
 
 

 

MEDICAL SYSTEMS AND PROCEDURES 

Date  6/15/09 

 C - L - CR 

 3 - 0 - 3.0 
 

COURSE NUMBER: AOT 252 

 

PREREQUISITE(S): ACC 111, AOT 143, CPT 179, MAT 160, MED 104 with a 
grade of “C” 

 

CO-REQUISITE(S): None 

 

COURSE 

DESCRIPTIONS 

This course emphasizes development and proficiency in 
integrating skills commonly performed in medical offices. 
Microcomputers will be used to complete a medical 
simulation. 

 

TEXTBOOK(S): Fordney, Marilyn, French Linda, and Follis, Joan.  
Administrative Medical Assisting (6

th
 edition) and Student 

Workbook to Accompany Administrative Medical Assisting 
(6

th
 edition).  New York:  Thomson Delmar Learning, 2008. 

 
 

REFERENCE(S): None 

 

OTHER REQUIRED 

MATERIALS, TOOLS, 

AND EQUIPMENT: 

1 USB flash drive 
Business Liability Insurance (Purchased from the Business 
Office) 
Mandatory Background Check and Drug Screen 
Mandatory CPR and OSHA certification 

 

METHOD OF 

INSTRUCTION: 

This course will be taught by simulation and group projects.  
Students will participate in an internship.   

 

GRADING SYSTEM: 90 - 100 = A 
80 - 89 = B 
70 - 79 = C 
60 - 69 = D 
Below - 60 = F 
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The standard mathematical procedure of rounding will be 
applied to arrive at a whole number percentage in final grade 
calculation.  Everyone is expected to be present when a test 

is given.  There are no makeup tests.  If an emergency 
arises and you are unable to be present for a test, call your 
instructor immediately. 

 

GRADE 

CALCULATION 

METHOD: 

Job Skill Projects = 20%  
Job Skills Tests 
Terminal Objectives 

= 
= 

20% 
30% 

 

Internship = 30%  

 = 100%  
 

ATTENDANCE 

POLICY: 

 

The student is responsible for punctual and regular 
attendance in all classes, laboratories, clinical, practica, 
internships, field trips, and other required class activities.  
The College does not grant excused absences; therefore, 
students are urged to reserve their absences for 
emergencies.  When illness or other emergencies occur, the 
student is responsible for notifying instructors and completing 
missed work if approved for late submission by instructors. 
 
The student is tardy if not in class at the time the class is 
scheduled to begin and is admitted to class at the discretion 
of the instructor.   
 
Instructors maintain attendance records.  However, it is the 
student’s responsibility to withdraw from a course.  A student 
enrolling in and attending at least one course session 
remains enrolled until the student initiates a withdrawal. 
 
Withdrawal Policy:  During the first 75% of the course, a 
student may initiate withdrawal and receive a grade of W.  A 
student cannot initiate a withdrawal during the last 25% of 
the course.  Extenuating circumstances require 
documentation and approval by the appropriate department 
head and academic dean. 
 
Absences for Religious Holidays:  Students who are absent 
from class in order to observe religious holidays are 
responsible for the content of any activities missed and for 
the completion of assignments occurring during the period of 
absence.  Students who anticipate their observance of 
religious holidays will cause them to be absent from class 
and do not wish such absences to penalize their status in 
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class should adhere to the following guidelines: 
 

1. Observance of religious holidays resulting in three or 
fewer consecutive absences:  Discuss the situation 
with the instructor and provide written notice at least 
one week prior to the absence(s).  Develop (in writing) 
and instructor-approved plan which outlines the make 
up of activities and assignments. 

 
2. Observances of religious holidays resulting in four or 

more consecutive absences:  Discuss the situation 
with the instructor and provide the instructor with 
written notice within the first 10 days of the academic 
term.  Develop an instructor-approved plan with 
outlines the make up of activities and assignments. 

 

CLASSROOM 

CONDUCT:  

 

ACADEMIC DISHONESTY:  Students are expected to uphold the 
integrity of the College's standard of conduct, specifically in 
regards to academic honesty.  All forms of academic 
dishonesty including, but not limited to, cheating on 
assignments/tests, plagiarism, collusion, and falsification of 
information will call for disciplinary action.  Disciplinary action 
imposed may include one or more of the following: written 
reprimand, loss of credit for assignment/test, termination 
from course, and probation, suspension, or expulsion from 
the College.  For further explanation of this and other 
conduct codes, please refer to the Student Handbook. 
 

CELLULAR PHONES AND PAGERS/BEEPERS:  Cellular phones, 
pagers and beepers are not permitted to be turned on or 
used within the classroom.  Use of these devices during 
classroom time will be considered a violation of the student 
code as it relates to “disruptive behavior.”   

 

CLASS/LAB 

PROCEDURES: 

Prior to entering the internship phase of AOT 252, an 

overall grade of 80% must be achieved.  

 

Students must master all AOT 252 competencies 

(documented below) in order to receive an overall 

passing grade in this course; failure to master any one 

of the competencies will result in a failing grade for the 

semester.  Terminal Objectives are conducted before the 

Internship.  Students will be allowed two attempts at 

successful completion of the competencies at a mastery 

of 80%.  Failure to receive 80% after the second attempt 

will result in failure of the course. 
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Mandatory Criminal Background Check and Drug 

Screen:  Students are required to complete and pass a 
criminal background check and drug screen.  Failure to 
complete the criminal background check and drug screen by 
October 1, 2009 will result in withdrawal from the class.  
Failure to pass the criminal background check and drug 
screen will result in dismissal from the program. 
 

Business Liability Insurance:  Students are required to 
purchase business liability insurance from the business 
office.  Failure to purchase business liability insurance by 
October 1, 2009 will result in withdrawal from the class. 
 

CPR and OSHA Requirement:  Students are required to 
satisfactorily complete CPR and OSHA training.  Failure to 
complete the OSHA and CPR training by October 1, 2009 
will result in withdrawal from the class. 
 
The textbook is a learning resource.  It is the responsibility of 
the student to read and follow each assigned chapter.  
Additional outside materials will be integrated with textbook 
materials, instructor’s notes, and external learning materials. 
 
Students who miss a lecture should obtain notes from fellow 
students.  It is recommended that students receive a set of 
missed notes from at least two different students since 
individuals have different note taking skills. 
 
All assignments, projects, papers, and exercises are due at 
the start of the class on the day they are due, ONLY.  There 
are no excused absences or tardiness of the assignments, 
projects, papers, and exercises.  A grade of zero (0) will be 
assigned.  If you have a chance to turn them in early- use it. 
 
In order to pass AOT 252, an overall grade of 80% must be 
achieved on all projects/simulations in addition to satisfactory 
internship evaluation.  Failure to achieve 80% on coursework 
prior to the internship will result in the student withdrawal 
from the course.  Failure to pass the background check and 
drug screen will result in withdrawal from the course and 
program of study.  Unsatisfactory performance in the 
internship area will constitute an “F” in the course. 

 

Internship: 
In addition to the projects and simulations, you will also have 



 

____________________________________________________________________ 5 

SPARTANBURG COMMUNITY COLLEGE, SPARTANBURG, SOUTH CAROLINA 

 

the opportunity to work at a medical facility for 5 weeks or a 
minimum of 40 hours.  The facility will be assigned by your 
instructor. 
 
Work hours will be discussed with the instructor and an 
agreement will be arranged for specific times.  If you are 
currently working in a medical facility, you may be able to use 
your job as your work practicum, pending instructor approval.   
 
Recordkeeping: 
Keep a record of your time worked by recording it on a 
timesheet.  Ensure that the following information is received 
by the instructor no later than the posted deadline: 
 

a. Time card 
b. Evaluation form 

 
While you are employed, you will be evaluated by your 
employer regarding how well you work with office personnel, 
how you dress, as well as other work habits.  The instructor 
will arrange a visit to your workplace during your time there. 
 
Because of the nature of the internship, a student who is 
absent more than 10% of the scheduled time in the 
internship will be dropped from the course.  Even though all 
missed internship time must be made up, internship make-up 
time is not considered an equivalent experience to the 
regularly scheduled internship assignment.  Therefore, if a 
student is absent for more than 10% of the planed internship 
experience, the objectives of the course cannot be met 
satisfactorily and the student will be dropped from the course 
with a grade of WF. 
 
If the student is going to be absent or tardy during the 
internship phase of training, the student must call the 
instructor and internship area prior to the arrival time (Do not 
send messages by other students).  If the student fails to do 
this, he/she will be given a written warning for the first 
offense and dropped after the second offense.  A tardy is 
defined as any student who is more than 5 minutes late to 
the internship area. 
 
The scheduling of make-up time for missed internship days 
will be at the discretion of the instructor and may require 
scheduling at semester breaks.  No grade will be awarded 
until all time is made-up and all requirements met. 
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If the student fails to perform at an acceptable level during 
these additional internship days, the student will not meet the 
requirements of the internship phase for the course and will 
receive an “F” in the course. 
 
Unsatisfactory performance in the internship area will 
constitute an “F” in the course.  Any student who has 
outstanding internship to make-up will receive a grade of “I” 
(incomplete) in the course until the internship hours are 
completed.  All make-up internship hours must be completed 
by the designated date.  Failure to complete make-up 
internship by the designated date will result in a grade of “F” 
in the course. 
 
All students who are performing additional internship days 
due to absences or other reasons are expected to be in 
attendance.  Failure to show up on these days will count as 
an absence, and will be counted in the attendance policy for 
the internship phase of the course. 
 
The employer’s evaluation will count 20% of the final course 
grade.  Students are NOT allowed to change work practicum 
sites without instructor approval, and instructor approval will 
only be granted in dire circumstances.  Even with instructor 
approval, changing sites will result in a loss of two-letter 
grades from the student’s site evaluation grade. 
 
The instructor will arrange a visit to your workplace during 
your time there. 
 
The following resource centers are available to students of 
Spartanburg Technical college.  Please visit, call or consult 
the College’s website to determine the hours of operation. 
 

 
Resource 

Location 
(East Building) 

Phone 
Number 

Advising Center E-1 592-4990 

Open Computer Lab 
(OCL) 

E-5 592-4968 

Tutorial Learning Center 
(TLC) 

E-2 592-4715 

Testing Center E-3 592-4966 
 

 

ACCOMMODATIONS: 

 

Students who need special accommodations in this class 
because of a documented disability should notify Student 
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Disability Services.  You may contact Student Disability 
Services by calling, (864) 592-4811, toll-free 1-800-922-
3679; via email through the Spartanburg Community College 
web site at www.sccsc.edu/SDS/; or by visiting the office 
located in the Dan Lee Terhune Student Services Building, 
room 112 of the Spartanburg Community College campus.  
By contacting Student Disability Services early in the 
semester, students with disabilities give the College an 
opportunity to provide necessary support services and 
appropriate accommodations. 
 

Program Coordinator 

 
Kathy Locke 
592-4841 
lockek@sccsc.edu 
 
 
 

Program Department Head 

 
Karen Ravan 
592-4840 
ravank@sccsc.edu 
 

 

http://www.sccsc.edu/SDS/
mailto:lockek@sccsc.edu
mailto:ravank@sccsc.edu
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COURSE OUTCOMES 

& OBJECTIVES: 

Upon satisfactory completion of this course, the student 

will be able to: 
 

I. Perform basic clerical skills  
1. Schedule and maintain appointments 
2. Format and create documents 
3. Locate information 
4. Organize the storage and retrieval of files 
5. Create assembled patient files 
6. Maintain confidentiality 
7. Apply bookkeeping and accounting principles 
8. Prepare and manage financial records 
9. Demonstrate correct telephone techniques 

10. Demonstrate document processing including mail 
 
II. Develop and implement office procedural standards 

1. Integrate research to acquire and evaluate 
information 

2. Participate as member of a team 
3. Choose and integrate appropriate technology 
4.  Interprets and communicates information 

 
III. Display a professional manner and image 

1. Relate interpersonally with peers  
2. Work in various team settings 
3. Prioritize and perform multiple tasks 

 
IV. Adapt communications to individual’s ability to 

understand 
1. Recognize and respect cultural diversity 
2. Recognize and respond effectively to verbal, 

nonverbal, and written communications 
3. Utilize electronic technology to receive, organize, 

prioritize, and transmit information 
 

V. Perform an internship in a medical office 
1. Determine priority of tasks 
2. Complete required forms and documentation 
3. Work collaboratively with office personnel 

 
 

 


