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WASHTENAW COMMUNITY COLLEGE 
PROGRAM CHANGE OR DISCONTINUATION FORM 

Program Code: 
€'fl'tlh& LltV\05 

Program Name: Medical Office Assistant (LA i nt Ctt. I J Effective Term: Fall2012 

Division Code: Department: Business Office Systems 
BCT 

Directions: 

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. 

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on 
a separate sheet. 

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding 
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but 
should be submitted at the same time as thep_rogram chang_e form. 

Requested Changes: 

0Review 
IZJRemove course(s): BOS 101C. BOS 157. BOS 210 
IZJAdd course(s): BIO 109. CMC116. CMA 121. CMA 230, 
CMA 290, CMA 299 
0Program tide (tide was __ ) 
IZJDescription 
0Type of award 
0Advisors 
0Articulation information 

Rationale for proposed changes or discontinuation: 

0Program admission requirements 
0Continuing eligibility requirements 
IZJ Program outcomes 
IZJAccreditation information 
0Discontinuation (attach program discontinu~tion 

plan that includes transition of students and timetable 
for phasing out courses) 

00ther ___________ _ 

The current Medical Office Assistant program does not include the clinical instruction students now need for 
certification as a Medical Office Assistant. The program is being revised to include direct patient care. Once the 
revision is completed, WCC will apply for accreditation to the Commission on Accreditation of Allied Health 
Education Programs (www.caahep.org) upon the recommendation of the Medical Assisting Education Review 
Board (MAERB) so that studenfmay sit for the American Association of Medical Assistants (AAMA) exam. The 
AAMA exam is required by most employers in the area for medical assistants. 

This ro am will be offered in a full-time format. Part-time o tions will be develo ed for future academic ears. 

Financial/ staffing/ equipment/ space implications: 

One full-time program director is required to comply with the MAERB accreditation requirements. One part-time practicum 
coordinator is recommended to develop, coordinate and oversee practicum experiences. 

A location has been suggested for renovation to provide appropriate lab space for these courses. This space will be available 
to other areas for · 

START-UP COSTS ONGOING COSTS 

$87,500 $ 90,000/yr. 

facilities maintenance 

j,.. . /P!],jLd ..;Jj.;:z. I;;_ '7' ._/ 
'( V Office of Curriculum & Assessment http://www.wccnet.edu/departments/currlculum 



List departments that have been consulted regarding their use of this program. 

This program has been collaboratively developed by the Business and Computer Technologies Division and the Math, 
Science and Health Division. 

Si natures: 
Reviewer Print Name 

Initiator Neil Gudsen 

Department Chair Joyce Jenkins 

Jtgrn'Ve~rfo ~ \c.r 

Division Dean/ Administrator Marty Showalter 

Rosema Wilson 

Vice President for Instruction Stuart Blacklaw 

ni~,a~i!'BIUlheJ!· !.;··.• ! 
1'''i''''• ,, •·t:&A Databalll! . ...,··.-,.""'f~.,..-~ 

Please submit completed form to the Office of Curriculum and As 
posting on the website. 

Office of Curriculum & Assessment http:/lwww.wccnet.edu/departments/currlculum 



. . M Washtenaw Commumty College Office of Curriculum and Assessment 

Program Information Report 

School of Business and Entrepreneurial Studies 
Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level 
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own, 
these programs can provide the foundation for success. 

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their 
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates 
generally prepare students for entry-level jobs. 

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these 
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to 
upgrade their positions at their places of employment. 

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a 
certificate, an advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours 
from the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree. 

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate (if one exists) and 
General Education requirements. 

Business Office S stems 
Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these 
programs can help you achieve your goals. 

Medical Office Assistant (Clinical} (CTMOS} 
Certificate 
Program Effective Term: Fall 2012 

This program prepares the student for entry-level positions in doctors' offices, clinics, hospitals, pharmaceutical or insurance 
companies, or public health facilities where health information is prepared, analyzed, and retrieved. The student learns to perform 
receptionist duties, prepare charts and reports, schedule and bill patients, code and submit bills to insurance companies, and perform 
some patient-care duties such as taking vital signs and performing medical procedures. This certificate is not an AAMA certification 
preparation program. 

Note: Students who complete this revised program prior to accreditation will be grandfathered in and allowed to sit for the 
certification exam. 

BIO 109 or 
BIO 111 
BOS 223 
BOS 235 
HSC 101 
HSC 115 

BOS 224 
BOS 265 
HSC 131 or 

CMC 116 
CMC 121 
CMC 230 

CMC 290 
CMC 299 

Essentials of Human Anatomy and Physiology 
Anatomy and Physiology - Normal Structure and Function 
Medical Office Procedures 
Medical Office Communication 
Healthcare Terminology 
Clinical and Lab Procedures for Office Assistants 

Medical Office Insurance and Billing 
Medical Computer Skills and Electronic Health Records 
CPR/AED for the Professional Rescuer and First Aid 
Valid Red Cross CPR card is required before clinical experience 
Clinical Application Skills 
Human Disease and Pharmacology 
Bench Test and Laboratory Procedures 

Clinical Experience Seminar 
Clinical Experience 

Minimum Credits Required for the Program: 
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· Medical Office Assistant (CTMAS) Certificate 

Description: 
This program prepares the student for entry-level positions in doctors' offices, clinics, hospitals, 
pharmaceutical or insurance companies, or public health facilities where health information is 
prepared, analyzed, and retrieved. The student learns to perform receptionist duties, prepare charts 
and reports, schedule and bill patients, code and submit bills to insurance companies, and perform 
patient-care duties such as sterilizing instruments, taking vital signs and performing medical 
procedures. This certificate is not an AAMA certification preparation program. 

[Note: the program can not refer to AAMA certification until fully accredited. Students who 
complete the revised program prior to accreditation will be grandfathered in and allowed to sit for 
the certification exam.] 

Contact Information: 
Division: Business and Computer Technologies, Math, Science and Health Division 
School: School of Business and Entrepreneurial Studies, School ofNursing and Health Sciences 
Department: Business Office Systems Dept., Nursing and Health Science 
Advisors: TBD 

Fall Semester 

HSC 101 Healthcare Terminology 1 

BIO 109 Essentials of Human Anatomy and Physiology 4 

(orBIO 111) 

BOS 223 Medical Office Procedures 3 

HSC 115 Medical Office and Laboratory Procedures 3 

BOS/HSC XXX* Medical Office Communications 2 

Total 13 

Winter Semester 

HSC 131 CPR! AED for the professional Rescuer and First Aid or 0- 1 
valid Red Cross CPR Card required before Clinical 
Experience 

CMCl16c Clinical Application Skills 2 

CMC'12lc Human Disease and Pharmacology 2 

~MQ230° Bench Test and Laboratory Procedures 2 

BOS 224 Medical Office Insurance and Billing 4 

BOSXXX* Electronic Medical Records/ Med Computer Skills* 3 

Total 13-14 

Spring/Summer Semester 

OMfj'290c Clitiical Experience Seminar 1 

CNC299c Clinical Experience 3 

Total 4 

Program Total 30-31 
' 

*N~:Wcourse. 

c Conditionally Approved Courses 

Office of Curriculum & Assessment http://www.wccnet.edu/departments/currlculum 






















