Post-Secondary CTAG Submission Template
Full details on submission criteria for each CTAG can be found here.
	CTMMS001 Medical Office Procedures
	Medical Management and Support

	Institution Course #
	

	Institution Course Title
	

	Campuses (Main, Regional)
	

	Beginning Term (when is (was) it offered for the first time?)
	

	Credit Hours (including the entire course, lecture/lab)

	

	Co-/Pre-requisite 

	

	Catalog Description

	

	Textbook/Lab Manual

	ISBN:
Title:
Publisher:
Author:
Edition:
Copyright Year:
Additional Notes:

	Outside Readings/Ancillary Materials/ Instructional Resources

	Note: If you are using open source materials, please provide a complete list and web URL for all open source materials being used/considered for the course.

	Instructional Goals or Objectives

	

	Description of Assessment and/or Evaluation of Student Learning

	(Graded Assignments Including Points and Grading Scale)

	Note - A working copy of a course syllabus is required, and a course schedule is recommended.  Sample assignments may be attached as well.

		
	
	

	
	
	



	[bookmark: _GoBack]Your Students’ Learning Experiences and Evidence to Meet Each Learning Outcome
	Time on Each Outcome

	
Learning Outcomes: 
	Please provide in details the learning and assessment activities and exercises that students undergo in order to meet all of the learning outcomes.  
	Estimate the time spent on each learning outcome.  Please use percentages and make sure that the total percentage comes to be 100%.

	* Demonstrate the communication skills and professionalism needed to effectively perform front desk and telephone duties in a medical office. 
	
	

	* Develop effective verbal and written communication techniques appropriate for diverse environments. 
	
	

	* Apply active listening skills, and analyze communications to provide appropriate responses/feedback. 
	
	

	* Demonstrate empathy in communicating with patients and their families, and use language/verbal skills that enable patients’ understanding. 
	
	

	* Demonstrate respect for diversity in approaching patients and families. 
	
	

	* Describe appointment management systems.
	
	

	* Demonstrate the use of an electronic appointment management system using established office policies and protocols. 
	
	

	* Describe, identify, and explain the foundations of the U.S. law as it relates to business practices within a medical facility. 
	
	

	* Demonstrate understanding of HIPAA rules in regard to confidentiality, privacy, and release of patient information. 
	
	

	* Perform basic accounts receivable procedures to demonstrate familiarity with billing methods, insurance claims processing, preparing bank deposits, and account reconciliation. 
	
	

	* Examine the impact that personal ethics and morals may have within a medical facility
	
	

	* Illustrate the importance of the separation of personal beliefs systems and professional ethics in the performance of duties in a medical facility. 
	
	



