
     SEPTEMBER 2003 
CURRICULUM GUIDELINES 
 
 

A:   Division: Instructional 



OADM 151 MEDICAL OFFICE PROCEDURES                                                                         Page 2 of 4 
 

M:  
 
 
 
 
 

Course Objectives/Learning Outcomes 
 
The learner has reliably demonstrated the ability to: 
1. describe the employment entry level positions in a medical setting; 
2. identify the legal implications of confidentiality of medical records and discuss medical ethics; 
3. identify the techniques used in maintaining an efficient, professional yet friendly office environment; 
4. maintain an appointment scheduling system and related procedures; 
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• filing procedures and rules 
  
14. Community Resources 

• government sponsored 
• public sector 
• specific to elderly, chronic care, youth, and women 
• support services for patients remaining in their homes 
• support for the needy 
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