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COURSE DESCRIPTION

OFCR 1600 MEDICAL TYPING.  3 cr. hours.   Provides background in medical procedures and sharpens typing skills required in a medical office setting.  Prerequisite:  OFCR 1200 or permission from instructor.

TEXTBOOK
Medical Keyboarding, Glencoe McGraw-Hill, 4th edition.  (On reserve in the Nunez library.)
SUPPLIES

· Travel drive
COURSE GOALS

This course provides training in typing for students who are planning careers in a medical office setting.  Emphasis is placed on mastery of the keyboard, basic rules of typing, and preparing and processing medical documents. 

COURSE OBJECTIVES/COMPETENCIES

1) The student will produce medical documents, letters and memoranda, setting up correct margins and spacing, using Microsoft Word software with 70% accuracy.
2) The student will demonstrate keyboard knowledge by completing a 5-minute timed writing using GDP typing software and blackout covers keying at least 40 wpm with no more than 5 errors.

COURSE REQUIREMENTS/GRADING

Production - Students will prepare medical documents, such as chart notes and HPE.  Medical business letters and memoranda will also be typed in mailable form.  Production will count 3/4 of the final grade. 

Final Exam – Timed Writings:  Medical Timings 1-10 will be typed with less than five (5) errors each.  Timings will count for 1/4 of the final grade.

ASSESSMENT

The final grade will be based on an average of production and timed writings.
GRADING SCALE  All assignments will be typed, saved, proofread, printed, and turned in to the instructor via mail box or e-mail.  The instructor will proof all assignments and returned production will be corrected by the student.
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PLAGIARISM AND CHEATING

Cheating/plagiarizing is a serious offense.  Webster defines plagiarism as the act of “taking and using as one’s own the ideas or writings of another.”  Depending on the frequency or severity of a student’s cheating/plagiarizing the instructor may lower the student’s grade or recommend the student to the Vice Chancellor for Academic Affairs for disciplinary action.

AMERICANS WITH DISABILITIES ACT
It is the policy of Nunez Community College to accommodate students with disabilities, pursuant to federal law, state law, and the school’s commitment to equal educational opportunities.  Any student with a disability who needs accommodations should contact Carly Gervais in the ADA Coordinator’s Office. The office is located in the Law Library, Room 1-234, telephone 278-7491 or e-mail cgervais@nunez.edu.

ATTENDANCE – This policy also applies to online students.

Students should read the policy on attendance in the Nunez College Catalog.  The instructor MAY, but is not required to, drop a student for excessive unexcused absences prior to the official last day to drop a course.  If the instructor drops a student from the roster before the last drop, the student will receive a “W” grade.  If absences occur and/or accumulate after the last day to officially withdraw, the student will fail the course.  Excessive absences usually equal to two weeks of class time, or, for online students, failure to access website and/or complete assignments for two weeks.  

Tentative Calendar

Medical Typing OFCR 1600
Fall 2009
Weeks 1-2
Introductions


Syllabus Review


Pre-test:   Timed Writings at www.typingtest.com 



How many words per minute do you type?

Weeks 3-4
Medical Office Practices – Typing Assignments (Medical Timings 1-10) In Back of Textbook

Type, Proofread, Save, Print, e-mail or drop off to instructor

Week 5
Memos 1-3

Week 6
Chart Notes 1-7

Weeks 7-8
Letters 1-10

TO BE CONTINUED!
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