
	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Medical Office Management

	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 1
	Succeeding in the Medical Office Environment
Students will research careers in the medical office field and examine factors that impact workplace safety and health within the medical office profession.

	Outcome
	1.1	Employability Skills: Develop career awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in diverse business settings.

	Competencies
	1.1.2	Identify the scope of career opportunities and the requirements for education, training, certification, licensure and experience.
1.1.6	Explain the importance of work ethic, accountability, and responsibility and demonstrate associated behaviors in fulfilling personal, community and workplace roles.

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	[bookmark: AH_CS2]Competencies
	1.2.12	Use technical writing skills to complete forms and create reports.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.2	Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.3	Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity, compassion, justice).

	Outcome
	3.1	Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow positive internal and external customer, or client, relationships.

	Competencies
	3.1.5	Maintain confidentiality or privacy of internal and external customers.

	Instructional Strategies
Divide the class into small groups, and assign a particular career in the medical office field to each group. Students should research the typical job duties, salary potential, and education and training requirements for the assigned career. Each group should prepare a presentation to share with the class.

Then, students should design a waiting and reception area for patients that incorporates a safe and healthy environment and abides by privacy regulations.  
	Instructional Resources
Career Explorer
http://www.careerexplorer.net/
At the Career Explorer website, students can take a career aptitude test, read about careers that interest them and watch videos of the careers in action.

CareerOneStop
http://www.careeronestop.org/ 
Sponsored by the U.S. Department of Labor, this extensive website provides tools and resources that enable users to explore career options and trends, conduct self-assessments, watch career-related videos and much more.

Medical Office Manager: Careers and Job Information
http://www.floridatechonline.com/resources/healthcare-management/medical-office-manager-careers-and-job-information/#.VDAKhRaaU3U
This article examines the job outlook, duties, environment, salary potential, education and training for medical office managers.

My Next Move
http://www.mynextmove.org/
At My Next Move, students can learn more about their career options. The site details the tasks, skills and salary information for hundreds of different careers. Sponsored by the U.S. Department of Labor.

Ohio Means Jobs
https://jobseeker.ohiomeansjobs.monster.com/Seeker.aspx
Students can use the Ohio Means Jobs system to explore career opportunities, labor market projections and educational options.









	
Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Medical Office Management

	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 2
	Using Self-Leadership to Succeed
Students will identify the business concerns associated with social media and evaluate the effect of social media on the healthcare industry. They will also use personal information management and productivity tools. 

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.9	Identify advantages and disadvantages involving digital and/or electronic communications (e.g., common content for large audience, control of tone, speed, cost, lack of non-verbal cues, potential for forwarding information, longevity).

	Outcome
	1.4	Knowledge Management and Information Technology: Demonstrate current and emerging strategies and technologies used to collect, analyze, record and share information in business operations.

	Competencies
	1.4.7	Use personal information management and productivity applications to optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8	Use electronic media to communicate and follow network etiquette guidelines.

	Outcome
	3.4	Social Media Communications: Apply tools, strategies and processes to plan, create, implement, monitor and evaluate social media communications to support corporate brand and strategy.

	Competencies
	3.4.2	Compare and contrast the use of social media for personal and business purposes.

	Instructional Strategies
Each student should establish a professional email address. Students should use proper email etiquette to send a copy of the upcoming month’s calendar of activities to the instructor. Students should update the calendar throughout the course.

Students should also find and read a healthcare/medical company’s social media policy, highlight policy regulations and restrictions, identify reasons for the regulations (e.g., privacy concerns) and share their findings with the class. Then, students should discuss how medical companies and individual patients could be damaged by the social media postings of employees.   
	Instructional Resources
Business Email Writing Guide
http://writing.colostate.edu/guides/guide.cfm?guideid=74
This comprehensive guide explains business netiquette, legal issues related to business emails and how to format a business email.






Social Media and Employment Law
http://www.americanbar.org/content/dam/aba/events/labor_law/2013/04/aba_national_symposiumontechnologyinlaboremploymentlaw/10_socialmedia.authcheckdam.pdf
Although this report was developed for attorneys who advise U.S. employers on social media usage, it contains a good deal of information that is useful in teaching students about the impact of employees’ social media usage on employers, as well as the use of social media for business-related purposes.






	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Medical Office Management

	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 3
	Working with Technology and Data
Students will use office technology to organize and manage information.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.8	Verify compliance with computer and intellectual property laws and regulations.

	Outcome
	1.4	Knowledge Management and Information Technology: Demonstrate current and emerging strategies and technologies used to collect, analyze, record and share information in business operations.

	Competencies
	1.4.1	Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public address systems).
1.4.2	Select and use software applications to locate, record, analyze and present information (e.g., word processing, e-mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3	Verify compliance with security rules, regulations and codes (e.g., property, privacy, access, accuracy issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4	Use system hardware to support software applications.
1.4.5	Use information technology tools to maintain, secure and monitor business records.
1.4.6	Use an electronic database to access and create business and technical information.

	Instructional Strategies
Give students an office scenario with specific directions to create an electronic database compliant with professional, ethical and legal behaviors of the medical office and security regulations and codes.
	Instructional Resources
Database Tutorial
http://www.quackit.com/database/tutorial/
This comprehensive tutorial explains how to create databases and database tables, how to add data to a database, how to query a database and much more.




Technology Tutorials on the Web
http://www.internet4classrooms.com/on-line2.htm
The website Internet4Classrooms has culled the web and identified an abundance of technology tutorials. Includes tutorials for word processing, spreadsheet, database, presentation, multimedia, web design and graphic software.






	Career Field
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	Course Name
	Medical Office Management

	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 4
	Medical Foundations
Students will examine compliance processes used in the healthcare industry, identify medical coding and billing technology and determine common coding and billing errors.

	Outcome
	4.3	Compliance: Develop compliance systems, processes and procedures used to manage compliance risk across an organization.  

	Competencies
	4.3.3	Explain the elements of a compliance program and how requirements and expectations differ across industry sectors (e.g., financial services, healthcare, consumer products, restaurants and food and beverages, etc.).
4.3.5	Develop the elements of a basic compliance program to promote consistent behaviors (e.g., policies, procedures, training).

	Outcome
	7.8	Operations Risk Management: Identify and execute strategies to reduce the risk of loss from operational failures to acceptable levels.

	Competencies
	7.8.1	Compare the costs of routine operational failures (e.g., execution errors, accidents, processing failures) with non-routine operational failures (e.g., fraud, conscious violation of professional ethics, acts of nature).

	Outcome
	8.7	Medical Coding and Billing: Code and bill medical procedures in accordance with applicable requirements and guidelines.  

	Competencies
	8.7.1	Explain the need for standardized patient terminology in insurance coding and processing. 
8.7.2	Identify coding conventions used to obtain standardization. 
8.7.3	Explain the health-care insurance system and factors impacting processing and payment of insurance claims (e.g., eligibility, insurance networks, primary and secondary providers).
8.7.4	Identify the appropriate section of authorized resources (e.g., ICD-10-CM alphabetical index and tabular list) to locate and assign a code at the highest level of detail required for the code to be valid. 




	Instructional Strategies
Students should explain the relationship among billing regulations, compliance and risk management. Then, students should discuss the health care insurance system and claims processing and payment.  Finally, provide students with completed medical forms containing coding and terminology errors. Students should review the completed forms and identify the errors that were made.
	Instructional Resources
Common Medical Billing Errors and How to Avoid Them
http://www.mb-guide.org/medical-billing-errors.html
This article examines five of the most common medical billing errors, which include invalid diagnosis or procedure codes, no code linkage, claims sent to the wrong insurance company, transposition of digits and incorrect patient ID numbers.

Extracting Data from a Patient’s Insurance ID Card Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/extracting-data-from-a-patients-insurance-id-card/5GrDr6
This lesson plan focuses on the medical office personnel’s responsibilities as they relate to a patient’s insurance. Includes a video and handout.

Learn Basic Medical Terminology—What You Need to Know to Succeed
http://www.mb-guide.org/learn-basic-medical-terminology.html
This article explains the many root words, prefixes and suffixes common in medical terminology. Also addresses anatomical positions, planes and membranes.

Understanding Health Insurance Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/understanding-health-insurance/uD28cm
This lesson plan exposes students to various insurance forms used in the healthcare industry. Includes sample forms and directions for the instructor.
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	Unit 5
	Coding Fundamentals
Students will code and bill specific medical procedures.  

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals.

	Competencies
	6.2.1	Apply information literacy skills to assess information needs, identify and evaluate information quality (e.g., sufficiency, trustworthiness or reliability), and apply information to accomplish a task.

	Outcome
	8.7	Medical Coding and Billing: Code and bill medical procedures in accordance with applicable requirements and guidelines.  

	Competencies
	8.7.5	Identify condition modifiers that impact code selection (e.g., acute or chronic condition, late effects, secondary manifestations or complications, threatened condition, laterality, syndromes).
8.7.6	Identify diagnoses and conditions that have specific coding guidelines in addition to general guidelines (e.g., Human Immunodeficiency Virus [HIV], antibiotic resistant infections, sepsis, neoplasms, blood diseases), and evaluate factors influencing the reporting and collection of data on these diagnoses or conditions.
8.7.11	Distinguish between principal diagnosis and additional diagnoses.

	Instructional Strategies
Provide the class with several patient scenarios. Students should code and bill medical procedures in accordance with requirements and guidelines. They should also identify different condition modifiers that impact code selection in the scenarios for conditions and diagnoses. 
	Instructional Resources
Classification of Diseases, Functioning and Disability
http://www.cdc.gov/nchs/icd.htm
The Centers for Disease Control and Prevention offer information on the International Classification of Diseases (ICD), the International Classification of Diseases Clinical Modification and the International Classification of Functioning, Disability and Health (ICF).

ICD-10
http://www.cms.gov/Medicare/Coding/ICD10/index.html
The Centers for Medicare and Medicaid Services website contains a wealth of resources pertaining to the transition to ICD-10.

ICD10Data.com
http://www.icd10data.com/
ICD10Data.com is the Web’s free ICD-10-CM and ICD-10-PCS Medical Coding Reference.

Using ICD Codes for Medical Billing Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/using-icd-9-codes-for-medical-billing/C0ztfk
Provided by the Butte County (California) Office of Education’s Center for the Advancement of Digital Resources in Education, this lesson plan requires students to read medical procedures and use the ICD and CPT code books to identify the proper medical billing codes.
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	Unit 6
	Medical Coding
Students will research, code and bill specific diseases and services. 

	Outcome
	7.4	Quality Management: Design, implement, and manage quality-control processes to minimize errors, expedite workflow, and achieve performance objectives at a reasonable cost, using continuous improvement techniques (e.g., lean, Six Sigma or DMAIC [Define, Measure, Analyze, Improve, Control]).

	Competencies
	7.4.3	Evaluate the impact of quality on internal and external brand experience, reputation, financial performance (e.g., healthcare reimbursement), procurement and sourcing options, and process design.

	Outcome
	8.7	Medical Coding and Billing: Code and bill medical procedures in accordance with applicable requirements and guidelines.  

	Competencies
	8.7.7	Code diseases for human anatomical systems (e.g., endocrine, nervous, circulatory, respiratory, digestive, musculoskeletal).
8.7.8	Code obstetric and perinatal conditions and progressions.
8.7.9	Code external causes of injury, poisoning, and morbidity.
8.7.10	Code outpatient services.

	Instructional Strategies
Assign a different disease, medical condition or injury to each student. Students should research their assigned topic and correctly code and bill the medical procedure.
	Instructional Resources
Classification of Diseases, Functioning and Disability
http://www.cdc.gov/nchs/icd.htm
The Centers for Disease Control and Prevention offer information on the International Classification of Diseases (ICD), the International Classification of Diseases Clinical Modification and the International Classification of Functioning, Disability and Health (ICF).

ICD-10
http://www.cms.gov/Medicare/Coding/ICD10/index.html
The Centers for Medicare and Medicaid Services website contains a wealth of resources pertaining to the transition to ICD-10.

ICD10Data.com
http://www.icd10data.com/
ICD10Data.com is the Web’s free ICD-10-CM and ICD-10-PCS Medical Coding Reference.
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	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 7
	Patient Servicing
Students will screen and prepare patients for evaluation and/or treatment, use scheduling and registration systems and develop processes and procedures to expedite workflow in a medical office.

	Outcome
	1.2	Leadership and Communications: Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to promote collaboration.

	Competencies
	1.2.3	Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
1.2.5	Communicate information (e.g., directions, ideas, vision, workplace expectations) for an intended audience and purpose.

	Outcome
	3.1	Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow positive internal and external customer, or client, relationships.

	Competencies
	3.1.6	Reinforce company’s image and culture to exhibit the business’s brand promise.
3.1.10	Confer with patients about their rights and responsibilities as stated in the Patient Bill of Rights, the legal ownership of medical records, advanced directives and informed consent.

	Outcome
	7.4	Quality Management: Design, implement, and manage quality-control processes to minimize errors, expedite workflow, and achieve performance objectives at a reasonable cost, using continuous improvement techniques (e.g., lean, Six Sigma or DMAIC [Define, Measure, Analyze, Improve, Control]).

	Competencies
	7.4.3	Evaluate the impact of quality on internal and external brand experience, reputation, financial performance (e.g., healthcare reimbursement), procurement and sourcing options, and process design.

	Outcome
	8.6	Medical Operations: Develop foundational skills and knowledge to execute the operational processes in medical offices.

	Competencies
	8.6.1	Register, screen, and direct patients and non-patient visitors. 
8.6.2	Adapt patient handling approach to address cultural needs of different patient groups (e.g., elderly, non-native English speaking). 
8.6.3	Prepare data for a referring physician. 
8.6.4	Recognize and respond to medical emergencies based on protocols, standard triage procedures, and first aid and cardiopulmonary resuscitation (CPR) practices.
8.6.5	Conduct telephone triage procedures to obtain information required to identify urgency of needs and properly direct phone calls.

8.6.10	Manage a scheduling and registration system (e.g., monitor patient flow, verify insurance coverage, confirm appointments, process referrals). 

	Instructional Strategies
Divide the class into groups of two or three students each. Members of each group should assume the roles of patient(s) and medical receptionist(s) and role-play the process of check-in through check-out.  Students should use registration and scheduling systems during their role-plays.

Next, provide the class with multiple patient scenarios. Students should work individually or in small groups to determine which patients should be treated first, second, third, etc. based on the urgency of the patients’ needs.

Finally, students should work in groups to design processes and procedures that expedite workflow in a medical office. Each group should use flow chart components to illustrate its design.

	Instructional Resources
Appointment Scheduling in the Medical Office Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/appointment-scheduling-in-the-medical-office/6v249q
Provided by the Butte County (California) Office of Education’s Center for the Advancement of Digital Resources in Education, this lesson plan was developed as a basic first assignment for scheduling appointments.

Scheduling Appointments Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/scheduling-appointments/0s27ur
This lesson plan requires students to schedule several types of appointments, identify factors to consider when setting up an appointment matrix, differentiate between information needed for new and established patients, identify medical conditions requiring more time and describe methods for changing and cancelling appointments.

Screening Calls Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/screening-calls/ETpDja
This lesson plan teaches students how to screen calls while showing care and empathy for patients.

Telephone Techniques in a Medical Office Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/telephone-techniques-in-a-medical-office/fYVAXf
This lesson plan introduces students to the proper use of the telephone in a medical office, including terminology, confidentiality and processing.
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	Unit 8
	Billing and Collections
Students will examine billing, collection and reimbursement practices used by medical offices.

	Outcome
	8.6	Medical Operations: Develop foundational skills and knowledge to execute the operational processes in medical offices.

	Competencies
	8.6.6	Determine the cause of denied insurance claims, and recommend follow-up actions to resolve claims.
8.6.7	Process payments on accepted insurance claim, and post adjustments and write-offs.
8.6.8	Initiate procedures to collect remaining balances (e.g., bill patient responsibility, initiate secondary insurance claim).
8.6.9	Analyze and establish fee schedules and discounts. 

	Outcome
	8.7	Medical Coding and Billing: Code and bill medical procedures in accordance with applicable requirements and guidelines.  

	Competencies
	8.7.12	Complete required procedures and insurance forms for private insurance carriers, self-pay patients, and government-insured patients using the coding of the International Classification of Diseases (ICD10) and Current Procedural Terminology (CPT) coding systems. 

	Outcome
	9.4	Internal Controls: Establish suitable internal controls to ensure the proper recording and reporting of transactions in compliance with applicable standards.

	Competencies
	9.4.4	Develop and implement internal control procedures (e.g., cash controls, inventory controls, payroll controls, plant asset controls, data protection, personal information controls). 
9.4.5	Inspect and ensure the continued functioning of internal controls.

	Instructional Strategies
Lead the class in a discussion of the different forms used by medical offices to request insurance reimbursement. Then, students should identify common billing requirements and examine ways in which requirements differ among the different health insurance companies, policies and types. Students should also determine common causes of denied claims and how they can be resolved.


Have students develop a client fee schedule with discounts and a collections policy for balances.    Given scenarios, have students process payments and post adjustments and write-offs.  Finally, students should observe medical office cashier and/or treasurer procedures and related internal controls.  Then, students should complete multiple internal control simulations in the classroom. 
	Instructional Resources
Extracting Data from a Patient’s Insurance ID Card Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/extracting-data-from-a-patients-insurance-id-card/5GrDr6
Provided by the Butte County (California) Office of Education’s Center for the Advancement of Digital Resources in Education, this lesson plan requires students to identify and use information found on the front and back of an insurance card to complete a patient’s health record.

Internal Controls in a Medical Practice
Part I: http://rtacpa.blogs.com/reedtinsley/2011/02/internal-controls-in-a-medical-practice-part-i.html
Part II: http://rtacpa.blogs.com/reedtinsley/2011/02/internal-controls-in-a-medical-practice-part-ii.html
This two-part article explains specific internal controls that medical practices should implement should protect them from revenue loss and potential employee embezzlement.

Internal Controls—Safeguarding Your Practice Assets
http://www.birminghammedicalnews.com/news.php?viewStory=1248
This article examines internal controls necessary in a medical office, including segregation of duties, control of cash drawers and petty cash and information backup sytems.

Review and Implementation of Practice Internal Controls Slideshow
http://www.rtacpa.com/wp-content/uploads/2011/06/Internal-Controls2.pdf
This slideshow presentation examines reasons that employees embezzle or perpetrate workplace fraud, essential internal controls and weak spots within the medical practice where fraud is more likely to occur.

Understanding Health Insurance Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/understanding-health-insurance/uD28cm
In this lesson, students complete patient encounter forms, patient history forms and multiple insurance forms. 
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	Unit 9
	Medical Records Management
Students will evaluate patient medical files and identify appropriate and inappropriate content.

	Outcome
	3.1	Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow positive internal and external customer, or client, relationships.

	Competencies
	3.1.7	Describe the scope of customer-relationship management to show its contribution to business.

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals.

	Competencies
	6.2.2	Manage business records to maintain needed documentation (e.g., routing orders, tracking shipments, expense reports, healthcare data, customer data, budget data, quality data, human resources data). 
6.2.3	Monitor and audit internal records.
6.2.4	Identify critical artifacts requiring preservation, establish retention guidelines, and archive information according to retention systems and procedures and regulatory requirements.
6.2.9	Create and institute policies and procedures to protect data and intangibles.

	Outcome
	6.3	Business Applications: Apply tools, processes and procedures to manage the efficient and effective use of technology to achieve organizational goals.

	Competencies
	6.3.10	Manage data change risks (e.g., change authorization, change documentation, spreadsheet controls, test databases, offsite backups).

	Outcome
	8.7	Medical Coding and Billing: Code and bill medical procedures in accordance with applicable requirements and guidelines.  

	Competencies
	8.7.13	Identify required data elements, and manage the conversion of patient information to electronic medical records (e.g., manage data collection; process consent forms; input, review, edit documents).  




	Instructional Strategies
Provide students with medical records for new and established patients of different ages, genders and ethnicities. Students should evaluate the different records and determine similarities and differences among them. Students should also identify what should and should not be included in patient files. Finally, students should organize and manage a day’s schedule of patient files.

Students should select the appropriate information and create a patient database, converting paper records to an electronic system.  
Have students develop data policies and procedure, including data change processes. 
[bookmark: _GoBack]
Finally, students should research types of business records that are needed in a medical office, establish retention guidelines and procedures and create a variety of business records. 
 
	Instructional Resources
Introduction to Electronic Health Records Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/introduction-to-electronic-health-records/PUmNVG
Provided by the Butte County (California) Office of Education’s Center for the Advancement of Digital Resources in Education, this lesson addresses the advantages and disadvantages of the Electronic Health Record (EHR).

Medical Office Filing Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/medical-office-filing/MG7YVc
The purpose of this lesson is to teach students to file accurately in an office setting utilizing standard filing procedures.

Medical Office—Medical Record Management Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/medical-office-medical-record-management/DkK7dW
This lesson examines how medical records are handled, their contents, their ownership and legal requirements.

To Purge or Not Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/to-purge-or-not/DGoYHD
This lesson plan covers medical record retention laws and examines how records are archived.
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	Unit 10
	Managing Regulatory Compliance
Students will examine Medicare and Medicaid requirements impacting eligibility, billing and collections. 

	Outcome
	4.3	Compliance: Develop compliance systems, processes and procedures used to manage compliance risk across an organization.  

	Competencies
	4.3.6	Analyze existing policies, procedures and documents to ascertain compliance with regulatory requirements (e.g., Centers for Medicare and Medicaid Services [CMS], Health Insurance Portability and Accountability Act [HIPAA]) and self-regulatory guidelines. 
4.3.7	Monitor compliance with organizational or departmental compliance policies and procedures (e.g., continuing education requirements, prevention of fraudulent practices, record falsification or alteration, patient or customer abuse, lack of follow-up). 

	Outcome
	7.1	Safety, Health and Security: Develop, administer and manage policies and procedures to promote business safety, health, and security and to reduce risk of loss.

	Competencies
	7.1.5	Identify strategies for protecting business’s digital assets, customer data, and other confidential business information.

	Outcome
	8.6	Medical Operations: Develop foundational skills and knowledge to execute the operational processes in medical offices.

	Competencies
	8.6.11	Complete and maintain the medical office credentialing process.
8.6.12	Prepare for on-site inspection by credentialing authority.

	Instructional Strategies
Students should compare and contrast the Medicare and Medicaid eligibility requirements.  They should also identify the protocols to follow when completing Medicare and Medicaid forms and billing the two government programs. Finally, students should research opportunities and requirements for medical office credentialing and create a system to manage the credentialing process.   If possible, students should acquire Health Insurance Portability and Accountability Act (HIPAA) certification.

	Instructional Resources
Health Information Privacy
http://www.hhs.gov/ocr/privacy/index.html
This website from the U.S. Department of Health and Human Services examines Health Insurance Portability and Accountability Act (HIPAA) privacy and Patient Safety and Quality Improvement Act (PSQIA) confidentiality.




HIPAA Health Insurance Portability and Accountability Act of 1996 Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/hipaa-health-insurance-portability-and-accountability-act-of-1996/jJm4y8
Provided by the Butte County (California) Office of Education’s Center for the Advancement of Digital Resources in Education, this lesson examines HIPAA and how personal health information is protected.

Medical Office Confidentiality and HIPAA Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/medical-office-confidentiality-hipaa/j0qXwr
This lesson focuses on the confidentiality of medical information and the importance of privacy in the medical office.

Regulations and Guidance
http://cms.hhs.gov/Regulations-and-Guidance/Regulations-and-Guidance.html
This webpage from the Centers for Medicare and Medicaid Services provides guidance and information about health insurance reform, HIPAA administrative simplification, legislation, regulations and policies, and review boards and administrative decisions.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Medical Office Management

	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 11
	Managing Office Workloads
Students will use office tools to coordinate medical office activities and complete daily workloads.

	Outcome
	6.2	Information Management: Institute and evaluate information management tools, policies, procedures and strategies to achieve business unit and organizational goals.

	Competencies
	6.2.5	Select and use tools, systems, and processes to manage the preparation of documentation for teams and projects in a cost-effective manner (e.g., agendas, reports, minutes, training materials, RFPs [Requests for Proposal], process analysis charts and diagrams).
6.2.6	Perform scheduling functions to facilitate on-time, prompt completion of work activities (e.g., calendars, travel arrangements and itineraries, meeting arrangements and requests for audio-visual or technical support and information). 

	Outcome
	8.3	Project Management: Plan, manage, monitor, and control projects to improve workflow, minimize costs, and achieve intended project outcomes using planning and project-management tools.

	Competencies
	8.3.4	Document, sequence, allocate, and schedule activities to facilitate on-time and on-budget completion of project by qualified resources.

	Instructional Strategies
Divide the class into small groups. Each group of students should function as a medical office staff, producing multiple requested business documents within a specified amount of time.
Have students choose a BPA project to implement.  Students should use project management tools to design and implement the project.   
	Instructional Resources
Forms and Checklists
http://www.rtacpa.com/healthcare-resources/forms-checklists
On this page, you’ll find forms, checklists and spreadsheets useful for starting up and managing a medical practice.

Medical Office—Billing Forms
http://medicaloffice.about.com/od/billingforms/
This webpage links to numerous resources, including a registration form template, sample billing letters and more.






	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Medical Office Management

	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 12
	Managing the Office Environment
Students will develop policies and procedures to promote safety, health, and security and to reduce the risk of loss. 

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.5	Access and implement safety compliance measures (e.g., quality assurance information, safety data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency [EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the continuous improvement of the organization.

	Outcome
	6.7	Talent Onboarding and Development: Apply strategies, policies and procedures to orient new hires and provide growth opportunities to engage new and existing union and non-union employees in the workplace.

	Competencies
	6.7.3	Orient talent to organizational culture, values and norms using appropriate techniques (e.g., coaching or mentoring, cross-departmental networking, toolkits, training).

	Outcome
	7.1	Safety, Health and Security: Develop, administer and manage policies and procedures to promote business safety, health, and security and to reduce risk of loss.

	Competencies
	7.1.1	Promote adherence to health and safety regulations to support a safe work environment.
7.1.2	Identify needed safety and security policies and procedures to protect organizational stakeholders (e.g., employees, contractors, directors and officers, customers, guests and visitors). 
7.1.3	Identify types of hazardous materials, and describe their impact on human health and environmental resources.   
7.1.4	Describe the requirements for the treatment, storage, and disposal of hazardous materials, and evaluate the impact of hazardous material releases on organizational performance. 
7.1.6	Develop policies, procedures, performance aids, and monitoring activities to promote and support workplace security goals established within safety and security plans.




	Outcome
	7.8	Operations Risk Management: Identify and execute strategies to reduce the risk of loss from operational failures to acceptable levels.

	Competencies
	7.8.6	Develop alternative strategy for performing operational duties in a disaster situation.

	Instructional Strategies
Divide the class into small groups. Each group of students should create a policy manual outlining business safety, health, and security procedures designed to reduce the risk of loss, improve safety and security, and comply with regulations.
	Instructional Resources
How to Plan for Workplace Emergencies and Evacuations
https://www.osha.gov/Publications/osha3088.html
This resource from the Occupational Safety and Health Administration gives suggestions for developing an emergency action plan. 

Talking Safety Curriculum
http://www.cdc.gov/niosh/talkingsafety/states/nj/entireNJ.pdf
Developed by the National Institute for Occupational Safety and Health, this curriculum resource contains lessons, overheads and student handouts focused on teaching young workers about job safety and health.

Youth Safety Tool Kits
https://www.bwc.ohio.gov/employer/programs/safety/sandhyouthsafety.asp
The Ohio Bureau of Workers’ Compensation has developed a series of tool kits for youths, educators, parents and employers. Each tool kit contains links to safety resources, publications/articles and much more.






	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Medical Office Management

	Description
	Students will carry out procedures used to manage people and information in medical offices.  Students will code medical procedures in accordance with applicable guidelines as well as use technology to convert patient information to electronic medical records. They will also manage the insurance billing and collection process, utilize a patient scheduling and registration system, and develop a compliance program. Medical office safety and security will be emphasized.

	Unit 13
	Reducing Risk
Students will evaluate medical malpractice incidents and identify strategies for reducing risk. 

	Outcome
	4.3	Compliance: Develop compliance systems, processes and procedures used to manage compliance risk across an organization.  

	Competencies
	4.3.8	Identify strategies for managing professional liability and malpractice risks (e.g., incompetent or impaired physicians, unnecessary procedures, patient or customer misconduct, service or medical errors, lack of training, poor documentation).

	Outcome
	4.6	Corporate Social Responsibility (CSR): Interpret, apply and communicate an organization’s ethics and social responsibility policies and code of conduct in routine and ambiguous situations.

	Competencies
	4.6.2	Compare and contrast ethical challenges across industry sectors (e.g., healthcare, financial services, consumer products, manufacturing, retail) and functional areas (e.g., marketing, human resources, financial reporting).

	Outcome
	6.3	Business Applications: Apply tools, processes and procedures to manage the efficient and effective use of technology to achieve organizational goals.

	Competencies
	6.3.2	Mine standard databases (e.g., accounting, customer, product, vendor, sales, operations, human resources, patient, supplier, procurement), apply analytical tools, and interpret the findings.

	Outcome
	7.8	Operations Risk Management: Identify and execute strategies to reduce the risk of loss from operational failures to acceptable levels.

	Competencies
	7.8.3	Describe strategies for reducing the risk of routine and non-routine operational risk as staffing size and organizational complexity increase (e.g., automation, procedures, checklists).

	Outcome
	10.3	Change Management: Adapt to, manage, and create change initiatives in an organization to accomplish organizational objectives.

	Competencies
	10.3.4	Evaluate opportunities for company or departmental changes.




	Instructional Strategies
Students should complete case studies on famous medical malpractice and professional liability lawsuits and discuss strategies that could have been used to reduce or eliminate the risk.   Given scenarios of various business situations, have students identify how routine and non-routine operational risks could be reduced.  
	Instructional Resources
Lesson Plan—Medical Malpractice
http://courses.missouristate.edu/ReedOlsen/courses/eco504/medmal.pdf
This lesson plan from Missouri contains a detailed outline/discussion guide that addresses medical malpractice theory, empirical evidence and alternatives to medical malpractice.

Medical Ethics and Legality Lesson Plan
https://www.cteonline.org/curriculum/lessonplan/medical-ethics-and-legality/tE47oK
Provided by the Butte County (California) Office of Education’s Center for the Advancement of Digital Resources in Education, this lesson plan exposes students to ethical dilemmas that they may face in medical office management.

What Is Medical Malpractice?
http://www.medicalnewstoday.com/articles/248175.php
This article from Medical News Today examines causes of medical malpractice, elements of a malpractice case, the effect of malpractice suits on doctors, etc.




