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	EVALUATION OF INSTRUCTION
Each class at the College is evaluated by the students during the semester.  The instrument used allows students to comment on the instructor and his presentation of the course.  The results of these evaluations are made available to the instructor after grades are complete and turned in to the Division.
The Dean of the Division or his designee visits classes to observe instructors and completes an evaluation.  A copy is given to the instructor with the opportunity for the instructor to respond to the evaluation.  The evaluation with the instructor’s response is kept on file in the Dean’s office.  



	

	COURSE DESCRIPTION: This course explores the important aspects of the reimbursement process of third party payers, Medicare, and Medicaid from creating efficient patient information forms to claims

monitoring and appeals. Emphasis is placed on compliance techniques, managed care competition, pre-certification, prior authorization, and utilization review. Designed to increased billing efficiency through appropriate documentation and effective accounts receivable management operations.

REQUIRED MATERIALS: Fordney, M.D., Insurance Handbook for the Medical Office, Eighth Edition, St. Louis: Saunders Company and Student Workbook for Insurance Handbook for the Medical Office, Eight Edition, St.Louis: Saunders Company. 
STUDENT LEARNING OUTCOMES 
· Describe the features of electronic medical records systems
· Describe the safeguards outlined in the HIPAA Privacy Rule protects patient health information

· Explain the importance of collections in the medical office

· Describe the billing and reimbursement cycle in a medical office

· Record and apply payments received from patients

REQUIREMENTS FOR SUCCESSFUL COMPLETION:
· Complete all reading assignments and exercises

· Complete all examination 

· Participate in all activities and discussions 

CONTENT OUTLINE:
· Week 1- Role of an Insurance Billing Specialist
· Week 2- Basic of Health Insurance

· Week 3- Medical Documentation

· Week 4- Diagnostic Coding

· Week 5- Procedural Coding

· Week 6- The Health Insurance Claim Form

· Week 7- Electronic Data Interchange ( EDI)

· Week 8- Receiving Payments and Insurance Problem Solving

· Week 9- Office and Insurance Collection Strategies

· Week 10- Private Insurance and Managed care Systems

· Week 11- Medicare

· Week 12- Medicare and Other State Programs

· Week 13- Tricare and CHAMPVA

· Week 14- Worker’s Compensation

· Week 15- Disability Income Insurance and Disability Benefits

· Week 16- Hospital Billing/ Review Final
GRADING

A- 100-90
B- 89-80

C- 79=70

D- 69-60

F-   59-0




	

	Objectives/ Competencies
· Record and apply payments received from insurance carriers

· Record insurance adjustments

· Enter capitation payments

· Explain the importance of a financial policy in a medical practice

· Identify the laws that regulate collections from patients

· Discuss what happens to uncollectible accounts on the medical practice

· Create collection letters

· Create collection reports

ATTENDANCE
Students should read the policy on attendance in the Nunez College Catalog.  Roll will be checked each class and the instructor may 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 date, the student will receive a “W” grade.  If absences occur and/or accumulate after the last day to officially withdraw, the student may fail the course.  Excessive absences usually equal to two weeks of class time.  Students who arrive late to class must see the instructor after the class to have that absence removed.  Students who leave class early may be counted absent for that class.
CLASSROOM ETIQUETTE

No student may create disturbances to the learning environment.  Students may be warned, asked to leave class and/or referred to the Vice-Chancellor for Student Affairs or designee for disciplinary action depending on the frequency or severity of the disturbance.  Entering and leaving the classroom during class time is a distraction to other students and the instructor and should be avoided.  A student’s need to be in constant contact with the outside world through high-tech electronic devices (beepers, cell-phones, etc…) does not supersede basic classroom etiquette, and the beeping, buzzing or ringing of these devices are definitely considered a disturbance by the instructor. 

Only those persons enrolled in the class should be present in class.
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.



	

	SUGGESTED ACTIVITIES: Demonstrate the difference between  Medicaid and Medicare
Test- Test will be given on a weekly basis per chapter

Make-up – If student have a valid , documentation excuse it is possible student to take a make-up test upon instructors approval
Extra Credit- Students will earn 10 extra points for homework for each exam. If homework is not presented student will get 10 points deducted from exam 

SUPPLEMENTAL RESOURCES
The college library contains many resources for researching topics of interest in the healthcare industry. Please consult the library for assistance for books such as an anatomy book, medical dictionary, Merck’s Manual.    



