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REQU RED TEXTS

EVALUATI O\

GENERAL:

SUPPLI ES:

MEDI CAL OFFI CE PROCEDURES

The Medical Ofice Assistant — Admnistrative
and dinical. Kinn and Bradley, W B. Saunders
Conpany.

Wr kbook to acconpany above text.

Encycl opedia and D ctionary of Medicine and
Nursing, MIler/Keane, W B. Saunders Conpany.

The Medi cal Wrd Book, Sloane, W B. Saunders
Conpany.

Ref erence Manual for Secretaries and Typi sts.
Sabin, MGawHTIT.

A good dictionary.

Each objective will be evaluated and given a grade
of A B, C Inconplete or Repeat. Each objective
will be tested. A student may attenpt a test two
tinmes; if the student does not pass after the
second attenpt, the objective nust be repeated
?efO{e the test is attenpted for the third and

inal time.

Al students nust attend cl asses, field trips and
tours. Failure to attend all classes and tours
could result in the student |osing the privilege
of attending the nake-up peri od.

Typi ng paper, carbon paper, correction devices,
paper clips, filing folders, pens, ruler, pencils,
three-ring binder tor procedure nmanual, subject
dividers with tabs.



M Q. P. | NTRCDUCTI ON

OBJECTI VE: You Wi | I understand and di scuss job possibilities,
skills required and personal assets necessary for
a nedi cal secretary.

LEARNI NG EXPERI ENCE;
Read Chapter 1 in your text. Medical Ofice Assistar.

D scuss and participate in the |lecture given by

I nstructor and conpl ete the various exercises given
by the instructor to anal yze your personality and
make- up,

EVALUATI ON; Per sonal eval uati on.

No test —this is an introductory objective.

ESTI MATED TI ME
TO ACHI EVE; 2 periods of fifty mnutes each




M O P.

OBJECTI 7E:

LEARNI NG EXPER ENCE:

EVALUATI O\

ESTI MATED TI ME
TO ACH EVE

OBJECTI VE 1

You will be able to:

(a) distinguish between ethics and etiquette

‘b) give a brief history of nmedical ethics

c) explain points of nmedical ethics with
patients

You wi || be able to type:

(a) wunarranged manuscript in justified style

(b) and conpose letters withdrawing fromthe
care of a patient by physician, confirmng
patient discharge, informng patient of
m ssed appoi nt nent

(c) an article fromtranscription nmachi ne

Read Chapters 4 and 5 in your text. The Medi cal
G fice Assistant.

Conpl ete the Production Exercises for this
bj ecti ve.

Al production (typing) nmust be 100" accurate
in form set-up and proofreadi ng.

You are allowed 3 undetectable corrections per
page of type.

Test upon conpl etion of bjective.

"157periods at fifty mnutes each A~t.7y f



M Q. P.

OBJECTI VE:

LEARNI NG EXPERI ENCE:

EVALUATI ON:

ESTI MATED Tl ME
TO ACH EVE:

OBJECTI VE 2

louwl!ll be able to:

(a) know the reasons for keeping patient
records

(b) make necessary additions or corrections
to the patient record

(c) keep records orderly, in correct form
and current

You will be able to:

(a) transcribe nedical histories from machine

(b) transfer information onto various t3rpes
of forns

Read Chapter 13 in your text, The Medi cal
O fice Assistant.

Conpl ete theory assignnent in workbook for
this chapter

Conpl ete the Production Exercises for this
(bj ect i ve.

Al production nust be 100" accurate in form
set-up and proof readi ng.

You are allowed 3 undetectabl e corrections per
page of typing.

Test upon conpl etion of (ojective.

12 periods at fifty mnutes each



MO P.

OBJECTI VE;

LEARNI NG EXPER ENCE

EVALUATI O\

ESTI MATED TI ME
TO ACH EVE

OBJECTI VE 3

louwi |l be able to:

(a) schedul e appointnents so as to have a
snmoot hly running office

(b) understand and deci de upon an appropriate
appoi nt mrent book based on type of office

(c) handl e cancelled appoi ntnents, non-pati ent
visitors wth or wthout appointnents

(d) handl e other appointnments for the doctor,

You wi |l be able to type:

(a) and conpose letters cancelling appoi nt nent
for the physician

lou will:
(a) indicate that you know how to handl e

various human relation/office rel ated
pr obl ens

Read Chapter 7 in your text, The Medical Cfice
Assi st ant .

Conpl ete the theory exercise fromyour workbook,

Conpl ete the Production Exercises for this
bj ect i ve.

Al production nust be 100" accurate in form
and set-up and proofreadi ng.

You are allowed 3 undetectable corrections
per page.

Test upon conpl etion of (ojective.

15 periods of fifty mnutes each



M Q. P.

OBJECTI VE;

LEARNI NG EXPERI ENCE:

EVALUATI ON:

ESTI MATED TI ME
TO ACH EVE:

GBJECTI VE k

You vd.ll understand and be abl e to:

(a) plan a day's activities in a one-girl offi
b) plan and prepare an office procedure nianua
c) use the postal code. book

You wi || denonstrate ability to:

(a) type nail abl e nedical correspondence from
rough handwitten notes, shorthand or/
and nmachi ne transcription
(b) conpose a variety of business letters
and type them properly
(c) type in good forma manuscript conplete
w th footnotes, bibliography and cover pag

You wi || :
(a) indicate your ability to understand

probl ens by handling office situations and
denonstrating good secretarial judgnent

Read Chapters 6 and 11 in your test. The Medica
G fice Assistant.

Conpl ete the theory review sheets for this
bj ect i ve.

Conpl ete the Production Exercises for this
bj ect i ve.

Al'l production nust be 100" accurate in form
set-up and proofreadi ng.

You are allowed 3 undetectable corrections per
page.

Test upon conpletion of this (bjective.

20 periods at fifty mnutes each


vd.ll

M QO P.

OBJECTI VE:

LEARNI NG EXPER ENCE

EVALUATI ON:

ESTI MATED TI ME
TO ACHI EVE;

OBJECTI VE 5

Y?u wi || denonstrate know edge and under st andi n
of :

(a) Ontario Health Insurance Pl an

(b) Ontario Medical Association Schedul e of
Fees

(c) professional billing practices

(d) CHP coverage terns and definitions
(e) basic health services under CHP
(f) ternms Qopt-in and pt-out with CHP
You will be able to:

(a) conplete accurately CHP clains

(b) wuse the Schedul e of Fees booklet correctly
(c) transcribe nedical histories from nachine
(d) transcribe nedical correspondence

Read the section in the Appendi x in your text,
The Medical Ofice Assistant, on Canadi an | n-
surance and Law.

Attend all class lectures on this Qpjective.
Read all hand-outs given you on this Qbjective.
Attend all tours/field-trips for this Cbjective

Conpl ete the Production and Theory Exercises
for this (bjective.

Al production nust be 100" accurate in form
set-up and proof-readi ng.

You are allowed 3 undetectable corrections per
page of type.

Al'l conposition will be graded for grammar and
punctuation as well as typing form

Test upon conpl etion of (bjective.

25 periods at fifty mnutes each



