Certificate of Achievement
Medical Office Clinical and Administrative Professional

Criteria A. Appropriateness to Mission
1.  Program Goals and Objectives

The Medical Office Clinical and Administrative Professional, also known as a Front and Back Office Medical Assistant, is an integral part of the healthcare/medical team, thus the job demands the same high caliber of ethics, attitude and performance that the public has come to expect of the healthcare/medical profession.  Opportunities are many and varied, depending upon such factors as personality, experience and education.  Medical Assistant may become managers of clinics or group practices as well as assist in the physician’s office, clinic or hospital.
Learning Objectives:
1. Accurately and safely perform medical assisting tasks and procedures.

2. Perform receptionist and administrative medical facility duties

3. Interact professionally and ethically with patients and medical facility personnel, working within the medical assistant scope of practice.
Student Selection and Fees: Admission to the Medial Office Clinical and Administrative Professional program requires a separate and additional process to the general college admission. Security screening of approximately $88 in addition to the standard college fees. The information and application form is available through the Nursing and Allied Health Department.  
Security Screening:  To comply with state and local regulations for health care providers, student participating in clinicals/externships through the MiraCosta Medical Office Clinical and Administrative Professional program are required to meet vaccination and drug testing requirements and provide documentation to the Nursing and Allied Health Department prior to being placed at a clinical/externship site.  Students are also required to complete criminal background checks and will be required to undergo fingerprinting.
2.  Catalog Description

The Medical Office Clinical and Administrative Professional certificate of achievement is designed to prepare students to prepare for careers in medical assisting. Students completing the Medical Office Clinical and Administrative Professional Certificate of Achievement will also meet the requirements to test for the State of California Certification of Medical Assistants. Students will attain the necessary competencies to function as a Medical Assistant working both the administrative and clinical components. An internship in a medical office/clinical combining the skill set of administrative and clinical experience helps to prepare the student with the experience necessary to enter the workforce. M
3.  Program Requirements
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	Required
	Dept. Name/#
	Name
	Units
	Sequence

	(
	NURS 155
	*Basic Medical Terminology
	3
	Prerequisite

	(
	NURS 151
	*Body Systems Survey for Health Professionals
	3
	Prerequisite



	
	
	
	
	

	(
	MAP 50
	Introduction to Medical Administrative Careers

(formerly MAP100)
	3
	Fall/Spring

	(
	MAP  56
	Introduction of Patient Advocacy

(formerly MAP 150)
	3
	Fall/Spring

	(
	MAP 54
	HIPPA Compliance

(formerly MAP 102)
	1
	Fall/Spring

	(
	MAP 70
	Blood borne and Airborne Pathogen Standards (formerly MAP 153)
	1
	Fall/Spring

	
	NURS 153
	Pathophysiology for Health Professions
	3
	Fall/Spring

	(
	MAP 80
	Medical Assistant Clinical Back Office I (formerly MAP 152)
	3
	Fall/Spring

	
	
	
	14 Units
	

	(
	MAP 60
	Introduction to the Electronic Health Record (formerly MAP 110)
	3
	Fall/Spring

	(
	MAP 62
	Medical Coding

(formerly MAP 104)
	3
	Fall/Spring

	(
	MAP 64
	Medical Insurance and Billing

(formerly MAP 105)
	3
	Fall/Spring

	(
	MAP 82
	Medical Assistant—Clinical Back Office II (formerly MAP 154)
	3
	Fall/Spring

	(
	MAP 90 
	Medical Assistant Clinical Preceptorship (formerly MAP 160)
	4
	Fall/Spring

	
	
	
	16 Units
	


TOTAL UNITS:  

30    
4.  Master Planning

This program is consistent with the college’s master plan, and is not considered a substantial change by the college’s accrediting agency, Accrediting Commission for Community and Junior Colleges (ACCJC).

Health Care Reform has brought about many changes in the delivery of healthcare including the emphasis on ambulatory care, increased technology, increased knowledge of health and illness, health care funding, and the aging population. All of these factors have been influential in the expansion of the medical assistant role in health care. The medical assistant is expected to possess greater skills and flexibility of roles.  In some areas there is a specialization of roles, such as the medical billing specialist, medical records technician, and administrative or clinical roles.  In a job analysis using the DACUM process by supported by Carl D. Perkins Vocational and Technical Education Act of 1998 (VTEA), Title 1, Part B funds found that a wide range of skills and abroad understanding of ambulatory medical care are required to function effectively.  
5.  Enrollment and Completer Projections

This is a new program. This program primarily utilizes courses already taught at the college from the Nursing and Allied Health Department, 
	Course #
	Course Name
	2017-18

Annual#

Sections
	2017-18

Annual

Enrollment
	2018-19

Annual #

Sections
	2018-19

Annual

Enrollment

	MAP 50
	Introduction to Medical Administrative Careers (formerly MAP100)
	2
	48
	2
	48

	NURS 155
	*Basic Medical Terminology
	6
	135
	6
	135

	MAP  62
	Medical Coding (formerly MAP 104)
	2
	48
	2
	48

	MAP  64
	Medical Insurance and Billing

(formerly MAP 105)
	2
	48
	2
	48

	MAP 60
	Introduction to the Electronic Health Record  (formerly MAP 110)
	2
	48
	2
	48

	MAP 54
	HIPPA Compliance (formerly MAP 102)
	2
	48
	2
	48

	NURS 151
	*Body Systems Survey for Health Professionals
	6
	135
	6
	135

	MAP  56
	Introduction of Patient Advocacy

(formerly MAP 150)
	2
	48
	2
	48


6.  Place of Program in Curriculum/Similar Programs

This is a program that is designed to enhance the existing Medical Assisting Program.  The Medical Office Clinical and Administrative Professional carries the most responsibility in the medical office environment. Offering this additional certificate of achievement will allow students to pursue additional high demand and high wage careers. 
7.  Similar Programs at Other Colleges in Service Area

No impact determined after review and approval by the Region 10 occupational deans that include the deans of San Diego Miramar College, Palomar College, Cuyamaca College and Southwestern College. Southwestern College and Cuyamaca College have related programs. The certificate was approved by the Region 10 Occupational Deans at their October 13, 2017 meeting.

ADDITIONAL SUPPORTING DOCUMENTATION – CTE 

1.  Labor Market Information and Analysis
Currently, there are two occupations in the standard occupational classification (SOC) system related to this certificate of achievement.
Medical Assistants (SOC 31-9092): Perform administrative and certain clinical duties under the direction of a physician. Administrative duties may include scheduling appointments, maintaining medical records, billing, and coding information for insurance purposes. Clinical duties may include taking and recording vital signs and medical histories, preparing patients for examination, drawing blood, and administering medications as directed by physician. Sample reported job titles include:

	· Chiropractor Assistant

· Certified Medical Assistant

· Medical Office Assistant

· Registered Medical Assistant
	· Optometric Assistant

· Ophthalmic Technician

· Doctor's Assistant

· Clinical Assistant


Between 2018 and 2023, Medical Assistants are projected to increase by 1,505 jobs or 17 percent (Exhibit 1). Employers in San Diego County will need to hire 1,292 workers annually to fill new jobs and backfill jobs due to attrition such as retirement or turnover.
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Job Postings

Between 2010 and 2018, there was an average of 745 online job postings per year for Medical Assistants (Exhibit 2).
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Medical Secretaries (SOC 43-6013): Perform secretarial duties using specific knowledge of medical terminology and hospital, clinic, or laboratory procedures. Duties may include scheduling appointments, billing patients, and compiling and recording medical charts, reports, and correspondence. Sample reported job titles include:

	· Medical Office Specialist

· Unit Secretary

· Unit Clerk

· Scheduler

· Receptionist
	· Medical Receptionist

· Front Office Coordinator

· Administrative Assistant

· Ward Clerk


Between 2018 and 2023, Medical Secretaries are projected to increase by 1,039 jobs or 14 percent (Exhibit 1). Employers in San Diego County will need to hire 1,074 workers annually to fill new jobs and backfill jobs due to attrition such as retirement or turnover.[image: image3.jpg]9,000
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Job Postings 

Between 2010 and 2018, there was an average of 611 online job postings per year for Medical Secretaries (Exhibit 2).
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1,352
2010
2011
2012
2013
2014
2015
2016
2017
2018
2.  Advisory Board Recommendation

Advisory Board meeting held on 5/4/2018 approved creation of this program.  Minutes included as attachment with submission to CCCCO.  

3.  Regional Consortia Meeting Approval Minutes

Regional Consortia meeting held on 10/13/2017 approved creation of this program.  Minutes included as attachment with submission to CCCCO.
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