needed to work in many health careers, and students will be better prepared for other coursework leading to entry-level jobs in the medical field.
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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.
Analyze medical office type and size to determine medical and office supplies needed.
B.   Read catalogues and fill out order forms and write simple business letters.

C.
Use fractions, decimals, and percentages accurately when tracking usage, predicting supplies needed, and calculating best methods for ordering supplies.

D.
Demonstrate critical reasoning skills in determining priority supplies needed for the area and season of year.

E.
Summarize project results effectively in one or more modalities.
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.
Research types of medical and office supplies needed for various types and sizes of medical offices.

B.
Improve listening skills and note-taking skills to be able to follow verbal and written instructions.

C.    Write grammatically correct sentences in simple business letters.

D.
Identify types of medical supplies needed for specified type and size of new medical office.
E.
Identify types of office supplies needed for specified type and size of new medical office.

F. 
Inventory medical needs of the area and season to determine which medical supplies will be needed the most and 

when.

G.
Calculate amounts of supplies needed to equip the office for a three- and six-month period.

H. 
Calculate best processes for ordering various supplies to ensure best prices and stay within specified budget.

I. 
Compose organized paragraphs summarizing problem-solving steps and explaining reasoning behind decisions.

J.
Summarize project results in either a written report or a PowerPoint presentation or both.
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IV.  COURSE CONTENT OUTLINE:
I.  Introduction to the Project


A.  Reading Skills Overview


B.  Listening and Speaking Skills Overview


C.  Writing and Critical Reasoning Skills Overview


D.  Health/Medical Skills Overview


E.  Math Skills Overview

II.  Reading and Listening Strategies


A.  searching for main ideas


B.  tips on analyzing data


C.  verbal and non-verbal cues


D.  pre-reading and post-reading techniques


E.  pre-listening and post-listening techniques


F.  researching types of supplies needed in different types of medical offices


F.  cultural differences and communication implications


G.  resources available to help with reading and communication problems

III.  Guidelines for Written Work and Strategies for Approaching Writing Problems


A.  organizing results into a clear intro, body, conclusion


B.  guidelines for writing summaries


C.  guidelines for writing brief business letters


D.  identifying common writing errors and avoiding them


E.  essay format vs. PowerPoint format


F.  resources available to help with writing problems

IV.  Health Careers—Medical Office Supplies

A.  working with culturally diverse employers and suppliers and communication implications


B.  identifying specific medical office supply policies



1. office supplies



2.  medical supplies


C.  importance of accurate record-keeping


D.  inventory of supply needs for a specific area, type of office, season of year


E.  calculating supplies needed for



1. a three-month period



2.  a six-month period


F.  calculate most cost-effective methods for ordering and staying within a specified budget
V.  Math Skills and Strategies


A.  fractions, decimals and percents



1.  Review of fractions and the four math applications with fractions (addition, subtraction, multiplication, 




and division)



2.  Review of decimals and the four math applications with decimals



3.  Review of percentages and the four math applications with percents



4.  Converting fractions to decimals and percents



5.  Converting decimals to fractions and percents



6.  Converting percents to fractions and decimals



7.  Using Review of Fractions, Decimals, and Percents to




a.  calculate average types of supplies needed for a three-month and six-month period



b.  calculate most cost-effective methods for ordering supplies and staying within a specified budget



c.  create a pie chart representing percents of types of supplies

B.  resources available to help with math problems

Description of the Project:  The doctor for whom you work is opening a new medical office.  You are responsible for ordering the supplies for the office.  You must order office supplies as well as medical supplies.  To give yourself a starting point, you may want to interview the person in charge of ordering such supplies (the office manager) in a local doctor's office and ask for copies 
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of the last 3-6 months' supply orders.  Based on their office size and your office size, you will probably need to make adjustments.  You will need to consider if discounts are offered for buying in larger quantities and stick within a budget.
Reading and Research skills will be used in researching the supply needs of various sizes and kinds of medical offices. Reading skills will also be practiced with the instructor prepared materials related to this project.

To help students practice and improve listening and note-taking skills, the instructor will present the different parameters that the small groups have to work with orally first and have the groups take notes.  Then written descriptions of the different group project parameters will be given and students will check their notes for accuracy and thoroughness.  Listening skills and note-taking skills will also be practiced if students interview staff involved in ordering medical supplies.  
Writing skills will be used and practiced in the written homework and final group report.  Such written homework may include composing simple business letters requesting catalogs or info from providers on discount policies, and composing organized paragraphs summarizing problem-solving steps and explaining the reasoning behind decisions.

Critical reasoning skills will be used and practiced with analyzing the best processes for ordering various supplies to ensure best prices and stay within specified budget. Critical reasoning skills will also be used and practiced with making decisions about which supplies will be needed the most and when.  The critical reasoning component of the course content will emphasize how to reason correctly in the context of a medical office environment.  One must start with accurate information and then reason correctly from that information in order to arrive at reliable conclusions about what one should think or what course of action to take.

Math skills will be used, at a minimum, in averaging costs of different types of supplies and for calculating the best processes for ordering various supplies to ensure best prices and stay within specified budget.
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V.  APPROPRIATE READINGS
Reading assignments may include but are not limited to the following:

A.
Sample Text Title:  


Workbook to Accompany Administrative Medical Assisting by Marilyn T. Fordney.  5th ed. 2004.


Math for Health Care Professionals by Michael Kenamer, Thompson Delmar Learning, 2005.

B.
Other Readings:  


Instructor Generated Material


Supplemental Text: A Rulebook for Arguments by Anthony Westen, 3rd ed. 2001. 








(To help with teaching critical thinking skills.)

	
	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
	X
	f.
other (specify)  Report or PowerPoint Summarizing Project 


Required assignments may include but are not limited to the following:
Group Report or PowerPoint Presentation Summarizing Project Results
	B.  Problem Solving

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

	
	a.  exam(s)
	
	d.  laboratory reports

	
	b.  quizzes
	
	e.  field work

	X
	c.  homework problems
	X
	f.  other (specify)


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

Practice exercises tracking supply usage and predicting needs.  For example:
“You have obtained the medical supply purchasing orders for an office with five providers.  Using this data, complete the following exercises:

1.  Place each expense into one of these five categories and total the amount in each category.


a.  Wound Care (Bandages, Gauze, Gloves, Saline, Hydrogen Peroxide, . . . )


b.  Medical Instruments (Scissors, Sutures, Scalpels, Forceps, Needles, Syringes, . . . .)


c.  Medications (Immunizations, TB Tests, Tylenol, . . . )


d.  Lab Testing Supplies (Urine Analysis Vacutains, Viles, . . . )

e.  Miscellaneous (Cotton Balls, Safety Equipment, Shot Containers, . . . )

2.  What is the total expense for the Medical office?

3.  What percent of the total expense comes from Wound Care?  . . . from Medical Instruments?  . . . from Medications?, etc.

4.  Use the data supplied and calculated regarding medical supply purchasing in these five categories, create a pie chart.

5.  You have obtained the records of an office with five providers.  Your office will have only three providers.  Assuming all the 

quantities are proportional to the number of providers, how much would you expect to spend on Wound Care supplies?  . . . 

on Medical Instruments?  . . . on Medications?, etc.”
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	C.
Skill demonstrations, including:

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

	
	b.  field work
	
	d.  other (specify)


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

	D.
Objective examinations, including:

	
	a.  multiple choice
	
	d.  completion

	
	b.  true/false
	
	e.  other (specify)  

	
	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 




30%
Group Work




20%

Final Report on Project

50%

Reedley College

REQUEST FOR COURSE REPEATABILITY

(For reasons other than alleviating substandard work)

	Course ID: OT 251
	Course Title: Pre-Health Careers Projects: Medical Office Supply 
	Date: Nov. 1, 2007

	Number of times course may be repeated, excluding initial enrollment (1, 2, or 3):
	1

	or

	Maximum units to which course may be repeated, including initial enrollment:
	

	The following information is required under Title V, Part VI, Section 58161

	1.
Explain how the course content differs each time it is offered:

The medical office supply  project will vary each time it is offered because different size offices and location sites will be used, as well as different amounts and types of medical supplies being ordered.  Different groups will each have their own project sites and parameters, and groups will change with each class offering.


	2.
Using reasons “A” or “B” listed below, explain how the student, by repeating this course will gain an expanded educational experience (A or B):

	X
	A.
Skills or proficiencies are enhanced by supervised repetition and practice within class periods.  
Explanation:

	Students proficiency with the mathematical, reading, writing, and critical thinking skills involved in the project will be enhanced with repetition and practice with differing parameters of the projects.



	
	B.
Active Participatory experience in individual study or group assignments is the basic means by which 
learning objectives are attained.  Explanation:
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