NORTHEASTERN TECHNI CAL COLLEGE
COURSE OUTLI NE

COURSE: PREFI X NO. | EFFECTI VE DATE | NEXT REVI EW DATE
AOT 115 | January 2008 | January 2009

I
TI TLE: | CREDI TS | CONTACTS

| | CLASS - LAB - TOTAL
Medi cal OfFfice Term nol ogy| 3 | 3 0 3

I I

PREREQUI SI TES: None

DESCRI PTI ON: This course is a study of root derivations of terns
and term nol ogy for the nedical office.

TEXTBOOK(S) OR ALTERNATI VE: Medi cal Term nol ogy A Programed
Systens Approach, Ninth edition, Jean Tannis Dennerl|
Phyll1s E. Davis, Thonson Del mar Learni ng, 2005.

MATERI ALS (specifying those to be purchased by student):

COLLATERAL READI NG NONE

CLASS MANAGEMENT ACTI VITIES (Attendance, tardies, testing, etc.):

ACADEM C HONESTY: During a test, as well as on any witten
assi gnnment, paper, or project, anyone determ ned to be
exchangi ng i nformati on or copying sonmeone else's work will be
given a grade of "0" on that work and will face further
di sci plinary action. Collusion is defined as the
unaut hori zed col l aboration with any other person in preparing
work offered for credit. This, as well as plagiarism the
appropriation of any other person's work and the
unacknow edged i ncorporation of that work in one's own work
offered for credit, will also be subject to a grade of "0" on
the work and further disciplinary action. Please refer to
the Student Code Book, "Academ c Di shonesty" section, pp. 27-
28.

ABSENCES: Twenty percent (20% w |l be the maxi nrum anount al |l owed.
There are no excused absences except those verified by other
instructors for field trips or school-related assignnents. A

student with a doctor's excuse will be able to nake up m ssed
wor k, but the absence is still counted toward the twenty
percent .

MAKE- UP TESTS: Make-up tests will be given at the discretion of
the instructor. This will require the student to give a valid
reason for m ssing the test and nust be requested in advance.

Any m ssed test will be put in the Success Center to be made

up. The test should be made up within one week upon return
or it may be dropped a letter grade.
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TARDI ES: A student is tardy if he/she arrives for class after the

i nstructor has checked the class roll. Three tardies wll
count as one absence. Any student who shows up for class
more than ten mnutes late will be counted as absent from

t hat cl ass.

ASSI GNED WORK: I f an assignnment is given to the class while a
student 1s absent, he/she is required to turn in the work on
the first day back in class.

CLASSROOM ETI QUETTE: An integral part of an education is
devel opi ng a sense of integrity and responsibility not only
toward ourselves but also toward others. 1In the classroom
as on the job or in your home, exhibiting appropriate
behavi or reflects on your maturity. Arriving late to cl ass,
bei ng unprepared for class, inappropriate talking while class
is in session, etc., negatively reflect on you and your
fell ow students. Please be considerate. Renenber no food or
drinks are allowed in classroons. Cell phones should not be
on during class.

STUDENT ID: It is Mandatory for students to wear his/her |ID badge
at all times on the Cheraw canpus. You nmay get a tenporary
IDin the Student Services Ofice.

DI SABI LI TI ES STATEMENT: Students with disabilities are encouraged
to contact the Vice President for Student Services to discuss
needs or concerns as they pursue an academ c program and
participate in canpus |life. The Vice President for Student
Services will provide guidance regarding official docunmentation of
di sabilities and/or accommodati on of needs. (See Catal og, Page
16).

RESOURCES ( A-V, persons, tool s/equipnent):
Text book
Audio CDs (if avail abl e)
St udent Resource CD

COURSE TOPI CAL OUTLI NE: (List topics and sub-topics of course) and
Cal endar or approximte |length of tinme devoted to topic.

The course will cover the following topics at the approximate
rate of one section per week.

Unit 1 The Wbrd-Buil di ng System-+ntroduction to Wrd
Parts

Unit 2 Surgi cal Suffixes, Dermatol ogy, Hematol ogy, and
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Di agnosti c | magi ng

Unit 3 Oncol ogy and the Central Nervous System

Unit 4 Ort hopedi cs, Osteopathy, and Body Regi ons

Unit 5 Pat hol ogy, O or hi nol aryngol ogy, and Prefixes
dys, brady, tachy, poly, syn

Unit 6 Ur ol ogy and Gynecol ogy

Unit 7 Gastroent erol ogy

Unit 8 Neur ol ogy, Psychol ogy, Anesthesiol ogy, and
Vascul ar Ter m nol ogy

Unit 9 Anatom c Terns

Unit 10 Surgery, Di abetes, | mmunol ogy, Lesions, and
Prefi xes of Numbers and Direction

Unit 11 Descriptive Prefixes, Asepsis, and Pharnmacol ogy

Unit 12 Prefi xes of Location and Medication
Adm ni stration

Unit 13 Respiratory System and Pul nonol ogy

Unit 14 Word Parts for Night, Sleep, Split, Skeletal
System and Orthopedics

Unit 15 Opht hal nol ogy, Endocri nol ogy, and Medica

Speci alties

OBJECTI VES OF COURSE

Upon conpl etion of this course, the learner will be able to:

1.

© o » W N

spell, pronounce, define, identify word parts, and
correctly use nmedical ternms or conplete a statenment using
medi cal terns

construct an acceptable and correctly spelled nedical term
given the definition

provide a medically acceptabl e abbreviation for phrases,
names, or | abels

supply the correct nedical termto properly conplete a

st at ement

correctly provide the plural formif given a singular form
of a nmedical term

correctly provide the singular formif given a plural form
of a nmedical term
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7. construct correctly spelled nedical ternms formword parts
and definitions
8. provide the correct phrase, name, or |abel for a nedica
abbrevi ation
9. correctly pronounce each termin a |list of medical terns

10. Achi eve a percentage score that is acceptable to your
respective prograns (e.g., nedical assistant=80% or higher)
on quizzes, mdterm final exam and any ot her assignnments

| NSTRUCTI ONAL METHODS TO COVPLETE OBJECTI VES:

Lect ur e/ di scussi on
Audi o CDs
St udent Resource CD

EVALUATI VE METHODS TO APPRAI SE OBJECTI VES: Eval uation will be

based on the foll ow ng:

1.
2.

Qui zzes 80%
Fi nal exam 20%

The word-buil ding systemincludes repetition; therefore, materi al
from previous qui zzes may be reviewed or included on a subsequent

qui z.

The final examis conprehensive.

GRADI NG SCALE: The follow ng grading scale will be observed.

- 100 = A
- 92 =B
- 84 =2C
- 76 = D
ow 70 = F



