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MEDICAL INSURANCE PRACTICE

MAP 105

SYLLABUS

    FALL 2013
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WELCOME to MAP 105 – Medical Insurance Practice; Fall 2013; Section 1665
Instructor:  Jo Moore, CMAA, CBCS – jomoore@miracosta.edu
Course Start Date:  8/20/13 
Course End Date:  12/10/13 
Course Information:  blackboard.miracosta.edu

Class Hours and Room:   Section 1665 - Tuesdays   6:30 p.m. – 9:20 p.m.    Room:  OC7001
Course Description: This course teaches procedures for completing insurance claims and various financial methods used in medical offices for insurance billing, collecting, etc.  Formerly MA 105.
Lectures, assignments and the cooperative learning activities are intended to appeal to a variety of learning styles to keep everyone active and interested as the course proceeds.  All course materials can be found on the Blackboard site.

Pre-requisites:   None.  Advisory:  NURS 255 Medical Terminology, keyboarding and computer applications.

COURSE OBJECTIVES AND STUDENT LEARNING OUTCOMES

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

· Use procedural and diagnostic coding books.

· Abstract from patient’s medical records information to complete medical insurance forms.

· Define abbreviations and medical terminology used on a medical chart.

· Explain fee schedules.

· Explain insurance benefits and process medical insurance for insurance companies/plans in the medical community including health insurance claim forms, Blue Cross, Blue Shield, state disability, Workers’ Compensation, Medicare, Medi-Cal, Medi-Medi, and Champus.

· Explain Health Maintenance Organization benefits and eligibility.

· Explain governmental restrictions and regulations relating to government-sponsored plans.

Student Learning Outcomes: 

Learning Outcome:

1.
Identify the insurance billing structure of various Health Management Organizations.

2.
Describe how the patient uses the program types of various Preferred Provider Organizations.

3.
Demonstrate use of CMS 1500 claim forms for insurance claims.

Mode of Assessment:

1.
Students will create a table listing billing procedures and steps for a variety of medical organizations.

2.
Students will identify PPO services related to patient care using information from medical scenarios.

3.
Students will demonstrate knowledge by highlighting the components of what entries need to be completed for various types of insurance needs using CMS 1500 forms.

Websites

· www.miracosta.edu/instructin/medicalAssistant/index.htm 
· www.blackboard.miracosta.edu
· www.cengagebrain.com
· www.miracosta.edu/home/kstriebel 

· www.nucc.org 
· www.ahima.org
· www.cvs.gov
INSTRUCTOR CONTACT INFORMATION

Contact information: You may contact me via email at jomoore@miracosta.edu Be careful to use jomoore, as there is an instructor jmoore.   I check my email every school day, Monday through Friday.  I will respond to all emails within 48 hours of receipt.  

When contacting me via email, please identify the purpose of your email in the SUBJECT line along with the course and your name.  For example: Sam Sampson QUESTION MAP 105.

Please be sure when leaving a phone message to speak slowly, give your name, the course name, state your question/concern and leave a number where you can be reached. 

COURSE MATERIALS

Materials needed:

1. Bundle:  Understanding Health Insurance A Guide to Billing and Reimbursement,11th  Edition + The Total Practice Management Workbook: Using e-Medsys Educational Edition
Author:          


Michelle A Green & JoAnn C. Rowell

Text & Workbook:              
ISBN 10: 1-133-80880-8

Publisher:                              Cengage Learning
2. Student Workbook with Medical Office Simulation Software 2.0 for Green’s Understanding Health Insurance A Guide to Billing and Reimbursement,11th  Edition

Author:          


Michelle A Green & JoAnn C. Rowell

Workbook:              

ISBN 10: 1-133-28375-6

Publisher:                              Cengage Learning

Both the textbook bundle and workbooks will be available in the campus bookstore.  Both the 11th edition textbook bundle and workbook are required for the class.
Various reference books will be available for detailed assignments in the lab.
3. USB drive to save all computer assignments.


 Textbook:  If you purchase the book online from a textbook site, please be sure it is the right edition.  The book contains an access code for you to download all course materials from the publisher’s website.  A copy of the book will be available in the Library Reserve Section at the Oceanside campus.  It is also suggested that students have access to a medical dictionary.  Also in the Library Reserve Section there will be many reference books and other materials that will enhance this course.  Also, reading materials from professional journals from the coding, billing, documentation, and medical assisting organizations are available online and in the Library Reference Section.

Computer: Access to a computer and Internet connection are necessary to obtain assignments, instructor notifications, submit assignments, and take tests.  Students also need to check emails during the week.


Weekly Schedule: Students should set up a weekly plan for reading textbook materials and completing course assignments.  There is lab time throughout the week with an instructor or lab assistant.

COURSE CONTENT

Procedures:

This course is a lecture and online course with lab assistance and lecture on Tuesdays on campus.  Class materials and lecture and assignment notes will be posted in Blackboard.  Assignments will be due the following week in class or online.  All dates will be clearly identified in the assignment list and also on each individual assignment.  The assignment will be removed from the Blackboard one (1) week after the assignment due date.  If a student has not submitted an assignment at the time that the assignment is removed from Blackboard, the student will receive a zero (0) on the assignment.  All assignments and topics are listed in the assignments below.  

Chapter Assignments:


Read the textbook assignments

· Complete the workbook assignments

· Utilize the Cengage website to complete assignments 


Submit the assignments in class or through Blackboard

Tests:

There will be quizzes throughout the semester and a final exam at the end of the course.  Quizzes will be open book and will be submitted in class or through Blackboard.
Project Assignments:


Resume and Cover Letter

Insurance Carrier Comparison Chart


Employment Presentation Packet

ASSIGNMENT SCHEDULE

Following is the timeline of assignments and weekly topics.

	Week
	Date
	Topics

	1
	August 20

	Chapter 1  – Health Insurance Specialist Career

Chapter 2 – Introduction to Health Insurance

Chapter 3 – Managed Health Care 

TEXTBOOK ASSIGNMENT:

These three chapters are combined as a good overview of medical billing.  Get used to the text, workbook and websites.  Utilize the website for Cengage as listed in the textbook and use the SIMClaim and StudyWare to get familiar with this computer system.  Do not download the Encoder yet.  Read the Preface before the Chapters, and then read Chapters 2 and 3.
Start Employment Presentation Packet

Also access these professional websites: www.ahima.org       www.aapc.com  and  www.Advanceforhim.com  and www.cms.gov  
TEXTBOOK AND WORKBOOK ASSIGNMENT:

Chapter 1  -  We will work on a resume at the end of class. 
Chapter 2 –  In Textbook read Chapter 2 and answer  Review Questions.  In Workbook complete 2.3 and 2.4.
Chapter 3 –In Textbook read Chapter 3 and answer Review Questions.  In Workbook complete 3.5.
Assignment 1 due August 27

	2
	August 27

	Chapter 4 – Processing an Insurance Claim

Chapter 5 – Legal and Regulatory Issues 

TEXTBOOK ASSIGNMENT: 
Read Chapter 4  and answer Review Questions

Read Chapter 5 and answer Review Questions
WORKBOOK ASSIGNMENT:

Chapter 4 – Complete 4.1, 4.2, 4.3, 4.4 and 4.6
Chapter 5 -  Complete 5.1, 5.2, 5.5 and 5.7
Assignment 2 due September 3

	3
	September 3

	Chapter 6A – ICD-9-CM Coding  

TEXTBOOK ASSIGNMENT: Read Chapter 6A
In the Textbook complete the first two questions in each section
In the Workbook complete 6A.13
RESOURCES:  Encoder and AAPC 
Assignment 4 due September 10

	4
	September 10

	Chapter 6B – ICD-10-CM Coding 
TEXTBOOK ASSIGNMENT: Read Chapter 6B
In the Textbook complete the first two questions in each section
In the Workbook complete 6B.7
ICD-9 QUIZ

Assignment 4 due September 17


	5
	September 17

	Chapter 7 – CPT Coding 

TEXTBOOK ASSIGNMENT:  Read Chapter 7
In the Textbook complete the following:
1.  E/M Section  - Questions 1-10

2. Surgery Section  - All the questions

3. Radiology, Pathology and Lab – All the questions

4. Category II codes – All the questions
Assignment 5 due September 24

	6
	September 24

	Chapter 7 – CPT Coding (Continued) 

TEXTBOOK ASSIGNMENT:  Read Chapter 7

WORKBOOK ASSIGNMENT:  

In the Workbook complete the following:

1.  7.2 – All the questions
2. 7.3 –Questions 1-5

3. 7.4 – All the odd numbered questions

4. 7.5 – All the questions

5. 7.6 – Questions 1-5

6. 7.7 – Questions 1-5

7. 7.8 – Questions 1-5

8. 7.12 – All the questions
Assignment 6 due October 1

	7
	October 1

	Chapter 8 – HCPCS Level II  Coding 

TEXTBOOK ASSIGNMENT:  Read Chapter 8 and answer Review Multiple Choice Questions
WORKBOOK ASSIGNMENT:

In the Workbook complete the following:
1. 8.2 – First two in each section

2. 8.3 – 1-5

3. 8.5 – 1-1
CPT CODING QUIZ
Assignment 7 due October 8


	8
	October 8

	Chapter 9 – CMS Reimbursement Methodologies 

Chapter 10 - Coding for Medical Necessity 

TEXTBOOK ASSIGNMENT: 
1. Read Chapter  9 and answer Review Questions

2. Read Chapter 10 and complete the Clean Claim Submission Errors 10-14
WORKBOOK ASSIGNMENT:

1. In Chapter 9 complete 9.6

2. In Chapter 10 complete 10.2, 10.4 and 10.7
Assignment 8 due October 15

	9
	October 15

	Chapter 11- Essential CMS-1500 Claim Instructions

TEXTBOOK ASSIGNMENT:  Read Chapter 11 and answer Review Questions
WORKBOOK ASSIGNMENT: 
Complete 11.4
We will utilize the e-Medsystem to schedule a new patient as a tutorial and then schedule the second patient in the system.  We will utilize The Total Practice Management Workbook.  Download e-Medsys at home or in the library.
Assignment 9 due October 22

	10
	October 22
	Chapter 12 – Commercial Insurance 
TEXTBOOK ASSIGNMENT:  Read Chapter 12 and complete Review Questions
WORKBOOK ASSIGNMENTS:

1.  Complete CMS-1500 claim form for 12-A.

2.  Complete CMS-1400 claim form for 12-B.

3.  Complete Review Questions 12-5.

Start Insurance Comparison Chart for Commercial Insurance
GROUP WORK:  Work on e-Medsys modules 1 through 4-5.  Print out charge sheets as instructed in the text.  This is a TWO WEEK project.
Assignment 10 due October 29

	11
	October 29

	Chapter 13 – Blue Cross Blue Shield
TEXTBOOK ASSIGNMENT:  Read Chapter 13 and complete Review Questions
WORKBOOK ASSIGNMENTS:

1.  Complete Claim 13-A.
2.  Complete Claim 13-C.

3.  Complete Review Section 13-4.

GROUP WORK:  In the e-Medsys complete up through 4-5.  Turn in the printed charge sheets in class.
In the Workbook in Appendix A (page 218) complete the first 20 questions in the Mock CMRS exam.

Insurance Comparison Chart for Blue Cross/Blue Shield

Assignment 11 due November 5

	12
	November 5

	Chapter 14  - Medicare
TEXTBOOK ASSIGNMENT:  Read Chapter 14 and complete Review Questions
WORKBOOK ASSIGNMENT:

1.  Complete Claim 14-A.

2.  Complete Claim 14-C.

3.  We will work in class on the Mock CMRS exam.
GROUP WORK:  Complete e-Medsys module 5.
Insurance Comparison Chart for Medicare

Assignment 12 due November 12

	13
	November 12

	Chapter 15 – Medicaid
TEXTBOOK ASSIGNMENT:  Read Chapter 15 and complete Review Questions
WORKBOOK ASSIGNMENT:

1.  Complete Claim 15-A

2.  Complete Claim 15-C

Print out the NHA Test for Certified Medical Administrative Assistant and bring to class

Insurance Comparison Chart for Medicaid
GROUP WORK:  In the e-Medsys complete Modules 6, 7 and 8
Assignment 13 due November 19

	14
	November 19

	Chapter 16 – Tricare
TEXTBOOK ASSIGNMENT:  Read Chapter 16 and complete Review Questions
WORKBOOK ASSIGNMENT:

1.  Complete Claim 16-A.

2.  Complete Claim 16-D.

Start work on your resume using the MiraCosta Resume website.  Start work on the cover letter and business card.

Complete the Insurance Comparison Chart for Tricare
GROUP WORK:  Complete Modules 9 & 10 from the e-Medsys system
Assignment 14 due  November 26


	15
	November 26
	Chapter 17 – Workers’ Compensation

TEXTBOOK ASSIGNMENT:  Read Chapter 17 and answer Review Questions
WORKBOOK ASSIGNMENT:

1.  Complete Claim 17-A.

2.  Complete Claim 17-B.

Complete Insurance Comparison Chart for Worker’s Compensation and all insurance carriers.
GROUP WORK:  Working in the MOSS billing site complete Case 1 and Case 2.

Work on resume, cover letter and business card.
Assignment 15 due December 3

	16
	December 3
	Chapter - RESUME AND COVER LETTER
TEXTBOOK ASSIGNMENT:  Read Chapter 1

Utilizing the text and the MiraCosta Resume site create a resume and cover letter

Complete Comparison Chart

Complete Employment Presentation Packet
Complete all Group Work
Assignment 16 December 10


	17
	December 10
	Final Exam

1.  Demonstration of an insurance billing cycle with completion of CMS-1500 forms for various insurance providers

2.  Comparison Chart
3.  Employment Presentation Packet
4.  Resume, Cover Letter, and Business Card
4.  Scan-tron test of CMS Mock Exam

5.  NHA Certified Medical Assistant Sample Test 
FINAL EXAM:  DECEMBER 10 – TIME: 7:30 PM 


COURSE GRADING

Course assignments are:


15 weekly assignments x 20 points each

=

300 points


2 quizzes x 20 points each


=

  40 points

Resume, Cover Letter & Business Card

=

  10 points


Insurance Comparison Chart


=

    5 points


Employment Presentation Packet

=

  10 points


CMS Mock Exam



=

   20 points


NHA Study Exam



=

    5 points


Final Exam – CMS-1500 Forms


=

  50 points


Total





=

440 points

Assignments:  A grading rubric will be provided with each assignment.

	440 - 396
	  A

	395 - 352
	  B

	351 - 308
	   C

	 307 - 264
	   D

	263 -
	   F


Extra Credit (maximum 30 points):

Extra Credit opportunities may arise throughout the semester; notification of these opportunities will be announced in class and then posted in the Assignments section of Blackboard.  Attending AAPC meetings will be an option for extra credit.  Service Learning is an option for extra credit.

Service Learning Information: 

This course has a Service Learning option.  Participation in Service Learning is voluntary but highly encouraged.  We will have a Service Learning presentation during class time to explain what is involved, and there are separate Service Learning handouts to guide you.

www.miracosta.edu/StudentServices/ServiceLearning/index.htm 
MiraCosta’s Service Learning Coordinator:  Carol Wilkinson, Office 3445/Student Center -             Monday-Friday: 8:00 am – 4:30 pm  Phone: 760-795-6616  cwilkinson@miracosta.edu 
Service Learning involves choosing a community organization that has agreed with MiraCosta College to accept student volunteers.  Hundreds of MiraCosta students have become Service Learners. Students have served at various local elementary schools, Boys' and Girls' Clubs, Women’s Resource Center, Oceanside Adult Day Center, Ivey Ranch Park, Head Start, Oceanside Public Library, Casa de Ampara, Camp Pendleton, and many other organizations. Service Learning provides a powerful way to apply what you learn in your course, perform needed and valuable tasks for a community organization, add practical experience to your resume, and it can help you transfer to a four year college. 

What's Involved?

1. Carol Wilkinson is our Service Learning Coordinator, and the Service Learning office is right outside of the east door of the Student Center.  

2. Carol maintains a list of organizations, Community Partners, that want MCC student volunteers, and she knows which organizations are good matches for medical careers.

3. The list is on the Service Learning web site. 

4. It's best to pick three organizations where you think it might be interesting to serve. We want you to find a good match for your course and for you as an individual. Carol, specifically, can help you with this. I can also provide guidance.

5. Once you choose a place, you need to call and make the contact with the volunteer coordinator, and you need to be persistent.

6. You arrange your hours for serving to fit your schedule.

7. There is official paper work involved, and all of it must be filled out and turned in to me or to Carol in the Service Learning office as soon as you begin serving. You can pick up the forms from Carol, from me, or you can use the Service Learning web site and print the forms. 

8. If you are required to do Service Learning for another class, we can negotiate the best way to make Service Learning work for more than one class. However, we need to do this outside of class time; in other words, let's talk during office hours.

9. Choose Service Learning because you want an alternative way to learn in college. 

Once you begin serving

1. Keep field notes. Guidelines will be provided.

2. Students will prepare a presentation for the class describing their volunteer performance.  This gives us the opportunity to share experiences and review field notes together in class.

3. Each student will also use their field notes as the foundation for their service learning paper, and rough drafts can also be shared in class.  A reflection paper is also required.

4. Extra credit will be assigned based on hours volunteered.  One credit will be awarded for each hour volunteered, with a maximum of 15 points for extra credit.
Incomplete Grade: 

Students seeking an “Incomplete” grade must consult with me in person no later than the week prior to finals.  Incompletes will only be considered for unforeseeable, emergency and justifiable reasons at the end of the term, and only upon agreement of clear conditions for completing coursework. Incompletes are rarely granted and only if the emergency or other justifiable reason occurs after the date for dropping the class.

Pass/No Pass Grading Option: 

You have the option to choose Credit/No Credit grading for this class.  If you choose this option, you must submit a Petition for Credit/No Credit to Admissions & Records by September 23, 2013.  This option for grading is nonreversible once selected.  The petition form is available online, or from Admissions & Records.  

CLASS RULES AND EXPECTATIONS

RULES

1.
Students are expected to demonstrate consistent participation in the classroom.  Students should be prepared to participate in discussions and activities assigned for the week.  

2.
Respect for other students both in discussion and online.  Cell phones are not to be used in the classroom and must be turned off.  No texting or reviewing messages.

3.
Homework assignments are to be submitted in class on the due date.  

4.
Students also should log into Blackboard a few times during the week to review announcements, lectures, assignments, class discussions, grades, and other important information shared on the site.

5.
Students should be aware of the Mira Costa plagiarism statement in the catalog.  A submitted assignment, which is determined to be the work of a person other than the student, will receive no credit.

 EXPECTATIONS


Students must show steady progress throughout the semester by completing course work as assigned in the syllabus.


All students must have the textbook and workbook and are expected to complete the assignments in these books.


Assignments are to be submitted as directed.  Students should contact the instructor to discuss a problem in submitting a course assignment BEFORE the due date.


Students will be dropped for lack of successful progress.  


All assignment due dates are clearly stated in each weekly assignment found in the Assignment folder in Blackboard.  


No late assignments will be accepted unless student has requested an extension for the assignment with the instructor BEFORE the due date as stated above.  If an assignment is not submitted by the end of the day on the due date and the student has not contacted the instructor to request an extension, a “0” will be entered in Blackboard for the assignment grade.  This policy will start in week 3 after enrollment has ended and late start students have had the opportunity to catch up.

Check email and Blackboard for course information.

COLLEGE POLICIES AND SERVICES

Important Dates:

Last day to add class

August 30
Last day to drop with no grade on permanent record

August 30
Last day to drop class and be eligible for refund

August 30
Last day to file for Pass/No Pass grading option

September 23
Last day to drop with “W”

November 15
Fall Semester Ends……………..………………………………………………………………………………………………..
December 10
Disability Accommodations:  Students with disabilities, whether physical, learning, or psychological, who believe that they may need accommodations in this class, are encouraged to contact Disabled Students Programs & Services as soon as possible to ensure that such accommodations are implemented in a timely manner.  Their phone number is 795-6658 and they are located in Building 3000-Student Services, Room 3009, adjacent to Parking lot 3C.  I want to be informed early in the semester so that any special learning needs can be appropriately met.

Library Resources:  The MiraCosta College faculty librarians assist students with questions, whether academic or personal.  Students may speak with librarians either one-on-one at the reference desk, through closed group workshops, individual appointments, or online.  I strongly urge you to take advantage of library resources.  More information may be obtained at their website www.miracosta.edu/library

Internet Access and Harassment:  This class is conducted in a computer classroom, where computers are connected to the internet at all times, and have the ability to cause damage to peripheral devices.  MiraCosta College supports academic honesty, consequently, there are no filters or other controls placed upon electronic content, either on the internet or otherwise.  While all attempts are made to keep students on task while in this class, it is impossible to monitor all computers at all times.  If you should find yourself subjected to harassment, either sexual or otherwise, you should inform your instructor at the first opportunity.

College Support Services:   The Tutoring and Academic Support Center (TASC) and the Writing Center (WC) assist students by providing individual and group tutorial learning sessions, and self-help materials.    Services are free and available to all students taking day and night courses at all MiraCosta College campuses.  I recommend that you take advantage of these academic support services.  For more specific information please contact 760 795-6682.

 Center for Career Studies and Services:  The Tutoring and Academic Support Center (TASC) and the Writing Center (WC) assist students by providing individual and group tutorial learning sessions, and self-help materials.  Services are free and available to all students taking day and night courses at all MiraCosta College campuses.  I recommend that you take advantage of these academic support services.  For more specific information please contact (760) 795-6682.

GETTING STARTED

Start-Up Checklist:

Login to Blackboard for all course information.

Read the entire syllabus before starting the assignments.


Read the Preface and Chapters 2 and 3 in the textbook. 

· Complete assignments for the week.

· Log on to the Cengage Brain website as noted in the textbook to access Student Resources.

WEEKLY SCHEDULE OF ASSIGNMENTS

All assignment details, submissions, and associated due dates are posted in the Assignment section of Blackboard.  

All assignments are to be submitted to the instructor in class or using the submission functionality in Blackboard.  If you are having difficulty or need assistance please contact the instructor for guidance.   The “How To” folder in Blackboard contains instructions on how to submit assignments, post to the discussion board, etc.
IMPORTANT NOTICE: This syllabus is subject to change at any time at the discretion of the instructor; notice will be given to the students through an announcement in class, by email, or with an announcement on the class Blackboard site.  
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