











Externship - MA109
Students are assigned for administrative and clinical applications in a suitable
physician’s office or ambulatory health care facility under the supervision of
the externship coordinator and site preceptor. Students receive no
remuneration while completing their 150-hour externship. In addition, students
give a weekly report. Externship hours are required to be served during a 3 (e)
month period.

Computer Applications in Health Care - MBIC 205, MOA 404
Electronic Medical Records and Practice Management software are introduced
in this course. Students are trained on two medical office simulators; one
practice manager referred to as Medisoft and one electronic medical record
(EMR) referred to as Electronic Health Records. They will have hands-on
practice in performing common billing and collection procedures, creating an
Electronic Medical Record, creating electronic prescriptions and lab
requisitions, perform electronic histories and document subjective impressions
into an electronic progress note, register patients electronically and perform
electronic scheduling functions, complete electronic insurance claim forms and
simulate submitting them electronically to the insurance company, and post
payments and perform electronic billing procedures.

Basic Medical Insurance/Coding - MBIC 206, MOA 405

Medical Insurance/Coding prepares students in all aspects of contemporary
insurance billing. Students learn basic diagnosis coding systems with detailed
instruction in International Classification of Diseases ICD-9-CM, how to code
and guidelines for usage for Volume I, Volume Il, and Volume Ill. They also learn
basic procedure coding systems with detailed instruction in basic HCPCS
coding with a focus on CPT-4 coding for Anesthesia, E & M, Surgical,
Pathology/Laboratory, Radiology and Medicine. HCPS Level Il codes are also
taught. This course introduces students to various types of health care plans,
including Managed Care and Health Maintenance Organizations (HMO).
Students develop proficiency in preparing and processing insurance claims as
it relates to government programs, such as Medicaid and Medicare.

Medical Insurance/Coding Lab - MBIC 207

In this course, students are introduced to the Health Insurance Claim Form
(CMS-1500) and it will provide the student with the experience of completing
various claim forms as part of their hands-on experience. Students will also
learn the process of hospital billing and will complete and process the UB-92
claim form. In this course, students develop proficiency in preparing and
processing insurance claims, while developing strategies for insurance problem
solving. Students will have the opportunity to practice obtaining information
from patient charts, including interpretation of physician notations regarding
procedures and diagnoses relevant to claims completion. In simulated practice,
students will actually prepare insurance claim forms, both manually and by
computer.




Advanced Coding & Reimbursement Systems - MBIC 208

This course prepares students for complex case studies, authentic coding,
and an introduction to diagnostic-based prospective payment groupers. An
introduction to ICD-10-CM is also included. Students will be introduced to
Nomenclature of Medicine (SNOMED) and its role in the health care delivery
system. Using complex case studies students will also practice more complex
procedure code assignments with ICD-9-CM and CPT-4. Students will also be
introduced to procedure based payment systems, RBVS, E&M codes and APC
assignments and the impact coding and sequencing has on reimbursement.
Additionally, this course prepares students for all aspects of Insurance
reimbursement systems including prospective payment systems, DRG’s,
Ambulatory payment classifications, ASC groups, Resource Based Relative
Value Scale, and third party payers. Students learn billing and insurance
procedures, explanation of benefits, Quality Improvement Organizations,
Managed care/capitation, compliance issues and auditing and monitoring the
coding process for regulatory compliance.

Practicum - MBIC 209, MOA 406

Upon successful completion of prerequisite course work, the students
participate in a 180 hour practicum at an approved field-based facility or in a
virtual facility. The practicum provides the student an opportunity to apply the
principles and practices learned in the classroom and utilize entry level
medical insurance/ coding specialist skills. Medical Insurance/ Coding
Specialist externs work under the direct supervision of qualified personnel at
the participating externship sites, or under general supervision of the

school staff in a virtual setting. Externs are evaluated by supervisory
personnel at the site after completion of 100 hours. Completed evaluation
forms are placed in the students’ permanent records. Students must
successfully complete their externship experience in order to fulfill
requirements for graduation. The student receives no remuneration while
gaining valuable experience.




Medical Office Administration - MOA

Students will learn to assume a professional role in the front office
procedures. Emphasis placed on the development of communication,
professionalism, managing patient records, banking, purchase procedures,
and interactive skills as they apply to screening telephone calls, and
scheduling appointments. Proper documentation skills and patient
education will be emphasized.

Phlebotomy Theory - PHL113

The theory and practice of phlebotomy are presented. The course includes
such topics as phlebotomists in health care delivery systems, collection
equipment, reagents and interfering factors in blood collection,
venipuncture and capillary puncture blood collection procedures,
requisitioning, and specimen transport and processing.

Practicum - PHL114

Students are responsible for maintaining the appropriate number of
venipuncture and capillary draws during the duration of the phlebotomy
training and/or workshop. Students receive no remuneration while
completing their hands-on training. Practicum hours are required to be
served during the time allotted.

Phlebotomy Clinic - PHL114

This course provides training in collection, transportation, and processing
of specimens and the opportunity to perform a variety of procedures,
including venipuncture, skin puncture, capillary punctures, the Allen Test,
Point-of-Care Testing, blood smear preparation and selected lab tests.
Students learn proper laboratory techniques and safety considerations.

Phlebotomy Review - PHL115

This course assists the student in preparing for the national certification
examination in phlebotomy. Material covered in major and core courses
are reviewed along with sample questions comparable to those asked on
the certification examination.




Dental Assisting as a Profession - DA103

Development of professionalism for Dental Assistant. This course includes oral
communication, psychology, patient relations, problem solving skills, stress
management, and employment ethics.

Dental Materials - DA105

Dental Assistant will learn the composition, properties, and manipulation of
dental materials with the primary emphasis on those materials used in the
dental office and selected materials used in the dental laboratory. Students
will learn the physical, chemical, biological, and mechanical properties of
dental materials in the dental laboratory. The student will be able to
communicate the use of materials with the dentist and the patient. Students
will be able to identify instruments, their care and function.

Dental Anatomy & Physiology - DA101

Students will learn the normal function of external and internal structures of
the teeth and oral cavity, including anatomy & physiology, embryology,
histology, tooth morphology, composition and classification of tissue of the
head and neck. The study of dental charting, surfaces of each tooth, life cycle
of the tooth and identify the changes, identify the surfaces of each tooth and
their location.

Dental Medical Terminology - DA100

This course will provide each student with dental terms for health professionals
who need to acquire a medical vocabulary for their training. Students will be
able to identify pre-fixes, suffixes, and key words that formulate dental terms.

Dental Education - DA102

Dental Assistant students will study the management of hazardous materials
and enhance and build skills and techniques of impression taking, construction
of models and custom trays. Students will be able to demonstrate chairside
assisting procedures suction, instrument transfer, mix materials per restorative
care, prepare, take, and remove alginate and wax bites.
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Dental Emergencies - DA108

Students will study oral pathology with emphasis on periodontal disease and
periodontal charting. Students will be able to identify sighs and symptoms of
medical emergencies, treating for aiding patients in emergency situations.

Dental Radiology - DA107

Dental Assisting students will study the definition of radiation physics,
health and safety theories with the emphasis on fundamentals, the
discovery and history of dental X-ray techniques and processing.

Dental Pharmacology - DA106

Students will learn introduction to safe administration and classification of
drugs used in dentistry. Emphasis on common adverse reactions that can
occur in drugs utilized in dental procedures.

Infection Control/OSHA - DA104

Students will infection and hazard control procedures necessary for safe
practice of dentistry. This course will focus on microbiology, sterilization,
monitoring chemical disinfectants, aseptic techniques, OSHA standards, and
infectious disease.

CPR (Cardio Pulmonary Resuscitation) - DA108
Students will learn Basic Life Support techniques, Adult, child, and infant.
One and two rescuer, bag value, and AED CPR

Dental Office Management - DA109

Students will learn how to manage the clinical and financial records, patient
scheduling, supply, and inventory control. Be able to assist with the day to
day operations.

Dental Clinic/Practicum - DA110
Students will complete 100 hours in a dental clinic setting utilizing the skills
and knowledge to become a successful Dental Assistant 1.




The Nurse Aide | - NA10O

Students will learn the requirements for initial and renewal of NAI listing in
NC. The importance of delegation of task and skills as a Nurse Aide. They will
learn the basic nursing skills, personal care skills, and interpersonal skKills.

Infection Prevention - NA106
Students will learn how to practice infection control. How to effectively keep
themselves and patient safe.

The Resident’s Environment: Safety & Emergency - NA107
The Nurse Aide will learn and demonstrate how to practice safety measures
in a Healthcare facility.

Communication - NA103
The Nurse Aide | will learn how to effectively commute with staff and
patients.

Law and Ethics - NA101
Students will learn the laws and ethical standards of a Nurse Aide |.

Dignity - NA102
Nurse Aide | will learn how to treat patients with dignity.

Basic Restorative Care - NA113
Students will learn how to provide assistance with Restorative Care.

Body Systems - NA108
Students will learn basic anatomy and physiology of the body systems.

Body Mechanics - NA115
Students will identify safety measures to assist a falling patient to the floor.

Nutrition and Fluid - NA116
Students will learn how to identify basic nutrition needs for patients

Restraint Elimination, Reduction, Appropriate Use - NA113
Students will learn the variety of restraints available to the health care
provider.

Communicating with the Health Care Team - NA118
Nurse Aide will learn how to communicate effectively.

The Nursing Process and Nursing Care Plan - NA119
Students will learn what a nursing care plan is and how to
handle the task assigned.



Incident Reports - NA120
Students will learn methods of documenting facts surrounding any unexpected
event in healthcare setting.

Critical Thinking - NA121
Students will safely provide resident care in a variety of situations based on facts
learned and bedside observations, or the ability to think on one’s feet.

Family and Family Support - NA105
Students will learn how to offer support to the patient and family.

Person-centered Care - NA104
Students will learn how to practice of basing resident care on individual resident
needs, preferences and expectations

Cognitive Changes Due to Aging - NA109

Students will learn the manner in which messages from the five senses are
changed, stored in memory, recovered from memory, and later used to answer
questions, respond to request, and perform task.

Psychological Effects of Aging - NA110
Students will learn the basic needs, defense mechanisms, OBRA Act &
psychological effects of the aging patient.

Dementia and Alzheimer’s Disease - NA111
Students will learn how to care for patients with Dementia & Alzheimer’s.

Mental Health and Mental lliness - NA112
Students will learn how to treat patients with mental health and iliness disease.

Pain - NA117
Students will learn their role on how to cope with patients suffering from pain.

Threads of Care - NA123
Students will perform all skills acquired in the class on mankins.

Clinicals - NA124
Students will perform all skills and care for patients in a facility.

Lecture - NA20O - NA209
Laboratory - NA20O - NA209

Nnical - NA200 - NA209Y




Certification Exams

Phlebotomy

Certified Nurse Aide |

Certified Nurse Aide 2

Certified Medical Assistant |

Medical Office Administration

Medical Billing & Coding

American Academy of Phlebotomy
Technicians (AAPT) -OR- National
Healthcareer Association (NHA)

National Nurse Aide Assessment Program
(NC NNAAP) / National Council of State
Boards of Nursing (NCSBN)

Certified Nurse Assistant Refresher

Registry, North Carolina Board of Nursing

Certified Clinical Medical Assistant (CCMA)
National Healthcareer Association (NHA)

Certified Medical Administrative Assistant
(CMAA) / National Healthcareer
Association (NHA)

Certified Billing & Coding Specialist (CBCS)
National Healthcare Association (NHA)
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Faculty & Staff

Mekeisha Bradley
CEO/Director/Instructor

Valeria Johnson Lela Brown Akilah Burns

Instructor Instructor Instructor
Tammy Johnson Quiwanna Britton Jamie Lynch

Instructor Instructor Instructor
Tameka Garrett Tephanie Fluker Tamara Mangum

Instructor Instructor Instructor

William Reynolds Susan Hawks
Instructor Instructor
Cheryl White
Administrative
Assistant
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