LETTER OF NOTIFICATION – 8

UNDERGRADUATE CERTIFICATE PROGRAM 
(7-18 SEMESTER CREDIT HOURS)


1.	Institution submitting request:   Ozarka College	

2. Contact person/title:  Dr. Mike DeLong, VPAA

3. Phone number/e-mail address:  870.368.2004  mdelong@ozarka.edu

4. Proposed effective date:  Fall 2010

5. Name of proposed Undergraduate Certificate Program: Certificate of Proficiency in Medical Office Administration 
(Program must consist of 7-18 semester credit hours) 19 hours

6. Proposed CIP Code:  51.0705

7. Reason for proposed program implementation:  Based on Allied Health Advisory Committees, there is a need to qualify students for administrative positions in medical offices

8. Provide the following:
a. Curriculum Outline - List of required courses
· BUS 1213 		Information Processing
· HIM 1203 	Medical Terminology I
· HIM 1213		Medical Terminology II
· HIM 2213 	Legal/Ethical Aspects of Health Care
· MGMT 2643 	Human Relations
· MGMT 2403 	Records Management

b. New course descriptions  There are no new courses.
c. Program goals and objectives:
· Prepare graduates to successfully work in a medical office 
· Prepare graduates to continue their education and attain an AAS in Business Technology  
d. Expected student learning outcomes
· Graduates will know the different body parts and functions
· Graduates will demonstrate an understanding of information processing and computers
· Graduates will demonstrate good records management
· Graduates will demonstrate a basic knowledge of medical terminology
· Graduates will demonstrate an understanding of basic human relations 
· Graduates will demonstrate a basic understanding of healthcare related legal and ethical issues 

9. Will this program be offered on-campus, off-campus or via distance delivery? On-campus

10. Identify off-campus location:

Board of Trustees Approval Date, if required:  March 2010

Chief Academic Oficer:  Michael L. DeLong		Date: February 9, 2010


