Office Technology 42
   Medical Document Preparation  

reedLEY COLLEGE

Fall 2011, MW 3:00-4:50 pm, POR5                                                          8/15/11 to 12/16/11 
M. Stela Gallegos, ABD, CRT, (R), (M)
                                                          Phone: (559) 397-1935  
Email:  msgallegos@reedleycollege.edu; sgallego@inreach.com
Office Hours by appointment
COURSE DESCRIPTION:

This intense course covers health insurance plans, insurance claim forms used in a medical office, and diagnostic and procedural coding.

BASIC SKILLS ADVISORIES:

ELIGIBILITY FOR ENGLISH 125, ENGLISH 126, AND MATH 101                
SUBJECT ADVISORIES:

OT10  MEDICAL TERMINOLOGY AND ABILITY TO TYPE 35 WPM     
SUBJECT PREREQUISTIES:                                    
Requires a “C” or better

REQUIRED TEXT and SUPPLIES:

Understanding Health Insurance: A Guide to Billing and Reimbursement by Green & Rowell, Cengage Delmar Learning, 10th Edition, 2011.
Workbook to Accompany Understanding Health Insurance A Guide to Billing and Reimbursement by Green & Rowell, Cengage Delmar Learning, 10th Edition, by Burke and Williamson, 2011. 
COURSE OUTCOMES:

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

A.
Recognize nationwide medical insurance programs.

B.
Assign ICD codes to diagnoses.

C.
Assign CPT codes to procedures, supplies, and equipment used.

D.
Fill out a Health Insurance 1500 Claim Form.

COURSE OBJECTIVES:
A.
be introduced to the major nationwide medical insurance programs
B.   become familiar with medical terminology relating to billing and coding

C.
learn how to use a diagnostic coding book (ICD) and assign a code to diseases.

D.
learn how to use a procedural coding book (CPT) and assign a code to procedures, supplies, and equipment.

E.   learn how to fill out a health insurance 1500 claim form

COURSE CONTENT outline:
1) Health Insurance Specialist--Roles and Responsibilities  
2) Legal Considerations
3) Introduction to Health Insurance
4) Managed Health Care
5) Life Cycle of an Insurance Claim
6) Diagnosis Coding  
7) Procedure Coding  
8) Coding from Source Documents  
9) Essential Claim Form (1500) Instructions  
10) Filing Commercial Claims    
11) Blue Cross and Blue Shield Plans  
12) Medicare  
13) Medicaid  
14) Tricare/Champus  
15) Workers' Compensation  
holidays:

Labor Day - September 5th ; thanksgiving - Nov. 24-25
DROP DEADLINE:  
SEE COURSE CATALOG
PARTICIPATION:

	It has been found that the more a student actively participates in discussions and activities, the

	better the learning experience for the student, therefore all students will be encouraged to be proactive

	in class interactions and group exercises. Students are expected to be responsible to review weekly

	class information and be prepared for the next week's assignment. Participation Points are earned in this 
course. You may not start the homework during class.  You may not study for another class, sleep, 
read a book or access the Internet during class.

	Application of the concepts learned is a key in achieving future professional or personal endeavors. 

	In other words, what you learn in this class can be useful in either a professional role in the medical,

	business fields, or perhaps discussing the plan of care for yourself or an ill loved one with a medical 

	professional.


CELL PHONES AND PAGERS ARE TO BE IN SILENT-MODE.  (See note regarding POP Quizzes.)

TARDIES:

Students are expected to be on time.  It is distracting, rude and unfair to fellow classmates and to the instructor when a student is late. Two tardies results in a loss of 1 participation point.

HOMEWORK:

Some homework will be collected.  Each assignment collected will be graded on completeness, neatness, and effort.  Record the class name, your name, homework (chapter and problems), and date on each homework assignment. No late homework will be accepted!  Note:  Being absent the day homework is collected does not entitle you to turn it in late! Telephone or email me to discuss your specific situation.

QUIZZES:

Quizzes will be given every Wednesday.  There are no makeups for missed quizzes. POP Quizzes will be given each time a cell phone is activated or a text message is sent or received during class.
TESTS:

There are no makeups for missed tests.  If you foresee that you have an unavoidable situation on an upcoming test date, you may arrange to take the test early.  No late tests will be allowed.  Telephone or email me to discuss a specific situation.

MID-TERM AND FINAL EXAM: 
A mid-term and comprehensive final exam will be given at the mid-point of the course and at the end of the quarter.  The date and time of the exams are as follows: Oct 12, Wednesday; and FINAL WEEK OF Dec. 12th - 16; Specific time and date to be announced.
LEARNING EXPERIENCE DESIGNED TO ACHIEVE GOALS AND OBJECTIVES:

· Class lectures with PowerPoint presentations

· Daily current news and/or events

· Case problems

· Skills application

· Discussion questions

· Key terms

· Team  projects/problem solving

· Learning teams
GRADING:                              Total points for the course
	Homework assignments
	10 pts/11 assignments
	110 points                

	In-class Chapter work

ICD-9/CPT
	15 pts/2 assignments
	30 points       

	Learning Team Activity
	10 pts
	10 points

	Quizzes
	10 pts/8 quizzes
	80 points

	Study 
Workbook 


	10 pts/8 weeks 
Organization/neatness
	80 points
20 points

	Mid-term Exam
	50 questions
	50 points

	Final Exam
	50 questions
	50 points

	Attendance/
	 Taken daily
	                   

	Participation in class
	2 pts/35 days(current events)
	70 points       

	
	TOTAL POINTS
	500


	Percent (%) of Total Points
	Points
	Grade

	90-100
	450-500
	A

	80-89
	400-449
	B

	70-79
	350-399
	C

	60-69
	300-349
	D

	0-59
	299
	F


METHODOLOGY:
Methods of evaluation and assessment used to determine course competency include:

· Oral presentations with current news relating to billing and coding
· Written assignments relating to billing and coding 

· Problem solving exercises for medical forms, diagnostic codes, and procedural codes

· Case studies

· Homework assignments

· Projects and class presentations
ATTENDANCE POLICY:
Developing and maintaining a good class attendance record is an important facet of each student’s professional development. The attendance record is included in the student’s transcript and permanent file. A student is expected to attend all classes as scheduled, on time, and to remain in the classes for the full duration, including instructional activities that may occur at an off-campus location appropriate for the particular activity. Outside employment is not to be scheduled during class hours. There are no excused absences. 

However, it is recognized that a student may be absent from class due to serious illness or family emergency. The instructor must be notified prior to the start of the class session. 

Documented absences of this nature will be considered prior to attendance suspension or termination. A student may be withdrawn after being absent 5 times and may be dropped from the course if he/she has not attended the first class session. It is the student’s responsibility to drop a class prior to the semester deadline if they wish to discontinue the class for any reason. If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.  An incomplete grade will be given only if a student can provide verification of excused lengthy absences and there is insufficient time left in the semester for completing the class.
Absences and tardiness to class are strongly discouraged, and will be documented.
CLASSROOM POLICY: 
1. No food allowed in class or lab at any time. Drinks in sealable bottles are allowed in classroom. 

2. Edible items brought to class or lab must be thrown out. 

3. If student elects to eat/drink outside class, missed time is recorded as absent. 

4. Attendance is taken daily/hourly. Tardiness or absence is recorded in 15-minute increments. 

5. Break times are scheduled by the instructor at appropriate intervals. 

6. No private software is to be brought to lab or loaded onto school computers. 

7. No software games are allowed during lecture (unless in course curriculum). 

8. Absolutely no cell phones, cell texting, laptops, Myspace or any other disturbing form is to be used during class. Except when assigned.

9. No headphones are allowed in lecture. 

10. Any student who has special needs that may affect his or her performance in this class is asked to identify his/her needs to the instructor in private by the end of the first day of class. Any resulting class performance problems that may arise for those who do not identify their needs will not receive any special grading considerations. 

Due Dates and Make-Up Exams:  All work is expected to be accomplished on time including assigned readings, exams, and all writing assignments. Students will receive a zero (0) for assignments not submitted.  Students are expected to take the midterm and final examinations at the regularly scheduled time.  Failure to take any examination results in a zero (0) for that item.  
WEB ADDRESS TO ACCESS YOUR PROGRESS GRADES: 

http://sc.webgrade.classmanager.com/reedleycollege/

Your User ID is the same as your Reedley College Student ID.

ADA

If you have special needs as addressed by the Americans with Disabilities (ADA) act including alternate media requests, please notify your course instructor immediately.  Reasonable efforts will be made to accommodate your special needs.

Academic Dishonesty

Students at Reedley College are entitled to the best education that the college can make available to them, and they, their instructors, and their fellow students share the responsibility to ensure that this education is honestly attained. Because cheating, plagiarism, and collusion in dishonest activities erode the integrity of the college, each student is expected to exert an entirely honest effort in all academic endeavors. Academic dishonesty in any form is a very serious offense and will incur serious consequences.

Cheating is the act or attempted act of taking an examination or performing an assigned, evaluated task in a fraudulent or deceptive manner, such as having improper access to answers, in an attempt to gain an unearned academic advantage. Cheating may include, but is not limited to, copying from another’s work, supplying one’s work to another, giving or receiving copies of examinations without an instructor’s permission, using or displaying notes or devices inappropriate to the conditions of the examination, allowing someone other than the officially enrolled student to represent the student, or failing to disclose research results completely.
Plagiarism is a specific form of cheating: the use of another’s words or ideas without identifying them as such or giving credit to the source. Plagiarism may include, but is not limited to, failing to provide complete citations and references for all work that draws on the ideas, words, or work of others, failing to identify the contributors to work done in collaboration, submitting duplicate work to be evaluated in different courses without the knowledge and consent of the instructors involved, or failing to observe computer security systems and software copyrights. 

Incidents of cheating and plagiarism may result in any of a variety of sanctions and penalties, which may range from a failing grade on a particular examination, paper, project, or assignment in question to a failing grade in the course, at the discretion of the instructor and depending on the severity and frequency of the incidents.
	Important  Due Dates:

	 

	Work Book (1st copy)
Date: Oct. 12
Mid-Term Exam

Date: Oct. 12
Learning Team Activity
Date:  Oct. 19th (Wednesday)
Work Book (final copy)
Date:  Dec. 12-16th 
Final Exam

Date:  Dec. 12-16th
           

	Weekly Outline of Curriculum

	Aug.
	Unit of Instruction or Topic
	Assignments

	     Aug. 15
     Monday
	Orientation/Introductions – Review syllabus

· Classroom expectations/Assignments

· Chap. 1 – Health Insurance Specialist Career

· Scavenger Hunt Game
	Homework:

Read/Review-Ch. 1

Multiple Choice Review  

	Aug. 22
Monday

8/24 Wednesday

Quiz 1
	Lecture: Ch. 2 Intro to health insurance AND

                Ch. 11 Essentials CMS 1500 Claim form

· Classroom discussion

· Current news Examples given by instructor
	Homework:

Read/Review-Ch. 2

Multiple Choice Review  

	Aug. 29
Monday
	Lecture: Ch. 3 Managed health care AND 

                Ch. 4 Development of an insurance claim

· Classroom discussion
· Review key terms
	Homework:

Read/Review-Ch. 3: 

Ch. 4  

	Sept.
	Unit of Instruction or Topic
	Assignments

	Sept 5th no class 

9/07 Wednesday Quiz 2
	Lecture: Ch. 5 Legal and regulatory issues AND

                Ch. 6 ICD-9 CM Coding

· Classroom discussion

· Review key terms

· Current news
	Homework:

Read/Review-Ch. 5

Multiple Choice Review  


	Sept. 12
Monday
	Lecture: Continue Ch. 6 ICD-9 CM Coding and

· Classroom discussion

· Review key terms

· Current news
	Homework:

Read/Review-Ch. 6

Multiple Choice Review  

	Sept. 19
Monday

9/21 Wednesday Quiz 3
	Lecture: Continue Ch. 6 ICD-9 CM Coding 

                Ch. 7 CPT Coding

· Classroom discussion

· Review key terms


	Homework:

Read/Review-Ch. 7

Multiple Choice Review  

	Sept. 26
Monday
	Lecture: Continue  Ch. 7 CPT Coding

· Anesthesia Coding 

· Surgery Coding

· Current news 
	Homework:

Read/Review-Ch. 7

Multiple Choice Review  

	Oct. 
	Unit of Instruction or Topic
	Assignments

	Oct. 3
Monday

10/5 Wednesday Quiz 4
	Lecture: Lecture: Continue  Ch. 7 CPT Coding

· Radiology

· Pathology and Lab

· Current news
	Homework: cont.
Read/Review-Ch. 7

Multiple Choice Review  

	 
	Lecture: Continue Ch. 7 CPT Coding AND 

· In class CPT work
· Classroom discussion  
 
	Homework:

Coding pg.  Handout

 

	 
	Unit of Instruction or Topic
	Assignments

	Oct. 10
Monday
	Lecture: Ch. 8 HCPCS Level II Coding

· Classroom discussion

· Current news

· Review for Mid-term Exam – Ch. 1-8
	Homework:

Read/Review-Ch. 8

Review-fill in blank       Study for Mid-Term

	Oct. 12
Wednesday


	Lecture: Ch. 10 Coding for Medical Necessity

· Classroom discussion

· Current news  
· In class activities

· Mid-Term Exam   

· Work Binder Due (first half)
	Homework:

Read/Review-Ch. 10

Multiple Choice Review    

	
	Unit of Instruction or Topic
	Assignments

	Oct. 17
Monday
	Lecture: Ch. 13  Blue Cross/Blue Shield

· Classroom discussion

· Current news

· In class Case Studies 1-5
	Homework:

Read/Review-Ch. 13

Multiple Choice Review  

	Oct. 19
	Lecture: Ch. 13  Blue Cross/Blue Shield

· Classroom discussion

· Team Learning Activity
	

	Oct. 24

Monday

10/26 Wednesday

Quiz 5


	Lecture: Ch. 14 Medicare
· Classroom discussion

· Current news

· In class Case Studies 6-11


	Homework:

Read/Review-Ch. 14

Multiple Choice Review  

	 
	Unit of Instruction or Topic
	Assignments

	 Oct. 31

Wednesday


	Lecture: Cont. Ch. 15 Medicaid
· Classroom discussion

· Current news

· In class Case Studies 12-13


	Homework:

Medicare
Multiple Choice Review  

	
	Lecture: Lecture: Ch. 15 Medicaid           
· Classroom discussion

· Current news  
· In class Case Studies 12-14
	Homework:

Read/Review-Ch. 15
Multiple Choice Review  

	
	
	

	Nov.
	Unit of Instruction or Topic
	Assignments

	Nov. 7

Monday

11/9 Wednesday

Quiz 6


	Lecture: Ch. 16 - Tricare                

· Classroom discussion

· Review key terms

· Current news
	Homework:

Read/Review-Ch. 16
Multiple Choice Review  

	Nov. 14
Monday
	 Lecture: Ch. 17 Workers Compensation  

· Classroom discussion

· Review key terms

· Current news


	Homework:

Read/Review-Ch. 17
Multiple Choice Review  Questions 

	Nov. 21
Monday

11/23 Wednesday

Quiz 7
	Lecture: Ch. 12 Commercial Insurance
· Classroom discussion

· Current News

· Review key terms


	Homework: Read/Review-Ch. 12
Multiple Choice Review     


	Nov. 21

Monday
	Lecture: Ch. 9 Reimbursement Methodologies Classroom discussion

· Review key terms

· Current news
	Homework:

Read/Review-Ch. 9
Multiple Choice Review    

	Nov. 28
Monday
	Lecture:  Chapters - Review
· Classroom discussion
· Current Events

· Review for Final Exam

	Homework:

TBA

	Dec.
	Unit of Instruction or Topic
	Assignments

	Dec. 5th
Monday

12/7 Wednesday
Quiz 8
	Lecture:  Appendix C: Case Studies for Medical Office Simulations
· Classroom discussion
· In Class Activities

· Review key term

· Bring in WorkBinder to review


	Homework:

Software/Internet

	Dec. 12
Monday


	Lecture:  Review Chap 9-17
· Classroom discussion
· In Class Activities

· Work Book Due 

· Final Exam


	 

	
	Have a nice holiday season!
	


Extra Credit:  There may be an extra credit opportunity.  

ABSOLUTELY NO WORK WILL BE ACCEPTED AFTER THE FINAL CLASS.
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