FORMAT 1

Submit original with signatures + 1 copy + olectronic copy to Faculty Senate (Box 7500) .

See http://www.uaf. edu/uafgov/faculty-sena te/curriculum/course-degree-procedures-/ for

complete description of the rules governing curriculum & course changes.

TRIAL COURSE OR NEW COURSE PROPOSAL
(Attach copy of syllabus)

SUBMITTED BY:
i

Department : Alljed Health

| College/school | UAF Community and

%

: : ; Technical College {

: - 1 f _ i
prepared : Cathy Winfree ; Phone : 907-455-2876 '
by : :
Email ! cmwinfr laska.edu ; Faculty Contact ! Cathy Winfree :
Contact ] i i f

X
1. ACTION DESIRED Trial Course New Course
(CHBECK ONE):
Course MNo. of

2. COURSE IDENTIFICATION: Dept MA & Fl4a4 credits 6

Justify upper/lower
divigion status &
number of credits:

3. PROPOSED COURSE TITLE:

Administrative Procedures for the Medical Assistant

—

4. To be CROSS LISTED? F No |
YES/NO ] ;

If yes, Course #
Dept:

NOTE: Cross-listing requires approval 'of both departments and deans involved. Add lines at

end of form for additional required signatures.

S. To be STACKED?+ i No |
YES/NO ; ;

If yes, Course #
Dept.

How will the two course levels differ :

from each other? How will each be :

taught at the appxopriate level?:

* Use only one Format 1 form for the stacked course (not one for each level
of the courseil) and attach syllabi. Stacked course applications are reviewed
by the {Undergraduate) Curricular Review Committee and by the Graduate
Academic and Advising Committee. Creating two different syllabi
{(undergraduate and graduate versions) will help emphasize the different
gualities of what are supposed to be two different courses. The committees
will determine: 1) whether the two versions are sufficiently different (i.e.
is there undergraduate and graduate level content being offered}; 2) are
undergraduates being overtaxed?; 3) are graduate students being undertaxed?
In this context, the committees are looking out for the interests of the
students taking the course. Typically, if either committee has qualms, they
hoth do. More info online - see URL at top of this page.

6. FREQUENCY OF OFFERING: |  Every Fall and Spring

Fall, Spring, Summer (Every, or Even-numbered Years, or Odd-

7. SEMESTER & YEAR OF FIRST OFFERING
{(Rffective AY¥2615-16 if approved by
3/31/2015; otherwise AY2016-17)

8. COURSE FORMAT:

numbered Years) — or As Demand Warrants

Fall 2017

NOTE: Courxse hours may not be compressed into fewer than three days per credit. Any course
comprassed into fewer than six weeks must bhe approved by the college or school's curriculum

council. Furthermore, any core courge ccmpressed to legs than gix weeks mugt be approved by the

Cors Review Committee.

COURSE FCRMAT: : I :
{check all that apply) ' i i

i
1 i

2

; 3 ‘ 4 ; 5 !X 16 weeks to

H

i ¢ |full semester




OTHER FORMAT
(specify)

Mode of delivery -
{specifv lecture,

field trips, labs,

etce)

9. CONTACT ROURS PER WEEK: : 3 ; LECTURE . 3-: LAB -W-O—.l PRACTICUM
i ! hours/weeks : hours /week { hours /week
Note: # of credits are based on contact hours. 800 minutes Gf lecturesl credit. 2400 minutes
of lab in a science course=1 credit. 1600 minutes in non-stience lab=1 credit. 2400-4800
minutes of praccicum..l credit. 2400-8000 minutes of internship=1 credit. This must match with
the syl‘ahus See hteip: /wwz.uaf.edu/vafgov/faculiy-senate/ourricuium/ ‘course-degree-procesures-
fguidelines- for-computt .ng~r for more informaticn on number of credits.

OTHER HOURS (specify
type) i

J

|

10. COMPLETE CATALOG DESCRIPTION including dept., number, title, credits, credit
distribution, cross-listings and/or stacking (50 woxrds or less if possible):
Example of a complete description:
FISH P487 W, O Pisheries Management
3 Credits Offerxed Spring :
Theory and practice of fisheries management, with an emphasis on strategies
utilized for the management of freshwater and marine fisheries. Prerequisites: COMM
F131X or COMM F141X; BNGL Fll1X; ENGL F21l1X or ENGL F213X; ENGL F4l14; FISH P425; or
permission of instructor. Cross-listed with NRM F4287. (3+0)
MA F144 Administrative Procedures for the Medical Assistant
6 Credits
This is an in-depth examination of the administrative medical assistant office duties to include: reception,
telephone procedures, public relations, professionalism, medical practice and financial management in the
health care setting, written communications. paper and EHR, HIPAA, and billing and coding procedures.
This course emphasizes the importance of accuracy and attention to detail, not only documentation but in all
areas of medical assisting practice.
Prerequisites: MA F100, MA F114, HLTH F116, English F111X, testseores-to-plase-inte-English-iH-lx or
permission of the instructor.
Lecture + Lab=Other: 3 +3+ 0

11. COURSE CLASSIFICATIONS: Undergraduate courses only. Consult with CLA Curriculum
Council to apply § or H classification appropriately; otherwise leave flelds blank.
H = Humanities { | S = Social Sciences |

Wiil this course be used to fulfill a reguirement YES: NO: X
for the baccalaureate core? If YES, attach form.

IF YES, check which core requirements it could be used to fulfill: e
O = Oral Incensive, W = Writing Incensive, ; X = Baccalaureate i

)
Format 6 Format 7 : Core | _

11.A I8 couzrse content related to northern, arctic or circumpolar studies? If yes, a
wgnowflake” symbol will be added in the printed Cal:alog, and flagged in Banner.

l ws| | [xi |
12, COURSE RBPEATABILITY:

Is this course repeatable for YBS | ! NO | X

credic? : ! ;

Justification: Indicate why the course can |
be repeated (for example, the course follows i
a different theme each time). i

|
How many times may the course be repeated for credit? i ! PIMES
1f the course can be repeated for credit, what is the maximum b T CREDITS
number of credit hours that may be earned for this course? v |




1f the course can be repeated with variable credit, what 1is the ; | CREDITS
maximum number of credit hours that may be earned for this course? i

13. GRADING SYSTEM: Specify only one. Note: Changing the grading system for a course
later on constitutes a Major Course Change - Format 2 form.

LBTTER: PASS/FALL: [ }

RESTRYICTIONS ON ENROLLMENT (if any)

i issi i tor.
14. PREREQUISITES English F111X, MA F100, MA Fi 14, HLTH F116 or permission of instruc

These will be required before the student is allowed to enrcll in the course.

15. SPBCIAL RESTRICTIONS, No.
CONDITIONS

16. PROPOSED COURSE FEES s0

Has a memo been submitted through your dean to the Provost for fee
approval?
Yes/No
17. PREVIOUS HISTORY
Has the course been offered as special topics or trial course Yes
previcusiy?
Yes/No
If yes, give semester, year, Fall 2016 and Spring 2017

course #, etc.:

18. ESTIMATED IMPACT
WHAT IMPACT, IF ANY, NILL THIS HAVE ON BUDGET, FACILITIES,/SPACE, FACULTY, ETC.

{ No impact.

12. LIBRARY COLLECTIONS
Have you contacted the library collectios development officer (kljensen@alaska.edu,
274-6695) with regard to the adequacy of library/media collections, equipment, and
services available for the proposed course? If so, give date of contact and
resolution. If not, explain why not.

No l X ! fes

20. IMPACTS ON PROGRAMS/DEPTS

#hat programs/departments will be affected by this proposed action?
Inciude information on the Programs/Departments contacted {e.g., email, memo)

{ No impact.

21. POBITIVE AND NEGATIVE IMPACTS
Please specify positive and megative impacts on other courses, programs and
departments resulting from the propoged action.

MA designator and combining the past Administrative classes will not affect other Allied Health students.
The change clarifies which Administrative Procedures course Allied Health students are required to take for
Medical Assisting degree.




JUSTIFICATION FOR ACTION REQUESTED

The purpose of the department and campus-wide curriculum committees is to

scrutinize course change and new course applications to make sure that the quality

of UAF education is not lowered as a result of the proposed change. Please address
this in your response. Tiis section nseds to be self-explanatorv. Use as much

space as needed to fully justify the propossed course.

MA F144 is focused on Administrative Procedures for the Medical Assistant with heavy focus on documemation |
and mastery of required competencies for their discipline. It will prepare them for the workforce but also for the
National Certification Examination for Medical Assistants. Medical Assisting students will be able to focus on

the Administrative aspect of the job without a break in the teaching process.

APPROVALS: Add additionzl signature lines as needed.

o 9 i
Aty I g e Date 10 [ ¢ [{G
Signaturg] Chair, ' '

Program/i §partmen€iof: ﬁﬂ{ié{iézz /%ékiéifz\_

A~

&q\,@ C/\—A_A-(_Q-Q_._—- pate | (& \7 {[ o

Signature, Chair, College/School j

Curricu.‘lﬁm[ ﬁo%nci& 507/ Zmﬁ{hnnu’/ﬂﬂ{){ ; )_Qg-cé;?%:ﬂ

=

1 ‘

’ _M‘___ Date 1/3)7// //é
Signatwr¥,” Dean, College/School (qaf_(f\ §F
of : y B

Offerings above the level of approved programs must be approved in advance by
the Provost.

Date

Signature of Provost {if above level of approved
programs)

ALL SIGNATURES MUST BE CBTAINED PRIOR TO SUBMISSION TO THE GOVERNANCE OFFICE

Date

Signature, Chair
Faculty Senate Review Committee: Curriculum Review GAAC

Core Review SAZDAC

ADDITIONAL SIGNATURES: (As needed for cross-listing and/or stacking)

Date
Signature, Chair,
brogram/Department of:

Date
Signature, Chair, Collegs/Scheccl
Curriculum Council for:

Date

Signature, Dean, Collegs/School
of:




