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MASTER SYLLABUS







	Cleveland State Community College

	

	Rubric & Course Number:
	MDA 1000
	Credit Hours:
	3

	Course Title: 
	MA Administrative Competencies

	

	I.
	Instructor:

	
	(Instructor’s name, office number, telephone number and email.)
(Schedule of office hours should be communicated to students ASAP.)



	II.
	Text:

	
	TBA


	III.
	Course Overview:

	
	This course will provide the student with an overview of activities performed by Medical Assistants in the physician’s office through lecture and simulated activities. Qualifications, professionalism and career opportunities for MA. Requirements for admission to MA concentration.


	IV.
	Learning Outcomes:

	
	The successful learner will be able to:

Cognitive Domain (Knowledge)

· Identify the role of the regulations established by the CDC in healthcare settings (III.13.)

· Discuss pros and cons of various types of appointment management systems (V.1.)

· Describe scheduling guidelines (V.2.)

· Recognize office policies and protocols for handling appointments (V.3.)

· Identify critical information required for scheduling patient admissions and/or procedures (V.4.)

· Identify systems for organizing medical records (V.5.)

· Describe various types of content maintained in a patient's medical record (V.6.)

· Discuss pros and cons of various filing methods (V.7.)

· Identify both equipment and supplies needed for filing medical records (V.8.)

· Describe indexing rules (V.9.)

· Discuss filing procedures (V.10.)

· Discuss principles of using Electronic Medical Records (EMR) (V.11.)

· Identify types of records common to the healthcare setting (V.12.)

· Identify time management principles (V.13.)

· Discuss the importance of routine maintenance of office equipment (V.14.)

· Identify principles of body mechanics and ergonomics (XI.10.)

Psychomotor Domain (Skills)

· Explain general office policies. (IV.4.)

· Instruct patients according to their needs to promote health maintenance and disease prevention. (IV.5.)

· Prepare a patient for procedures and/or treatments. (IV.6.)

· Compose professional/business letters (IV.10.)

· Develop and maintain a current list of community resources related to patient's healthcare needs. (IV.12.)

· Advocate on behalf of patients. (IV.13.)

· Manage appointment schedule, using established priorities. (V.1.)

· Schedule patient admissions and/or procedures. (V.2.)

· Organize a patient’s medical record. (V.3.)

· File medical records. (V.4.)

· Maintain organization by filing. (V.8.)

· Perform routine maintenance of office equipment with documentation. (V.9.)

· Perform an office inventory. (V.10.)

· Apply HIPAA rules in regard to privacy/release of information. (IX.3.)

· Apply local, state, and federal health care legislation and regulation appropriate to the medical assisting practice setting. (IX.8.)

· Report illegal and/or unsafe activities and behaviors that affect health, safety, and welfare of others to proper authorities. (X.1.)

· Use proper body mechanics. (XI.11.)

· Maintain a current list of community resources for emergency preparedness. (XI.12.)

Affective Domain (Behavior)

· Consider staff needs and limitations in establishment of a filing system. (V.1.)

· Implement time management principles to maintain effective office function. (V.2.)

· Recognize the effects of stress on all persons involved in emergency situations. (XI.1.)

· Demonstrate self-awareness in responding to emergency situations. (XI.2.)


	V.
	Assessments:

	
	To be determined by individual instructors and can include tests, quizzes, homework, projects, etc.


	VI.
	Evaluation and Grading Procedures

	
	To be determined by individual instructors.


	VII.
	Attendance Policy (including make-up provisions):

	
	To be determined by individual instructors.


	VIII.
	Disability Statement:

	
	If, because of a documented disability, you require assistance or reasonable accommodations to complete assigned course work (such as modifications in testing, special equipment, etc.), you must register with Disability Support Services and notify your instructor within the first two weeks of the semester.  Disability Support is located in the ACCESS Center (U118, 
423-478-6217 or 423-472-7141).


	IX.
	Withdrawal Information:

	
	The last day to withdraw is published in the college catalog.  Students should review their syllabus for the last day to withdraw for courses that do not meet the full semester.


	X.
	Academic Integrity:

	
	Cleveland State students are required, as a condition of good standing and continued enrollment, to conduct themselves properly in class.  Such proper behavior includes academic honesty, civility, and respect for others and private property.  Please refer to the Student Handbook portion of the catalog for further information.


	XI.
	Computer Skills:

	
	Content and/or assignments for this course may require the use of computers, media equipment, or access to the Internet.  If you believe you might lack the technical skills necessary to succeed in the class, advise the instructor immediately.  In consultation with the instructor you may consider exploring one of the following options:  the eLearning lab, library resources, the Reading and Writing Center, or taking a computer class for credit.
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