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COURSE NUMBER: MED 105 
 
PREREQUISITE(S): NONE 
 
CO-REQUISITE(S): NONE 
 
COURSE 
DESCRIPTIONS 

This course provides a study of receptionist duties, records 
maintenance, insurance form processing and office machine 
use.  

 
TEXTBOOK(S): Lindh, Wilburta, Marilyn Pooler, Carol Lamparo and 

Barbara Dahl.  Comprehensive Medical Assisting.   
3rd edition.  Albany:  Delmar Publishers, 2006. 
 
Lindh, Wilburta, Marilyn Pooler, Carol Lamparo and Barbara 
Dahl.  Workbook for Comprehensive Medical Assisting.  3rd 
Edition.  Albany:  Delmar Publishers, 2006. 

 
REFERENCE(S): None 
 
OTHER REQUIRED 
MATERIALS, TOOLS, 
AND EQUIPMENT: 

Pin Drive, Mouse and Mouse Pad 

 
METHOD OF 
INSTRUCTION: 

This course will be taught using lectures, visual aids , WebCt, 
competency assessments, and workbook assignments to 
complete class requirements.    Unit exams, daily quizzes, 
and a final exam will be given. 

 
94 - 100 = A 
85 - 93 = B 
80 - 84 = C 
70 - 79 = D 
Below - 70 = F 

GRADING SYSTEM: 

 
 

Unit Tests  = 70%  GRADE 
CALCULATION Quizzes, Competency Assessment and 

Workbook Assignments 
= 10%  
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Final Exam = 20%  
 = 100%  

METHOD: 

 
In order to pass MED 105, an overall grade of 80% must 
be achieved.  An unsatisfactory/failure on a competency 
assessment will not be accepted. 
 
No grades will be rounded off!!! 
 
Students are not allowed to take tests home under any 
circumstances.  Students must review all tests in class when 
they are returned by each instructor. 

 
ATTENDANCE 
POLICY: 
 

Students are responsible for punctual and regular attendance 
in all classes, laboratories, field trips, and other 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 
work missed. 
 
Except in extenuating circumstances with approval by the 
division dean, instructors withdraw students from class when 
80 percent attendance is not maintained.  If a student 
exceeds the allowable attendance, the instructor will 
withdraw the student and award a grade of “W” or “WF” 
based upon the student’s academic standing at the last date 
of attendance. 
 
Students are tardy if not in class at the time the class is 
scheduled to begin.  Any student who is over 5 minutes tardy 
will not be admitted to class and may resume class at the 
next scheduled break.   
 
If a student is absent on the day a test if given or an 
assignment is due, they are expected to call the instructor 
who taught the content that day.  Each student should be 
prepared to take the test in the testing lab within 72 hours 
of the original test date and time.  Extenuating 
circumstances over this time frame must be approved by the 
Instructor/ Department Head.  Failure to complete the test 
during the scheduled make-up time will result in a “0” on 
the test.  All make-up tests will be short answer, fill in the 
blank and discussion questions. 
 
100% attendance is expected.  For the didactic phase of 
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instruction, a student who is absent more than 20%  
(27 hours) of the time for any reason will be dropped.   
 
Students will be held responsible for all classes and material 
covered that day and must make up all practical procedures 
(labs, etc.) covered on the day of absence.  Any 
unannounced quizzes given on a day of absence cannot 
be made up, and a grade of "0" will be received for that 
quiz. 
 
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 
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 which 
outlines the make up of activities and assignments. 

 
ACADEMIC 
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, 
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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: 

None 

 
ACCOMMODATIONS: 
 

Students who need special accommodations in this class 
because of a documented disability should notify Student 
Disability Services. You may contact Student Disability 
Services by calling, (864) 592-4811, toll-free 1-800-922-
3679; via email through the Spartanburg Technical College 
web site at www.stcsc.edu/SDS/; or by visiting the office 
located in the Dan Lee Terhune Student Services Building, 
room 112 of the Spartanburg Technical 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. 
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COURSE 
COMPETENCIES & 
OBJECTIVES: 

Upon satisfactory completion of this course, the student 
will be able to: 

 
 I. Identify methods used to create an appropriate medical  
  office facility environment. 
 
        1.  Identify a comfortable and pleasing reception area. 
        2.  Discuss the role of HIPAA in patient privacy. 
        3.   Identify the role of color in the office environment. 
        4. Identify the purpose of the Americans with   
    Disabilities Act. 
        5. Recognize the importance of the physical office  
    environment to the patient’s care. 
        6. Recognize the important personality characteristics  
    the medical receptionist should possess. 
      7. Identify the procedure to use when an unexpected  
    delay causes patients to wait for the physician. 
        8. Recognize the tasks necessary to open and close the 
     facility. 
                   9.  Identify cultural aspects of the reception area. 
                  
 II.   Identify basic computer systems, computer operations, 
and   common software applications. 

 
        1. Recognize the four fundamental elements of a   
                        computer system.     
        2. Differentiate between data input and data output  
                        devices. 
        3. Identify the four main types of computers. 
        4. Identify how storage devices might be used in  
                        ambulatory care settings. 
        5. Differentiate systems and applications software. 
        6. Differentiate between the five major categories of  
    application software. 
        7. Identify how database management is used in the  
    ambulatory care setting. 
        8. Identify guidelines used for maintaining   
    confidentiality. 
        9. Recognize safe ergonomic practices for a computer  
    workstation. 
                10. Recognize networking of computers and its  
                       purpose. 
                  11. Differentiate between hard-wire and wireless 
                        networks. 
                  12. Identify preventative measures to minimize  
                        computer viruses. 
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 III. Demonstrate effective telecommunication management. 

 
        1.  Recognize appropriate telephone etiquette. 
        2.  Distinguish types of incoming calls and how the calls 
    should be routed. 
        3.  Identify the principles for conflict resolution and  
    effective telephone interaction. 
        4.  Identify methods in receiving, organizing, prioritizing 
    and transmitting telephone communications. 
        5.  Identify examples of telephone technology and their 
     functions. 
        6.  Recognize questions that should be asked during  
    telephone triage. 

7. Identify the information every message should  
      contain. 
8.  Identify ways to ensure patient confidentiality when    

                        using the telephone. 
 
 IV.   Coordinate patient appointments. 

 
        1.  Identify various scheduling systems. 
        2.  Identify the standard times required to complete  
    common office procedures when scheduling  
    appointments. 
        3.  List the essential information require to schedule an  
    appointment. 
        4.  Recognize the procedural steps for scheduling new  
    appointments and follow-up visits. 
        5.  Recognize the importance of triage in scheduling  
    patient appointments. 
        6.  Identify the appropriate handling of patient-canceled 
         appointments for both “routine” and “ill” patients. 
        7.  Identify the medical assistant’s role in scheduling  
    physician referrals and appointments for services  
    outside the office including transporting   
    emergencies. 
        8.   Recognize the legal implications of the appointment  
    book in cases of canceled appointments and no- 
    shows. 
        9.  Recognize how follow-up calls to patients to inquire 
    about progress and compliance with treatment  
    enhances effective communication. 
      10.   Contrast the major scheduling systems. 
       11.  Demonstrate how to establish a matrix, schedule  
    appointments, and make any necessary changes to  
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    the schedule. 
 
 V.   Identify the component parts of the patient record, explain 
  the importance of each part, and obtain and record the  
  required information. 

 
        1.  Identify the purpose of the patient record. 
        2.  Recognize the ownership of medical records. 
        3.  Identify the four components of the SOAP notes. 
           4.  Identify confidentiality and privacy as related to  
                        to medical records. 
        5.  Identify the usual requirements for retaining records. 
        6.   Recognize circumstances under which a written  
    release of records is and is not required. 
        7.  Correct errors on the medical record. 
        8.  Identify the steps necessary to document withdrawal 
    from care in the medical record. 
        9.  Recognize the procedure for releasing information in 
    response to written patient authorization. 
                  10.  Describe electronic medical records and their  
                         usefulness to the ambulatory care setting. 
 
  VI.   Perform medical office organizational tasks, including the 
  filing of medical records. 
 
       1.  Identify common supplies used in medical records  
     management. 
            2.  Classify in correct order patient and business names 
     using the Basic Rules of Filing. 
           3.  Identify the five steps commonly used when filing  
    any documentation. 
        4.  Compare alphabetic and numerical filing systems. 
        5.  Recognize the purpose of cross-referencing. 
 
 VII.   Demonstrate use of medical office correspondence and   
       professional writing. 

 
        1.  Identify the equipment and supplies necessary for  
    letter writing. 
        2.  Identify the component parts of a business letter. 
        3.  Identify the four major letter style forms and their  
         margin and spacing guidelines. 
        4.  Demonstrate proficiency in letter writing by typing a 
         original correspondence of the five letter styles. 
        5.  Identify the medical assistant’s responsibilities  
         regarding signing the physician’s signature on  
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    outgoing letters. 
                6.  Recognize the situations in which the use of form       
                     letters may or may not be advantageous. 
                7.  Demonstrate directing, and annotating incoming         
                     correspondence. 
        8.  Identify how to select appropriate postage   
        classifications. 
        9.   Recognize proper proofreading marks to correct a  
    document. 
      10.   Address envelopes to satisfy postal regulations. 
      11.   Recognize the impact of written communication in  
    the ambulatory care setting. 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

  
 


