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MEDI CAL OFFI CE PROCEDURES

TEXT: The Medical Ofice Assistant, Frederick and Ki nn; workbook for text.
Pr of essi ons Accounting, A Business S mulation (Dentist/Physician); South-
west ern Publ i shing Conpany.
Medi cal Transcribi ng, Techni ques and Procedures, Diehl and Fordney; W B.
Saunder s Conpany.

EVALUATI ON FOR EACH CGBJECTIVE: Al l production must be 100%accurate in formand
set-up; you will be allowed three undetectable corrections per page of type.
Each objective will be graded A, B, C Inconplete or Repeat; each objective
will be tested upon conpletion and grading by instructor.

SUPPLI ES: bond typi ng paper, eraser, correction fluid and thinner, pencils and pens,
carbon paper, yellowfile copy paper, filing folders, l|abels and ten page
protectors.

GBJECTI VE ONE

You wi Il denonstrate know edge and under st andi ng of :

Otario Health Insurance Plan (CH P)

Ontari o Medi cal Associ ation Schedul e of Fees bookl et
prof essional billing practices

Wrkmen' s Conpensation Board (WB)

PowbdbkE

You will be able to:

conplete CH P clai mcards; pay-subscriber/ pay-physician
conplete WCB forns and clai mcards

interpret the QVA Schedul e of Fees bookl et

transcri be medi cal correspondence

PwonE

Estimated tine to achi eve objective: 20 periods/50 mnutes each

GBJECTI VE TWD

You will be able to:

1. recognize words that sound alike but have different meani ngs and different
spel lings (nedical words)

2. define the difference between the terns "antonym hononym and eponjni"

3. find eponyns in the nmedical dictionary

Estinmated tinme to achieve objective: 4 periods/50 mnutes each



MEDI CAL OFFI CE PROCEDURES
COURSE QUTLI NE
PAGE TWO

GBJECTI VE 11

You will be able to:

1. assist in the preparation and proper filing of abstracts
2. aid in the preparation of manuscripts for publication
3. correctly type nanuscripts for publication or delivery as a speech

or lecture

4. correctly type manuscripts using sone of the nore common proofreader's
synbol s

5. properly prepare the bibliography for such manuscripts

6. conpose covering letters and bi ographi cal sketches for manuscripts for
publication

Estimated tine to achieve: 10 periods/50 m nutes each

GBJECTI VE |V

You will be able to:

1. understand the necessity of typing accurate notes on patient progress

2. understand the proper procedure for transcribing patient nedical chart
not es

3. denonstrate an ability to correct any erroneous entry nade into the chart

4. show a know edge of the basic information to be found in patient notes

Estinmated time to achieve: 4 periods/50 ninutes each
CBJECTI VE V

You will be able to:

1. recogni ze the various nechanical styles used to prepare a typewitten
history and physical as it relates to hospital medical transcription

2. understand why certain information is obtained fromthe patient and
r ecor ded

3. knowthat there are many different ways of gathering and dictating
vital nedical data

4. prepare a formal history and physical using a variety of acceptable styles

Estimated time to achieve: 6 periods/50 mnutes each



MEDI CAL OFFI CE PROCEDURES
COURSE QUTLI NE
PAGE THREE

GBJECTI VE VI

You wi Il be able to:

1. aid the physician in private practice in the selection of appropriate
forms for patient records

2. secure fromthe patient and prepare vital statistics/data on the office
record form

3. keep the patient's record up-to-date and in an organi zed form so that
information is readily avail abl e
4. transcribe to the patient's record the physician's notes/recorded infornatio

Estimated tine to achieve: 4 periods/50 mnutes each

GBJECTI VE VI |

You will be able to:

1. prepare a discharge sunmary, operative report, pathol ogy, radiology, con-
sul tation, autopsy report; medical nenorandum and mnedi col egal fornireport
2. identify what infornation appears in a nedicol egal report

Estimated tine to achieve: 4 periods/50 m nutes

CBIECTI VE VI | |

You will be able to:

1. aid your enployer in the selection of equipnent for filing, suitable for
the type of office being equi pped

2. organize the office files and filing system

3. establish a systemand place for past records of long termpatients (as
relates to hospital nedical records and physician in private practice office

Estimated time to achieve: 4 periods/50 mnutes each



MEDI CAL OFFI CE PROCEDURES
CCOURSE QUTLI NE
PACE FOUR

CBJECTI VE | X

You will be able to:

1. understand the operation of different types of transcription/dictation
equi pnrent and accessori es

2.  know transcribi ng equi pnent terns

3.  know how copying machines are utilized in the transcription process

Estimated time to achieve: 2 periods/50 m nutes each

GBJECTI VE X

You will be able to:

1. apply the "cardinal rules" to any systemof bookkeepi ng

2. handle petty cash so that its use does not becone abuse

3. conplete a business simulation of professional accounting for a
dentist and a physician in private practice

Estinated tinme to achieve: 5 periods/50 mnutes each

GBIECTI VE X

You will be able to:

1. conpose a good business letter for your enployer's signature; letters for
your own signature under a variety of circunstances

2. nake travel arrangenents, including hotel accoirnodations, transportation
and itineraries

3. keep a calendar of events, meetings and such that the physician will be
attending or that he should be rem nded of

Estinated tine to achieve: 10 periods/50 mnutes each



MEDI CAL OFFI CE PROCEDURES
COURSE QUTLI NE

PACE FI VE

GBIECTI VE X |

You will be able to:

arowdE

© N>

define a nedical report/record

expl ain the purposes of a medical record

under stand who owns nedi cal records

define non-privileged and privil eged information

understand the guidelines for release of information fromboth the
private nedical office and the hospita

understand about the subpoena of patient records

define legal termnol ogy pertinent to nedical records

under st and what nedi col egal references are available to the transcriber

Estimated tinme to achieve: 6 periods/50 ninutes each



