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Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services  Grade Level: High School & AA 
Course Title:  Keyboarding 1 Course#: Business 70 CBEDS#: 4610 TOPS# 120820 School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Keyboard by touch, using sound ergonomic techniques

· Keyboard alpha keys by touch

· Keyboard numeric and character keys by touch

· Key by touch during formal typing test which indicates the student’s words per minute
	Students will learn the alpha/numeric character keys of a computer keyboard, typing by touch, increasing speed and accuracy while implementing correct ergonomic theory.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: High School & AA 

Course Title:  Keyboarding 2 Course#: Business 71 CBEDS#: 4610  TOPS# 120820 School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Speed development of 25 wpm on three-minute writings
· Touch control of number and symbol keys including; Correct hand and finger position and eyes on copy, proper posture and rhythmic control

· Merges data and form letters for customized mailings, creates labels and lists, sorts, and selects data.
	Provides keyboarding instruction as a continuation of BUS 70. Develops speed and accuracy, and presents the numeric and symbol keys, formatting of business letters, and preparation of one-page reports. Builds speed and control on one-minute and three-minute writings. Uses keyboarding software


Industry Sector: Health Science And Medical Technology Career Pathway: Therapeutic Services  Grade Level: High School & AA  
Course Title:  Introduction To Word Processing Course#: Business 200a CBEDS#: 4603 TOPS#: 120820 

School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will identify and explain the five functions of a word processing system and compare the advantages and disadvantages of the categories of word processing systems on an instructor-prepared essay/objective examination.
· Student will produce office documents exhibiting basic proficiency in text formatting which include selection techniques, undo/redo, apply font formats, styles and sizes, character effects such as subscript/superscript, automatic copying of formatting and inserting codes for symbols, date, time, and page breaks.
· Student will demonstrate proficiency in organizing data by producing tables in a variety of formats: create and format revise tables, modify table structures, rotate texts, add borders and shadings. 
· Student will produce documents that include pictures and charts, drawings, and ornate text.
	Designed to prepare students for entry-level positions in today’s modern electronic office, as well as to prepare students for the introductory level of Microsoft Office Specialist certification


Industry Sector: Health Science And Medical Technology Career Pathway: Therapeutic Services  Grade Level: AA 

Course Title:  Microsoft Word- Advanced Course#: Business 200b TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will demonstrate knowledge of advanced word processing skills by completing hands-on tests covering macros, merge/sort, worksheets, tables, linking, advanced formatting, and publishing techniques.
· Student will produce documents that show mastery of advanced document-level formatting techniques in which he/she will create watermarks, balance column lengths, create and modify page borders, create and edit styles, format first page, use bookmarks, use advanced replace feature for formatting, and nonprinting elements.
· Student will produce an accurate mail merge for mass mailing, labels, and envelopes create data source, sort records, and merge documents; merge data using alternative data sources.
· Student will demonstrate knowledge of modern intra-office networking by collaborating with workgroups to produce a final project in which he/she will create and format tables, insert columns, protect documents, track changes and versions of documents, set default files for work-group templates, and create "round trip" documents from HTML.
	Designed to prepare students for advanced applications required in today’s modern electronic office. Includes worksheets, tables, mail merge, macros, and work group collaboration. Prepares students for the Microsoft Office Specialist Expert certification examination.


Industry Sector: Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title:  Business Math Course#: Business 183 TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will identify and apply whole numbers, decimals, fractions, and percents, changing from one form to another as required
· Student will identify and calculate the gross and net pay for a person receiving a wage, salary, piece rate, commission, or any combination of these, considering overtime, federal income tax, FICA, and voluntary deductions.
· Student will calculate and apply simple and compound interest, the value of promissory notes, discounts on purchases, and determine present and future value of annuities, sinking funds, and stocks and bonds.
· Student will calculate and apply the cost of home ownership with various types of mortgages including life, fire, and related insurance instruments.
	Studies the fundamental mathematical operations and their application to business problems. Includes payroll, pricing, interest and discount, commission, taxes, and other pertinent uses of mathematics in the field of business


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: High School & AA 
Course Title:  Medical Coding 1 (ROP) Course#: MedOp 21 CBEDS#: 4276  TOPS#: 120820 School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will learn and understand the purpose and format of the Current Procedural Terminology (CPT) manual.

· Students will comprehend and utilize procedural coding Guidelines to analyze and abstract medical data in order to accurately sequence and assign procedural codes from a variety of medical sources.

· Students will recognize the content of medical records and legal representation documentation.

· Students will learn to identify types of common health plans and recognize differences in regulations affecting reimbursement.
	This course covers entry-level training in medical coding. Students will develop a basic understanding of Current Procedural Terminology (CPT), International Classification of Diseases (ICD-9-CM) Volumes 1 and II, HealthCare Finance Admin (HCFA), and HealthCare Common Procedure Coding System (HCPCS) as they are used in medical claims processing and records management.


Industry Sector: Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title:  Medical Coding II  Course#: MedOp 22 TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will identify and calculate proper reimbursement based on a patient's medical record using the Diagnostic Related Group (DRG) Medicare inpatient reimbursement system
· Student will analyze denied Current Procedural Terminology (CPT), ICD-9-CM, and Healthcare Common Procedure Coding System (HCPCS) codes and apply the correct codes to establish medical necessity for reimbursement.
· Student will perform advanced coding abstraction problems using CPT, ICD-9-CM, and HCPCS coding references.
	Covers entry-level training in medical coding. Develops an understanding of Current Procedural Terminology (CPT), International Classification of Diseases (ICD-9-CM) Volumes I and II, and HCFA Common Procedural Coding System (HCPCS) as they are used in medical claims processing and records management


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: High School & AA 

Course Title:  Medical Insurance I   Course#:  MedOp 41A CBEDS#: 4276   TOPS#: 120820 School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will demonstrate and apply the coding procedures required in health insurance claims completion and submittal.
· Student will identify and define legal and ethical considerations pertaining to medical records and insurance claims.
· Student will identify and describe standard insurance programs such as Medicare, Medi-Cal, Worker's Compensation, Health Maintenance Organizations (HMOs), and (Preferred Provider Organizations (PPOs), and private health plans.
· Student will demonstrate and apply skill in coding using Current Procedural Terminology.
	Introduces principles of medical records documentation, medical insurance practices, and plans. Provides practical experience in completion of universal claims forms and basic instruction in diagnostic and procedural coding.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title:  Medical Insurance II   Course#:  MedOp 41B TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will code a list of various types of medical procedures and services using the Current Procedural Terminology (CPT) coding system. 
· Student will code a variety of medical diagnoses using Volumes I and II of the International Classification of Diseases, 9th Revision, Clinical Modification (ICD-9CM).
· Student will generate and process Optical Character Recognition (OCR) claim forms suitable for submission to the insurance company given the patient's medical record, ledger card, and blank insurance form.
· Student will demonstrate ability to prepare a Health Care Finance Administration (HCFA) 1500 claims form using a medical record and ledger card, including information for Medicare, Medicaid, Tricare and Workers Compensation.
	Prepares students for positions in physicians' offices, insurance billing departments, hospitals, and clinics. Emphasizes healthcare claims coding, processing, monitoring, and appeals as well as interpretation and processing of Explanation of Benefits (EOB). Focuses on the International Classification of Diseases Clinical Modifications (ICD-CM) and the Diagnostic Procedural Terminology (DPT) coding systems.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title:  Body Basics for Medical Office Personnel   Course#:  MedOp 133 TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will define and give examples of each area of study: basic body structure and function.
· Student will describe and label on a chart the organ systems of the human body.
· Student will describe and explain basic blood flow and its effects on major organs of the human body.
	Emphasizes basic human body structure and function as required of medical office personnel. (This course does not meet the general education natural science requirement for the associate's degree or biology requirements for the biology and allied health programs.)


Industry Sector: Health Science And Medical Technology Career Pathway: Therapeutic Services  Grade Level: High School & AA 
Course Title:  Medical Terminology      Course#: MedOp 230   CBEDS#: 4225 TOPS#: 120820 School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Understand various medical specialties and recognize the practitioner of that specialty.

· Understand the use of standard abbreviations common to medical writing and speech.

· Understand the basic functioning of all body systems

· Understand legal, ethical, and confidential issues of healthcare field.

· Understand drug classifications, prescriptions, and basic methods of drug administration
	This course provides terminology training for occupations in healthcare careers. Instruction covers the following areas; medical terminology, basic anatomy and physiology of all body systems, related abbreviations, safety issues, drugs and prescriptions.


Industry Sector: Health Science And Medical Technology Career Pathway: Therapeutic Services  Grade Level: High School & AA 

Course Title:  Medical Office Procedures Course#: MedOp 231   CBEDS#: 4276  TOPS#: 120820 School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will learn to prepare and maintain patient charts, and alphabetically and numerically file medical records and reports

· Student will demonstrate duties required at a reception desk including; scheduling appointments, answering telephones, screening calls, recording messages, patient registration, and documenting and correction of information in the medical record.

· Student will demonstrate an understanding of Universal Precautions and proper disposal of biohazard waste.

· Demonstrate and understanding of HIPAA regulations.

· Recognize the symbols and abbreviations used in prescriptions

· Participate in job search and actual interviews with prospective employers
	This course prepares students for entry-level positions in a variety of health care settings including physicians’ office, clinics, laboratories, hospitals, and health insurance companies. Instruction is provided in job search strategies, resume preparation and interviewing techniques.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services   Grade Level: High School & AA 

Course Title:  Medical Assistant Clinical      Course#: MedOp 234   CBEDS#: 4242  TOPS: 120820 School: SUHSD & Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will conduct patient interviews and assist physician with examinations and procedures.
· Student will explain and demonstrate how to take and record vital signs.
· Student will identify and explain basic pharmacology terms and concepts related to the job of the clinical assistant.
· Student will perform common laboratory functions including hematology testing as required in a medical clinical setting.
· Student will identify and utilize appropriate methods of medical documentation.
	This course provides entry-level training for employment at a healthcare facility as a multi-skilled member of a healthcare team. Students receive hands on training on taking temperature, pulse, respiration, blood pressure and injections. Instruction includes medical ethics, interpersonal multicultural communication skills, occupational safety, medical terminology, basic anatomy, pharmacology, and assisting in minor surgery. This course prepares students to take the California Certifying Board for Medical Assistant (CCBMA) and the American Association of Medical Assistant (AAMA) exams.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services  Grade Level: High School 

Course Title:  Healthcare Essentials   Course#: 2641   CBEDS#: 4225   School: SUHSD  
	Critical Competencies/Skills/Concepts
	Course Description

	· Demonstrates knowledge of Health Care Practices, philosophies, technologies and the integration of delivery systems

· Demonstrates a basic understanding between microorganisms and disease

· Demonstrates knowledge of OSHA regulations which are mandated for the employer and the employees in the healthcare setting

· Demonstrates knowledge of commonly used medical terminology and abbreviations

· Attains awareness of advanced careers and educational opportunities in Health Care.
	This course provides entry level training consisting of modules covering Strategies for Success, Medical Terminology, Interpersonal Dynamics, Computer Literacy, Socio-economics, Safety and Health Maintenance, Body Structure and Function, Growth and Development, Ethical and Legal Responsibilities and Employment Literacy. Basic Skills testing will be done at the first class meeting. Approximately 100 hours are needed to complete this course.


Industry Sector: Health Science And Medical Technology Career Pathway: Therapeutic Services   Grade Level: HS & Certificate 

Course Title:  Certified Nursing Assistant/Laboratory      Course#:1645   CBEDS#: 4280   TOPS#: 120820 

School: SUHSD& Southwestern College  

	Critical Competencies/Skills/Concepts
	Course Description

	· Student will identify and discuss state and federal codes regulating healthcare facilities, as well as, CNA scope of practice.
· Student will describe and illustrate how to provide personal care to a resident which includes bathing, dressing, and grooming.
· Student will record and interpret intake and output measures, as well as, describe collection of laboratory specimens.
· Student will distinguish, demonstrate, and interpret a resident's vital signs.
· Student will identify and describe the varied types of special needs residents, as well as, the common illnesses associated with these problems.
· Student will describe the various stages of dying, patient behaviors, family management, and the CNA role with the dying patient.
	This course provides entry-level training leading to State of California certification as a nurse assistant. Instruction covers basic nursing skills, medical terminology, basic anatomy and physiology, ethics and safety in hospital and home settings. A minimum of 175 hours are required for completion. This includes 75 classroom/theory hours and 100 clinical hours of experience. Upon successful completion, students qualify to take the state written and clinical certification examinations.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title:  Communication in Business and Industry Course#: Business 211 TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will demonstrate and apply Maslow's need hierarchy, and McGregor's communication theories, interpersonal hierarchy of communication levels, and language and culture.
· Student will compose and produce business documents which include emails, business letters, memos, and a report incorporating principles of business writing.
· Student will compose and prepare a critical review of business-related articles and lead a discussion based on the article.
· Student will compose and prepare letters, memos, emails, and a short report applying correct business writing techniques.
	Includes the principles of writing through writing basic business letters, memos, effective email messages, and a short report. Emphasizes effective oral communication by participating in oral presentations and class discussions.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 

Course Title:  Project Management Course#: Business 239 TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will identify and describe characteristics and components of project management.
· Student will identify and explain components of project time and cost management.
· Student will discover and express components of human resource project management.
· Student will identify and describe the characteristics of the components of communications project management.
	Trains students to successfully manage projects working alone or with a team---an essential skill in today's job market and often the impetus for job promotions.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 

Course Title: Microsoft Outlook Course#: Business 240 TOPS#:  120820  School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will demonstrate ability to communicate within an office environment with fully utilizing the primary aspects of Microsoft Outlook.
· Student will use the online calendar to create a typical office schedule for a week, a month, and a year.
· Student will manage a list of contacts to and send them information, record their activities in the journal, and arrange contacts by category.
· Student will demonstrate the integration of automated office applications by creating a word processing document and a spreadsheet from within Outlook.
	Introduction to the concepts of office automation in today's modern office as it relates to communication, computers, and networks. Includes email with various attachments, online calendar, messaging, faxing, and contacts. Prepares students for the Microsoft Office Specialist Proficiency certificate in Microsoft Outlook.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title: Work Experience in Business Course#: Business 290-293 CBEDS#: N/A  School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will identify and explain work objectives that meet the approval of both the instructor and employer and create a work contract. 
· Student will prepare an effective resume, cover letter, and professional portfolio, incorporating education and work experience along with the other qualifications for entry-level employment in the career field.
· Student will perform the work objectives listed on the work contract as evaluated by the instructor and his/her employer/supervisor.
	Applies principles and skills acquired in business occupational majors to on-the-job assignments. In addition to the one unit weekly class activity, one unit of credit is granted for each 60 hours of volunteer or 75 hours of paid work activity. The job supervisor and the instructor will evaluate each student's job performance.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title: Software Technology for the Workplace Course#: CIS 92 TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will define hardware terminology and demonstrate use of hardware that is part of a basic computer system.
· Student will use basic Microsoft Office commands to perform the basic file management activities of creating, saving, deleting, printing, and closing documents.
· Student will design and create a spreadsheet using Microsoft Excel.
· Student will create, enter records, edit records, and print a database using Microsoft Access for Microsoft Office.
· Student will design and create PowerPoint presentations with graphics, animations, and transitions.
	Provides instruction in basic microcomputer applications using Microsoft Office Suite: Microsoft Word, Excel, PowerPoint, and Access.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title: Intro to Computers and Information Processing Course#: CIS 101 TOPS#: 120820  School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will identify and describe terms related to computer hardware and software.
· Student will design and code simple business programs, in the BASIC language, using top-down design and employing object oriented programming techniques.
· Student will demonstrate proficiency in the use of word processing and database software.
· Student will demonstrate proficiency in the use of Internet browser, presentation graphics, and desktop information management software.
	Covers the application of computerized systems in business organizations, including basic concepts of computer organization, data processing systems, decision support systems, and systems analysis. Emphasizes solving business problems through the use of spreadsheet software as well as hands-on introduction to operating system, Internet browser, word processing, database management, presentation graphics, desktop information management, and BASIC programming software.


Industry Sector:  Health Science And Medical Technology Career Pathway: Therapeutic Services Grade Level: AA 
Course Title: Business Presentation Skills Course#: LDR 148 TOPS#: 120820 School: Southwestern College   
	Critical Competencies/Skills/Concepts
	Course Description

	· Student will prepare and deliver presentations on business-related topics.
· Student will participate with a group in developing a powerful presentation or panel discussion.
· Student will role play a job interview and critique interview results.
· Student will identify and critique his/her strengths and weaknesses in making presentations and develop a plan for improvement of weaknesses.
	Introduces oral and written presentation styles and techniques utilized in business settings such as job interviews, meetings, panel discussions, presentations, and seminars. Develops techniques and methods to create powerful and effective presentations to an individual, group, and/or panel.
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		CTE PROGRAM OF STUDY										Industry Sector:				Health Science and Medical Technology

												Career Pathway:				Therapeutic Services

												Sub Pathway:				Medical Assistant: Administrative

		Levels		Grade		ELA		Math		Science		Social Science		CTE Courses				Other Required Courses		Other Recommended Courses		Sample Occupations Related to this pathway

		SECONDARY		7		Eng. 7		Pre-Algebra		World History		Health		Career Exploration				Foreign Language				Occupations requiring a high school diploma or equivalent

				8		Eng. 8		Algebra		US History		Phy. Science

				9																		Certified Nursing Assistant

																						Physical Therapist Aide

																						Electrocardiograph Technician

																						Pharmacy Aide

																						Medical Assistant/ Admin. & Clinical

														Assessments, advising or additional preparation								Occupations requiring some post secondary

				10										Health Care Essentials						^Business and Computer Applications I

																						Medical Transcriptionist

																						Medical Coders

																						Home Health Aide

														Assessments, advising or additional preparation								Medical Secretary

				11												MedOp 230: Medical Terminology #				^Business and Computer Applications II		Emergency Medical Technician

																				^ Recommended Preparation		Occupations requiring 2 year degree

														Assessments, advising or additional preparation								Licensed Vocational Nurse

																						Medical/Clinical Laboratory Technician

				12												MedOp 231: Medical Office Procedures #				ROP: Nurse Assistant		Medical Records & Health Information Technician

																MedOp 21: Medical Coding #						Phlebotomist

																						Occupations requiring a BA / BS degree

														Assessments, advising or additional preparation

						Articulated dual credit courses must be taken and moved to the secondary level for credit purposes																Nurse Practitionner

		POST SECONDARY				Minimum Academic Requirements for AA Degree								CTE Sequence- First Semester				CTE Sequence - Second Semester				Physician Assistant

																						Health Educator

				13		Semester Units- Min per Area								BUS 200a: Microsoft Word beg. (2.5)				BUS 200b: Microsoft Word adv. (2.5)				Occupational Therapist

						Language and Analytical Thinking  - 6 units								BUS 183: Business Math (3)								Physical Therapist

						Natural Science - 3 units								CIS 92 Software Technologies OR				MedOp 21: Medical Coding I (3)

						Humanities - 6 units								CIS 101: Intro to Computers (3-4)				MedOP 231: Medical Office Procedures (4)

						Social, Politcal and Economic Institutions - 6 units								MedOp 230: Medical Terminology** (3)								Industry recognized certifications, licenses, credentials/apprenticeships related to this pathway

						Graduation and Proficiency Requirements												* BUS 210 or ENG 71  is a pre-requisites for BUS 211 course

														CTE Sequence Third Semester				CTE Sequence Fourth Semester

				14										Bus 239: Project Management (3)				Bus 240:Microsoft Outlook (2.5)

																		BUS 290-293: Work Experience (2-4 units)				1.Certified Nursing Assistant (CNA)

														MedOp 22: Medical Coding II (2.5)				MedOp 41b: Medical Insurance II (2)				2. California Certifying board for Medical Assistant (CCMA)

						* *Bilingual Section available								MedOp 41a: Medical Insurance (2)				MedOp 133: Body Basics for Medical Personal (3)				3. American Association of Medical Assistant (AAMA)

																						4.National Certified Coding Associate (CCA)

																						5. Registered Nurse State Board Certification (RN)

				15		Suggested Majors:						Bachelor Degree in Nursing										6. Certified Phlebotomist Technician(CPT)

												Physician Assistant

				16								Health Care Administration



&RDraft  3/30/09



Sheet3

		






