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Survey of medical insurance including the life cycle of various claim forms, terminology, litigation, patient relations, and ethical issues. Provides practical medical insurance billing and the linkage of coding systems to submit claims for reimbursement.
COURSE OBJECTIVE: 

This course illustrates the linkage of coding systems (ICD, CPT, HCPCS and DSM) to medical insurance billing, using medical software, to provide successful and accurate submission of insurance claims for reimbursement.
LEARNING OUTCOMES / GOALS: 
Upon completion of this program the student will be able to successfully:

· Describe the purpose of medical practice accounting.
· Describe the techniques of entering patient demographic and insurance information using medical software.
· Apply ICD and CPT codes to develop insurance claim forms.
· Discuss how to file commercial and government claims.
· Process paper and electronic claims for submission to insurance companies.
PREREQUISITES:

Medical Terminology and Medical  Office Procedures 

REQUIRED TEXTBOOK:
Computers in the Medical Office 8th edition, Susan Sanderson, ISBN# 9780073402130 
COURSE REQUIREMENTS AND EXPECTATIONS

A.
Attendance Policy
Regular and punctual attendance is required.  Class roll will be taken. Absences must be explained to the instructor on the day of the absence by telephone or personal visit. If an absence is anticipated, the student is to make a scheduling arrangement in advance with the instructor.  A student who is fifteen (15) minutes late is considered TARDY. In order to receive CEUs and a Certificate of Completion, a minimum of 80% attendance is required (this is not more than 3 days missed).
B.  Dress Code
Students will be expected to attend class clean and neatly dressed to present a professional appearance.

C.   Cell Phones and Pagers

       Cell phones and pagers are very disruptive to class.  They must be turned off or set to mute while    in the classroom or student laboratory.

D.    Behavior

Disruptive behavior or any behavior that interferes with any educational activity being performed by the instructor will not be allowed. Additionally, no student may interfere with his/her fellow students’ right to pursue their academic goals to the fullest in an atmosphere appropriate to a community of scholars.  
STUDENT EVALUATION/ GRADE:
This course is nonacademic.  You will either pass the course (complete) or not pass (incomplete).   To determine completion of the course, the instructor will assign grades for all exams, and assignments.  The student must average 70% on exams and assignments, and attend at least 80% of scheduled class time to receive a grade of pass (Complete).
WITHDRAWAL AND REFUND POLICY:


For continuing education courses fewer than 360 contract hours, full refund will be made if a student withdraws prior to the first class date, or in the case of college error or class cancellation.
Refunds are processed as soon as possible. They are generally mailed four to six weeks following the last day to apply for a refund. 

Any refund mailed to the name and address on record is considered delivered. The Stop Payment Fee to reissue a refund check mailed to an incorrect address is $20. Tuition and fees paid directly to the institution by sponsor, grants, loans, donor, or scholarship shall be refunded to the source rather than directly to the student. Fees paid by other third parties, such as friends or relatives will be refunded directly to the student. 
DISABILITY SERVICES:

Any student with a documented disability (e.g. physical, learning, psychiatric, vision, hearing, etc.) who needs to arrange reasonable accommodations must contact the Disability Services Office at the respective college at the beginning of each semester. Instructors are authorized to provide only the accommodations requested by the Disability Support Services Office.  The School of Continuing Education Disability Services Office phone number is 713-718-6164.

ADDITIONAL LEARNING OPPORTUNITIES

This course complies with these goals in the following manner:

· Opportunities for Student-Faculty Interaction.  Students are encouraged to ask questions during the didactic portion of the course and request clarification and guidance while in the student laboratory.  Additionally, students may schedule individual conferences with the instructor as needed.

· Opportunities for Career Exploration.  Career and employment opportunities for students are discussed in the didactic portion of the course.  Other learning opportunities are explored by discovering the students’ interest and explaining the various disciplines offered at HCC.  

· Opportunities for Supplemental Instruction.  Students are informed of various books, publications, videos, and software found in the Department and Technical Library, which relate to this field.   Outside assignments are given to enhance learning.  One-on-one tutoring sessions are available by appointment.
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