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MEDI CAL OFFI CE PROCEDURES
SPR 231-6
COURSE QUTLI NE

TEXTS; Medical Secretary-Receptionist Sinulation Project, Student
Manual and Fornms Workbook by M E. Frye et al.

Medi cal Typing Drills by M Thonson.

Taber's Cycl opedic Medical Dictionary by F. A Davis.

The Medi cal Wrd Book by S. B. Sl oane.

Ref erence Manual for Secretaries & Typists by Sabin.

A good desk dictionary.
SUPPLI ES;

white bond typing paper (no erasable paper)
car bon paper
yellow file copy
one package onion skin paper
correction devices (eraser, liquid paper and thinner, tape)
letter size filing folders
filing |abels
MARKI NG SCHEME;

85 - 100 = A -

70-84 =B

60-69 =C

Bel ow 60 = Inconplete

Daily work (production and/or theory exercises) for each Qbjective = /20

Test (production and/or theory) for each Objective = [25

Simulation Project = /45

Heal th Care Concepts topic for class presentation = /1O

Marks will be penalized for late assignments. All field trips nust be
attended. Each Objective will be tested. A student wll have an
opportunity to take at least two tests on each Objective. If a student

i's unsuccessful on her second attenpt at a test, the conplete Objective
(production and/or theory exercises) mnust repeated before attenpting the
third and final test.

LENGTH OF COURSE; 14 weeks at 6 periods per week = 84 fifty mnute
peri ods
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GENERAL/ TERM NAL OBJECTI VES;

Upon conpl etion of the Medical Ofice Procedures course, SPR 231, the
student wi Il have:

(a) reviewed and practiced punctuation and capitalization rules as
they relate to medical vocabul ary

(b) learned how to transcribe numbers, figures and abbreviations as
they relate to nedical vocabul ary

(c) reviewed and typed medical correspondence from handwitten and
rough draft copy as well as from machine transcription

(d) an understanding of Ontario's health care systens including OH P
Wor kmen' s Conpensation Board and Ontario Blue Cross

(e) completed and processed OHI P and WCB fornms and cl aim cards

(f) an understandi ng of appointment scheduling by conpleting an
Appoi nt ment Schedul ing Project

(g0 given a class presentation on an assigned topic relating to overal
health care field in Ontario

(h) conpl eted a Secretary/ Receptionist Simulation Project incorporating

procedures and applications that are typical of those that are
followed in many nmedi cal offices.

ESTI MATED BREAKDOWN OF OBJECTIVES I N TERMS OF WEEKS AND DATES;

VEEK 1| ; I ntroduction to Course, Orientation

September 2 to 5

WEEK 11 ; Obj ective | — Punctuation/Capitalization Review

5 periods for production/applications
1 period for testing

Septenber 8 to 12

WEEK |11 AND 1V; Obj ective Il —Figures, Numbers, Abbreviations

10 periods for production/applications
2 periods for testing

Septenmber 15 to 26
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WEEKS V, VI AND VII: (Objective IlIl —Medical Correspondence

15 periods for production
3 periods for testing

Septenber 29 to Cctober 17

VWEEKS VII1 AND I X: (Qbjective IV —OH P, WCB, Blue Cross

10 periods production/lectures/guest speakers
2 periods testing

Cctober 20 to 31

WEEK X: (bj ective V — Schedul i ng Appoi ntnments Project
4 periods
Novenber 3 to 7

VWEEKS XI TO XV: hj ective VI — Receptionist/Secretary Sinulation Projec
approximately 36 periods including ten periods for orientation

Novenber 10 to Decenber 19
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STUDENT RECORD OF PRCDUCTI ON

OBJECTI VE DATE COVPLETED DATE RETURNED EVALUATI ON

TEST

TEST

TEST

TEST

\
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SPECI FI C OBJECTI VES:

OBJECTI VE | — PUNCTUATI OV CAPI TALI ZATI ON REVI EW

- denonstrate an ability to use proper punctuation marks
accurately, using unpunctuated nedi cal copy

- understand the special uses of capital letters in the
preparation of nedical reports and correspondence

- know the reference nmaterials available to the transcriptionist
so that unfam liar nedical and business ternms can be checked

OGBJECTIVE Il —FI GURES, NUMBERS, ABBREVI ATI ONS

- recogni ze when a nunber should be typed as a figure, typed in
spel l ed-out form or typed as a roman nurmer al

- know when and how to use nedi cal and busi ness synbols and
abbrevi ati ons

- denonstrate ability to prepare accurately typed material containinc
nunbers, synbols, and abbreviations comonly found in nedical

witing

OBJECTIVE |11 — MEDI CAL CORRESPONDENCE

- denonstrate the ability to paragraph properly

- know how to type titles, degrees properly

- denonstrate the ability to type nedical correspondence incor-
porating the rules learned in Ghjectives | and Il fromhandwitten
and rough draft copy and from machi ne transcription

- denonstrate the ability to conpose and wite a professiona
letter

- properly address an envel ope using the preferred postal fornmat

OGBJECTIVE IV, OH P, WCB, BLUE CROSS

- denonstrate know edge and understanding of Ontario Health
| nsurance Plan (CH P)

- denonstrate know edge and understanding of Ontario Medica
Associ ati on Schedul e of Fees booklet and OH P Schedul e of

Fees Bookl et
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OBJECTIVE IV: OHIP, WCB, BLUE CROSS (CONTI NUED)

understand professional billing practices

- understand the role and function of the Wrknen's Conpensation
Boar d

- be able to conplete CHIP and WCB claimcards by interpreting
the OMA, OH P and WCB Schedul e of Fees Bookl et

- denonstrate know edge and understanding of Ontario Blue Cross,
its role and function

OBJECTI VE V;  SCHEDULI NG APPO NTMENTS

- denonstrate an understanding of the accuracy in scheduling
appoi nt nent s

- understand the term "doubl e booki ng"

- be able to select an appropriate appoi ntnent book based upon
the type of office

- denonstrate an understanding of types of patients who will need
nore or less of the physician's tine and make their appointnents
accordingly

- know how to control failed appointnments

- conplete a Scheduling Appoi ntment Project

OBJECTI VE VI ; RECEPTI ONI ST/ SECRETARY SI MULATI ON PRQJECT

- conpleting a variety of realistic office procedures/applications
- set-up a filing system

- deci sion-nmaking skills denonstrated as well as priortizing
skills denonstrated



