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MEDICAL TERMINOLOGY
Basic Course Information

	Course Title:
	Medical Terminology

	CTE Industry Sector:
	Health Science & Medical Technology

	Career Pathway:
	Healthcare Administrative Services


	Course Level:
	x
	Introductory
	
	Concentration
	
	Capstone


	Course Number:
	2642

	CBEDS Title:
	Introduction to Healthcare Administrative Services

	CBEDS Number:
	7930


	Course Hours:
	180 Hours – for online course see last page

	Prerequisites:
	8th grade reading level. Must understand and communicate effectively in English.

	Evaluation:
	Evaluation of individual achievement is based upon satisfactory completions of a minimum of 75% of the competencies in the following areas:

1. Understanding and appropriate use of common medical terms and abbreviations.

2. Comprehension of basic anatomy and physiology of the human body.

3. Appropriate demonstration of interpersonal communication.

4. Satisfactory progress and participation in classroom activities as evaluated by the instructor.

5. Understanding of legal aspects of health care delivery, medical etiquette, and ethics.

6. Participation in class discussions, exercises, and role play assignments. 

7. Written topic specific assignments as selected by the instructor.

	Conditions for Repetition:
	Students who have failed to meet the objectives because of insufficient attendance or inability to master content may repeat the course with instructor/administrator permission.

	Articulation Information:
	N/A

	Articulation Credit:
	N/A

	High School elective Credit:
	One (1) unit of high school elective credit for each sixty (60) hours of productive attendance.

	Advisory Committee Meetings:
	Annually


Course Description

	This course provides terminology training for occupations in healthcare careers. Employment possibilities include certified nurse assistant, medical assistant administrative, medical assistant clinical, medical receptionist, medical insurance clerk, medical office manager, medical record clerk and medical referral coordinator. Instruction covers the following areas: medical terminology, basic anatomy and physiology of all body systems, related abbreviations, safety issues, drugs and prescriptions. Students may use computers in the class.
Students will engage in leadership activities throughout their CTE pathway. These leadership outcomes will be based on the Standards for Career Ready Practice (SCRP) listed in each instructional unit.  Leadership categories include Personal Growth and Professional Responsibility, Growing Leaders, and Community Outreach.  Students will gather evidence of leadership outcomes to put in a portfolio project with will be completed at the end of the pathway.  Students have opportunity to present their portfolios in academic classrooms to peers and teachers, as part of annual school events (Workforce of the Future event, Industry Advisory, etc.).   A selection of portfolio projects will also be posted on the Sweetwater Adult CTE website: http://adultcte.weebly.com/


Instructional Strategies

	Teacher lecture and demonstration
25%
Class discussions……………………………………………………
10%
Small group dynamics………………………………………………
10%

Video presentations
5%
Cooperative learning groups
5%
Computer assisted learning
5%
Timed testing
25%

Evaluation
15%


Instructional Materials

	Textbooks: Online Course-MindTap Instant Access Code for Ehrlich/Schroeder’s Medical Terminology for Health Professionals, 6th Edition
Paperback: Merriam-Webster’s Medical Desk Dictionary, 3rd Edition (Recommended)

CLASSROOM: Medical Terminology for Health Professionals, 6th Edition

Workbook to Accompany Medical Terminology for Health Professions, 6th Edition

Paperback: Merriam-Webster’s Medical Desk Dictionary, 3rd Edition


Career Plan:  How this Course fits into the Course Sequence 

	Sequence of Courses
	Course Level
	Primary Funding Source
	Perkins

Funded
	Total Duration

	Name of Course
	Intro.
	Concentration
	Capstone
	District/COE
	ROCP
	Yes or No
	(In hours)

	Medical Terminology
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	162

	· Student can choose from the following groups:

	Medical Assistant – Administrative
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	520

	Medical Assistant – Clinical Theory
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	360

	Medical Assistant – Clinical Externship
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	160

	Medical Insurance Billing/Intro to Coding
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	


Occupations for Identified Pathway

	Pathway occupations organized by level of education and training required for workplace entry.

(Asterisked occupations require certification or licensure.)

	Postsecondary Training

(certification and/or AA degree)
	College University

(bachelor’s degree or higher)

	· Medical Assistant – Administrative

· Certified Nurse Assistant *

· Licensed Vocational Nurse *
	•
Registered Nurse *


Course Goals

	1. Gain an introduction to the background of the Health Science & Medical Technology Industry as well as the qualifications of successful healthcare professionals.

	2. Learn the tools to word analysis that will make understanding complex terminology easier.

	3. Learn to recognize and understand the most frequently used medical words for the body systems.

	4. Learn to identify and describe the major physiological and anatomical structures of the body systems.

	5. Learn and understand drug classifications, prescriptions and basic methods of drug administration.

	6. Learn how to develop a career plan and complete documentation such as a job application resume, and cover letter.

	7. Job planning and compilation of leadership evidence for the portfolio project that will be presented at the end of the pathway class.  


Instructional Module/Unit

	Unit 1
	Introduction
	Class Hrs.
	29
	Lab Hrs.
	4



Description:

	Students gain an introduction to the course and learn class expectations.  They are introduced to the common traits exhibited by people successfully working in this field, personal qualifications, interests, aptitiudes, and knowledge of skills necessary to succeed this career pathway. Students examine the historical and economic background of this field as well as current opportunities available.  In addition students will examine the personal, professional, and educational requirements needed to meet their goals.  They will research potential jobs in the medical field and the educational requirements associated with each.  They will also complete a self-assessment as part of their goal setting.

	Unit 1 Competency:  Upon Completion of this unit, the student is able to:

	1. Identify the personal qualifications, interests, aptitudes, knowledge and skills of successful healthcare career.

	2. Demonstrate an understanding of personal, professional, and educational requirements of this career field.

	3. Create an email account and/or Google Account.

	4.Demonstrate proper hand washing and personal hygiene.

	5. Explain how diet and exercise affects a person physically/mentally and emotionally.

	6.Use a computer to research a career in the medical field.

	7. Participate in projects or activities as part of a team.

	8.Follow classroom rules; show up on time, be prepared and ready to work.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 3.1, 3.2, 3.3, 3.4, 3.5, 3.6, 3.7, 3.9, 7.1, 7.2, 7.3, 7.7, 7.8, 9.1, 9.2, 9.3, 9.4, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C4.1, C4.3, C6.1-C6.5, C7.1-C7.4, C8.1 Academic Standards: LS11-12.1- 11-12.6, 

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete Unit 1 coursework.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP3 – Student will complete a self-assessment at CA Career Zone.  https://www.cacareerzone.org/
SCRP4 -Create an email account and/or Google account.
SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   
SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  
SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings. 


	Unit 2
	Word Analysis
	Class Hrs.
	20
	Lab Hrs.
	14



Description:

	Students learn to recognize medical terms, master pronunciation, and group word parts. They will gain introductory knowledge of anatomy and physiology. Students will also use their email accounts to communicate with instructor and other students. Students will use proper grammar and punctuation.  In this unit students are introduced to the process of developing SMART goals.  They will develop and implement a SMART goal for each unit in the course.  Technology skills are also reinforced as they do online research and use online study materials.

	Unit 2 Competency:  Upon Completion of this unit, the student is able to:

	1. Know the basic word roots, prefixes, and suffixes.

	2. Understand the various medical specialties and recognizes the practitioner of that specialty.

	3. Understand the use of standard abbreviations common to medical writing and speech.

	4. Understand the basic functioning of all body systems.

	5. Understand the principles of infection control and OSHA.

	6. Understand legal, ethical and confidentiality issues.

	7. Understand principals of HIPPA and CLIA.

	8. Write a professional email using correct grammar and punctuation.

	9. Create a weekly schedule and manage their time to complete tasks in a timely manner.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C4.1, C4.2, C4.3, C4.4, C9.1, C9.2, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete Unit 2 coursework.

SCRP2- Collect work samples, pictures and projects to include in portfolio. Use email account to communicate with peers and teacher.  Will focus on writing professional emails using correct grammar and punctuation.
SCRP3 – Student will develop and implement SMART goal related to Unit 2 activities.

SCRP4 -Students will use computers (Tablets, and desktop) to research information in this unit.  
SCRP5 – Use role-play to troubleshoot and solve potential issues related to OSHA requirements, HIPPA regulations, and CLIA regulatory standards. 
SCRP6 – Understand and practice personal health while working in the health field: proper hand washing, proper hygiene. 
SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  
SCRP8 – Maintain weekly schedule and manage time to meet coursework deadlines.
SCRP12 -Students will practice their knowledge of and ability respond appropriately to legal, ethical and confidentiality issues in the workplace.  

	

	Unit 3
	Body Systems
	Class Hrs.
	25
	Lab Hrs.
	14



Description

	Students build upon the introductory knowledge of anatomy and physiology to gain greater skill in recognizing and identifying body systems. They will develop and implement a SMART goal for unit 3.  Technology skills are also reinforced as they continue to use online study materials and email correspondence.

	Unit 3 Competency: Upon Completion of this unit, the student is able to:

	1. Identify the parts of the Skeletal system.

	2. Identify the parts of the Muscular system.

	3. Identify the parts of the Cardiovascular system.

	4. Identify the parts of the Lymphatic and immune systems.

	5. Identify the parts of the Respiratory system.

	6. Identify the parts of the Digestive system.

	7. Identify the parts of the Urinary system.

	8. Identify the parts of the Nervous system.

	9. Identify the Special senses: eyes and ears.

	10. Identify the parts of the Skin: Integumentary systems.

	11. Identify the parts of the Endocrine system.

	12. Identify the parts of the Reproductive systems.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete Unit 3 coursework.

SCRP2- Collect work samples, pictures and projects to include in portfolio. Use email account to communicate with peers and teacher.  Will focus on writing professional emails using correct grammar and punctuation.
SCRP3 – Student will develop and implement SMART goal related to Unit 3 activities.

SCRP4 - Students will use computers (Tablets, and desktop) to research information in this unit.  
SCRP5 – Utilize critical thinking skills to troubleshoot possible problems within each of these systems.
SCRP6 - Practice personal health while working in the health field: proper hand washing, proper hygiene.
SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  
SCRP8 - Maintain weekly schedule and manage time to meet coursework deadlines.


	Unit 4
	Major Physiological & Anatomical Structures
	Class Hrs.
	25 
	Lab Hrs.
	14



Description:

	Students progress to recognizing and identifying body structure and how the body functions. They will develop and implement a SMART goal for unit 4.  Technology skills are also reinforced as they continue to use online study materials and email correspondence.

	Unit 4 Competency:  Upon Completion of this unit, the student is able to:

	1. Skeletal system.

	2. Muscular system.

	3. Cardiovascular system.

	4. Lymphatic and immune systems.

	5. Respiratory system.

	6. Digestive system.

	7. Urinary system.

	8. Nervous system.

	9. Special senses: eyes and ears.

	10. Skin: Integumentary systems.

	11. Endocrine system.

	12. Reproductive systems.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete Unit 4 coursework.

SCRP2- Collect work samples, pictures and projects to include in portfolio. Use email account to communicate with peers and teacher.  Will focus on writing professional emails using correct grammar and punctuation.
SCRP3 – Student will develop and implement SMART goal related to Unit 4 activities.

SCRP4 - Students will use computers (Tablets, and desktop) to research information in this unit.  
SCRP6 - Practice personal health while working in the health field: proper hand washing, proper hygiene.
SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  
SCRP8 - Maintain weekly schedule and manage time to meet coursework deadlines.


	Unit 5
	Drugs-Classifications, Prescriptions, Administration
	Class Hrs.
	20
	Lab Hrs.
	5



Description

	Students learn basic pharmacology and its correlation to use in a medical office. They will develop and implement a SMART goal for unit 5.  Technology skills are also reinforced as they continue to use online study materials and email correspondence.

	Unit 5 Competency: Upon Completion of this unit, the student is able to:

	1. Knows how to use the Physician's Desk Reference.

	2. Has a basic knowledge of drug classifications.

	3. Has a basic knowledge of methods of drug administration.

	4. Knows the basic components of a prescription.

	5. Knows the basic abbreviations for prescriptions.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete Unit 5 coursework.

SCRP2- Collect work samples, pictures and projects to include in portfolio. Use email account to communicate with peers and teacher.  Will focus on writing professional emails using correct grammar and punctuation.
SCRP3 – Student will develop and implement SMART goal related to Unit 5 activities.

SCRP4 - Students will use computers (Tablets, and desktop) to research information in this unit.  
SCRP6 - Practice personal health while working in the health field: proper hand washing, proper hygiene.
SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  
SCRP8 - Maintain weekly schedule and manage time to meet coursework deadlines.


	Unit 6
	Work-Based Learning Experiences
	Class Hrs.
	2
	Lab Hrs.
	3



Description

	Students will be taught the work based expectations of punctuality, professionalism, dress, demeanor, and telephone etiquette.  Students will engage in discussions with the instructor regarding workplace experiences and the day-to-day aspects of running a small business. Students will also review the most common job search websites as well as social media and what impact that plays. They will develop and implement a SMART goal for unit 6.  Technology skills are also reinforced as they continue to use online study materials and email correspondence.

	Unit 5 Competency: Upon Completion of this unit, the student is able to:

	1.. Demonstrate the ability to work successfully in the Health Science & Medical Technology Industry.

	2. Demonstrate the ability to “go to work” with a proper attitude towards the work place expectations of punctuality, professionalism, dress, demeanor, and telephone etiquette.

	3.Can use websites to do research, search for employment or to market themselves.

	4.Make informed decisions about continuing education based on their goals.

	Anchor Standards: Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 9.1, 9.2, 9.3, Pathway Standards: C1.1, C1.2, C1.5, C1.6,C13.4, C14.3, C16.1 Academic Standards: LS11-12.1- 11-12.6,

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete Unit 6 coursework.

SCRP2- Collect work samples, pictures and projects to include in portfolio. Use email account to communicate with peers and teacher.  Will focus on writing professional emails using correct grammar and punctuation.
SCRP3 – Student will develop and implement SMART goal related to Unit 6 activities.

SCRP4 -Compare and contrast the goal of educational and social media websites (ex. LinkedIn, Facebook, library websites)
SCRP6 – Compare and contrast earning potential of a professional vs vocational degree.
SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  
SCRP8 - Maintain weekly schedule and manage time to meet coursework deadlines.
SCRP10 – Students will research online resources and create a plan to market themselves through social media.
SCRP11 - Students does a labor market study and researches current trends in the Medical field.  


	Unit 7
	Job Career Planning
	Class Hrs.
	2
	Lab Hrs.
	3



Description:

	Students create a sample cover letter, personal resume, completed job application, thank you letter, and list of personal references.  They develop their personal career portfolio that contains documents for getting a job as well as a career plan and selected work samples.  Students practice appropriate interviewing techniques. They will develop and implement a SMART goal for unit 7.  Technology skills are also reinforced as students scan and upload documents and pictures onto a flash drive or Google Drive.  

	Unit 7 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrate the ability to write a cover letter.

	2. Demonstrate the ability to complete a job application.

	3. Demonstrate the ability to write a resume.

	4. Demonstrate successful job interview skills.

	5. Select and apply for a job in the medical field that will provide a sustainable living based on salary and expenses.

	6. Successfully assemble a personal career portfolio of leadership evidence that will be completed and presented at the end of the pathway.

	Anchor Standards: 2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 9.4, 10.5, 11.1, 11.2, 11.3, 11.4, 11.5 Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1-C5-3, C16.1 Academic Standards: LS11-12.1- 11-12.6, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.4-11-12.6, 11-12.8, 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete a cover letter and resume. 
SCRP2- Collect work samples, pictures and projects to include in portfolio. Scan and upload documents onto a flash drive or on Google Drive. Use email account to communicate with peers and teacher.  

SCRP2-Participate in annual industry advisory meeting and will interact with peers, industry partners, and eduators.

SCRP3 – Student will develop and implement SMART goal related to Unit 7 activities.

SCRP4 – Students will use computers (Tablets or desktop) to complete a variety of tasks related to this unit.  They will use Microsoft Office to create the documents listed above.
SCRP5 – Students will discuss potential problems when going for an interview and address how they can be better prepared.
SCRP6 – Project daily expenses based on desired career and salary range for a month.  This career will be one that student chooses after doing labor market study and research.
SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  
SCRP8 - Maintain weekly schedule and manage time to meet coursework deadlines.
SCRP9 – Students will work together in teams to role-play for the interview process and peer feedback.
SCRP11 – Research and analyze differences in vocabulary/writing style, and purpose of resume, letter of intent, letter of recommendation, job application, and cover letter.
SCRP12 -Students will review and comply with internet policies for the school. 


	Totals
	Class Hrs.
	123
	Lab Hrs.
	57
	Total Hrs.
	180
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