
RREEGGIISSTTEERREEDD MMEEDDIICCAALL 
AASSSSIISSTTAANNTT PPRROOGGRRAAMM

DDAAYY//EEVVEENNIINNGG SSCCHHEEDDUULLEE

The Registered Medical Assistant program is designed to prepare
students for entry-level positions in private medical offices, hos-
pitals, home health care agencies, nursing homes, clinics, and
diagnostic centers.

Medical Assistants are key players in a
health care team, performing clinical and
administrative functions that keep health
care delivery systems running smoothly.
The duties of a Medical Assistant vary depending upon the loca-
tion and size of the practice, and the physician’s specialty. A
Medical Assistant will perform clinical duties, which vary accord-
ing to state law and include taking vital signs, drawing samples,
explaining treatment procedures and preparing patients for
examination. Medical Assistants will also perform many clerical
duties, including updating records, arranging for hospital admis-
sion and laboratory services, and handling correspondence,
billing, and bookkeeping.

The Registered Medical Assistant Certificate is a combination
credit/noncredit program. The length of the program is about one
year, 2 months, with classes meeting in the evening and
Saturdays. There is also a day schedule available. You must take

all recommend-
ed courses to
receive a certifi-
cate. Asnuntuck
C o m m u n i t y
College also
offers a chil-
dren’s reading
room which pro-

vides daycare free of charge to day time students. Children must
be at least 3 years of age to attend. 

There is a $20.00 non-refundable application fee required, except
for those applicants who have previously attended a Connecticut
Community College. (See Credit Course Schedule for an applica-
tion form) Payment plans are available.  There is financial aid
available for the credit courses only in this program. We also offer
monthly payment plans.

You must a have a high school diploma or GED to register for this
course. You also must be 18 years of age. Students will be
required to purchase required texts and materials, Stethoscope,
Blood Pressure Cuff, and Scrubs. 

Upon successful completion of class work, students will be eligi-
ble to become nationally certified as Registered Medical
Assistants by American Medical Technologists which then quali-
fies the student to work in various doctors’ offices and hospitals

throughout the country. An RMA certification is one of the highest
a medical assistant can hold. Visit them at wwwwww..aammtt11..ccoomm or by
phone at 800.275.1268.
MMeeddiiccaall AAssssiissttiinngg LLaabb TTwwoo
In this course, students will learn the physical and chemical
aspects of urinalysis. Basic electrocardiography is taught while
the students learn how to perform EKGs.  Basic concepts of phar-
macology will review major drug categories and their clinical use.
The proper technique for administration of intradermal, subcuta-
neous, and intramuscular injections will be discussed. This course
meets for 10 weeks.

CCRRNN 11339900 HHMMEEDD MM77006688
DDAATTEE MMoonnddaayy && WWeeddnneessddaayy,, FFeebbrruuaarryy 2266--MMaayy 22,, 22000077 
TTIIMMEE:: 99::0000 aa..mm..--1122::0000 pp..mm..
IINNSSTTRRUUCCTTOORR::  MMiicchheellee HHoowwaarrdd--SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477

MMeeddiiccaall BBiilllliinngg aanndd CCooddiinngg
Students will develop an understanding of the medical insurance
industry.  Federal and
private insurance plans
will be discussed with an
overview of managed
care.  ICD-9 and CPT cod-
ing will be presented.
Students will also gain
knowledge of computer-
ized software billing pro-
grams. This class meets
for 10 weeks.

CCRRNN 11441133 HHMMEEDD MM77008844
DDAATTEE TTuueessddaayy && TThhuurrssddaayy,, MMaarrcchh 66--MMaayy 1100,, 22000077
TTIIMMEE:: 99::0000 aa..mm..--1111::0000 aa..mm..
IINNSSTTRRUUCCTTOORR::  MMiicchheellee HHoowwaarrdd-- SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477

MMeeddiiccaall LLaaww aanndd EEtthhiiccss 
Students will develop an understanding of dealing with patients
within a professional code of ethics. The legal and ethical respon-
sibilities of health care practitioners are presented.  Emphasis is
on confidentiality, medical malpractice, physician's rights and
responsibilities, and controversial topics such as abortion, with-
holding life support, and euthanasia. This class meets for 10
weeks.

CCRRNN 11441122 HHMMEEDD MM77008833
DDAATTEE TTuueessddaayy && TThhuurrssddaayy,, AApprriill 1177--JJuunnee 2211,, 22000077
TTIIMMEE:: 1122::3300 aa..mm..--22::3300 pp..mm.. 
IINNSSTTRRUUCCTTOORR::  MMiicchheellee HHoowwaarrdd--SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477
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MMeeddiiccaall AAssssiissttiinngg OOffffiiccee PPrroocceedduurreess
This course presents the student with a basic overview of admin-
istrative duties in a medical office.  Students will become familiar
with patient scheduling and office time
management. Medical records man-
agement and confidentiality will be
covered. Students will be introduced to
basic billing and financial manage-
ment. Insurance concepts and proce-
dures are also covered. This course
meets for 8 weeks.

CCRRNN 11669900   HHMMEEDD MM77007700
DDAATTEE MMoonnddaayy && WWeeddnneessddaayy,, MMaayy 1144--JJuullyy
1188,, 22000077
TTIIMMEE:: 99::0000 aa..mm..--1111::0000 aa..mm..
IINNSSTTRRUUCCTTOORR::  MMiicchheellee HHoowwaarrdd--SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477

MMeeddiiccaall AAssssiissttiinngg LLaabb TThhrreeee
This course focuses on advanced laboratory and clinical proce-
dures. Medical and sterilization procedures are presented.
Students will learn to set up sterile fields for surgery and learn the
different types of sutures commonly used in the physician’s
office. The purpose of laboratory testing, types of tests, laborato-
ry request forms, specimen collection, and storage procedures
are discussed.  Hands on practice will include various blood col-
lection methods.  Students will become familiar with general
hematology tests performed in a medical office as well as the pur-
pose of different hematology and chemistry testing. Basic micro-
biology including various culture collection methods is discussed,
and the safe handling of microbiological specimens is stressed.
This course meets for 8 weeks.
CCRRNN 11225544 HHMMEEDD MM77006699
DDAATTEE MMoonnddaayy && WWeeddnneessddaayy,, MMaayy 2211--JJuullyy 2255,, 22000077
TTIIMMEE:: 1111::3300 aa..mm..--22::3300 pp..mm.. 
IINNSSTTRRUUCCTTOORR:: MMiicchheellee HHoowwaarrdd--SSwwaann
FFEEEE:: $$332255..0000
RROOOOMM:: 114477

MMeeddiiccaall AAssssiissttiinngg LLaabb OOnnee
In this course an emphasis will be placed on developing basic clin-
ical skills such as measuring blood pressure, pulse, respiration,
and temperature.  Ear and eye clinical procedures such as irrigation
and instillation will be presented.  Students will be able to measure
visual acuity with a Snellen eye chart.  Students will learn how to
chart chief complaints, obtain
medical histories, document in
the medical record, and ways of
preparing patients for routine and
specialty exams along with the
proper manner of assisting during
these exams.  Basic concepts of
radiology are reviewed. This
course meets for 10 weeks.

CCRRNN 11338899 HHMMEEDD MM77006677
DDAATTEE TTuueessddaayy && TThhuurrssddaayy,, MMaayy 2222--JJuullyy 2266,, 22000077
TTIIMMEE:: 99::0000 aa..mm..--1122::0000 pp..mm..
IINNSSTTRRUUCCTTOORR::  MMiicchheellee HHoowwaarrdd-- SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477

CClliinniiccaall EExxtteerrnnsshhiipp ((118800)) hhoouurrss 
In this course you will work with a coordinator to start and com-
plete your externship for the
Medical Assistant course at
local area facilities. This
course is mandatory to com-
plete your Medical Assistant
Certificate.
CCRRNN 11225566   HHMMEEDD MM77007711
DDAATTEE TTBBAA
TTIIMMEE:: TTBBAA 
IINNSSTTRRUUCCTTOORR::  MMiicchheellee HHoowwaarrdd--SSwwaann
FFEEEE:: $$332255..0000

BBLLOOCCKK OONNEE
BBLLOOCCKK TTWWOO

LLaabb 11-- 66 hhrrss wweeeekk xx 1100 wweeeekkss== 6600 hhoouurrss
LLaabb 22-- 66 hhrrss wweeeekk xx 1100 wweeeekkss== 6600 hhoouurrss
LLaabb 33-- 66 hhrrss wweeeekk xx 1100 wweeeekkss== 6600 hhoouurrss

AA && PP-- 44 hhrrss//wweeeekk xx 1166 wweeeekkss==6644 hhoouurrss
MMOOPP-- 44 hhrrss//wweeeekk xx 1100 wweeeekkss==4400 hhoouurrss

PPSSYYCCHH-- 44 hhrrss//wweeeekk xx 1100 wweeeekkss==4400 hhoouurrss
BBIILLLLIINNGG--44 hhrrss//wweeeekk xx 1100 wweeeekkss==4400 hhoouurrss
EETTHHIICCSS--55 hhrrss//wweeeekk xx 1100 wweeeekkss==5500 hhoouurrss

MMeeddiiccaall TTrraannssccrriippttiioonn 33 hhrrss//wweeeekk xx 1166 wweeeekkss == 4488 hhoouurrss**** pprree--
rreeqquuiissiittee:: KKeeyybbooaarrddiinngg && MMeeddiiccaall TTeerrmmiinnoollooggyy

MMeeddiiccaall TTeerrmmiinnoollooggyy  hhrrss//wweeeekk xx 1166 wweeeekkss == 4488 hhoouurrss
KKeeyybbooaarrddiinngg II-- YYoouu mmaayy cchhaalllleennggee tthhiiss ccoouurrssee bbyy ttaakkiinngg aann
eexxaamm.. TThhee tteesstt iiss ffrreeee.. YYoouu ppaayy $$1155..0000 ttoo hhaavvee tthhee 33 ccrreeddiittss

rreeccoorrddeedd oonn yyoouurr rreeccoorrdd..
TThheessee ccllaasssseess ttaakkeenn aatt nniigghhtt:: KKeeyybbooaarrddiinngg ((4488 hhrrss)),, MMeeddiiccaall

TTeerrmmiinnoollooggyy ((4488 hhrrss))
SSttuuddeenntt EExxtteerrnnsshhiipp ((118800 hhrrss))

TToottaall PPrrooggrraamm HHoouurrss::  992288-- SSttuuddeennttss mmaayy ttaakkee tthhee RRMMAA NNaattiioonnaall
CCeerrttiiffiiccaattiioonn EExxaamm ssppoonnssoorreedd bbyy AAMMTT..



SPRING 2007
BBLLOOCCKK OONNEE

BBLLOOCCKK TTWWOO

RREEGGIISSTTEERREEDD MMEEDDIICCAALL AASSSSIISSTTAANNTT
EEVVEENNIINNGG//SSAATTUURRDDAAYY SSCCHHEEDDUULLEE

MMeeddiiccaall BBiilllliinngg aanndd CCooddiinngg
Students will develop an
understanding of the med-
ical insurance industry.
Federal and private insur-
ance plans will be dis-
cussed with an overview
of managed care.  ICD-9
and CPT coding will be presented.  Students will also gain knowl-
edge of computerized software billing programs. This class meets
for 16 weeks.

CCRRNN 11668899 HHMMEEDD MM77008844
DDAATTEE SSaattuurrddaayy,, AApprriill 1144,, 22000077--AAuugguusstt 44,, 22000077 ((nnoo ccllaassss 55//2266))
TTIIMMEE:: 1122::3300 pp..mm..--33::0000 pp..mm.. 
IINNSSTTRRUUCCTTOORR::  MMiicchheellee SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477

AAnnaattoommyy aanndd PPhhyyssiioollooggyy II 
This course is a comprehensive study of
the structure and function of the human
body and the integration of body sys-
tems. It includes study of macroscopic
and microscopic anatomy and the princi-
ples involved in the physiology of the fol-
lowing body systems: integumentary,
lymph, muscular, skeletal, articular, and
nervous.  This class meets for 16 weeks.

CCRRNN 11443333 HHMMEEDD MM77007722
DDAATTEE SSaattuurrddaayy,, MMaayy 1199,, 22000077--AAuugguusstt 2255,, 22000077  
TTIIMMEE 88::0000 aa..mm..--1122::0000 pp..mm..
IINNSSTTRRUUCCTTOORR::  MMiicchheellee SSwwaann
FFEEEE:: $$ 335500..0000 
RROOOOMM:: 114477

MMeeddiiccaall AAssssiissttiinngg PPrriinncciipplleess aanndd PPssyycchhoollooggyy 
This course is an overview of ethical and psychological concepts
for medical assistants.  The course introduces the professional
aspects of medical assisting, human relations, communication
skills needed to deal with patients, and telephone techniques.
Legal issues such as malpractice will be discussed. The legalities
and ethical behavior associated with health care are discussed
with emphasis on the legal and ethical responsibilities of the
medical assistant. This course meets for 13 weeks.

CCRRNN TTBBAA HHMMEEDD MM77007744
DDAATTEE SSaattuurrddaayy,, AAuugguusstt 1111,, 22000077--NNoovveemmbbeerr 1100,, 22000077
TTIIMMEE 1122::3300 pp..mm..--33::4455 pp..mm..
IINNSSTTRRUUCCTTOORR::  MMiicchheellee SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477

MMeeddiiccaall AAssssiissttiinngg LLaabb OOnnee
In this course an emphasis will be placed on developing basic
clinical skills such as measuring blood pressure, pulse, respira-
tion, and temperature.  Ear and eye clinical procedures such as
irrigation and instillation will be presented.
Students will be able to measure visual acuity
with a Snellen eye chart.  Students will learn
how to chart chief complaints, obtain medical
histories, document in the medical record,
and ways of preparing patients for routine
and specialty exams along with the proper
manner of assisting during these exams.  Basic concepts of radi-
ology are reviewed. This course meets for 10 weeks.
CCRRNN   TTBBAA HHMMEEDD MM77006699
DDAATTEE SSaattuurrddaayy,, SSeepptteemmbbeerr 88,, 22000077--DDeecceemmbbeerr 1155,, 22000077 
TTIIMMEE:: 88::0000 aa..mm..--1122 pp..mm.. 
IINNSSTTRRUUCCTTOORR::  MMiicchheellee SSwwaann
FFEEEE:: $$ 332255..0000
RROOOOMM:: 114477

CClliinniiccaall EExxtteerrnnsshhiipp ((118800)) hhoouurrss
In this course you will work with a coordinator to start and com-
plete your externship for the Medical Assistant course at local
area facilities. This course is mandatory to complete your Medical
Assistant Certificate.
CCRRNN 11225566 HHMMEEDD MM77007711
DDAATTEE TTBBAA
TTIIMMEE:: TTBBAA 
IINNSSTTRRUUCCTTOORR::  MMiicchheellee SSwwaann
FFEEEE:: $$332255..0000
Upon successful completion of class work, students will be eligi-
ble to become nationally certified as Registered Medical
Assistants by American Medical Technologists which then quali-
fies the student to work in various doctors’ offices and hospitals
throughout the country. An RMA certification is one of the highest
a medical assistant can hold. Visit them at wwwwww..aammtt11..ccoomm or by
phone at 800.275.1268.
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9-12

Ethics
4/17-/07-6/21/07
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TThhee nnuummbbeerr ooff ppeeooppllee sseeeekkiinngg hheeaalltthhccaarree

hhaass ddrraammaattiiccaallllyy iinnccrreeaasseedd dduuee ttoo oouurr aaggiinngg

ppooppuullaattiioonn,, aaddvvaanncceess iinn mmeeddiicciinnee,, aanndd tthhee

nnuummbbeerr ooff ppaattiieenntt’’ss rreecceeiivviinngg ccaarree iinn oouuttppaa--

ttiieenntt ffaacciilliittiieess..  TThheessee cchhaannggeess hhaavvee rreessuulltteedd

iinn aa ggrroowwiinngg ddeemmaanndd ffoorr cceerrttiiffiieedd mmeeddiiccaall

bbiilllleerrss..  TThhee ggoovveerrnnmmeenntt pprreeddiiccttss aa ddeemmaanndd

iinnccrreeaassee ooff 4499 %% ffoorr cceerrttiiffiieedd mmeeddiiccaall ccooddeerrss

bbeettwweeeenn tthhee yyeeaarrss 22000000 aanndd 22001100..

UUppoonn ccoommpplleettiioonn ooff TThhee CCeerrttiiffiieedd

PPrrooffeessssiioonnaall CCooddeerr CCeerrttiiffiiccaattee PPrrooggrraamm,, yyoouu

wwiillll hhaavvee aaccqquuiirreedd tthhee nneecceessssaarryy sskkiillllss ffoorr aa

ccaarreeeerr aass aa ssuucccceessssffuull mmeeddiiccaall ccooddeerr..

EEmmppllooyymmeenntt ooppppoorrttuunniittiieess ffoorr cceerrttiiffiieedd mmeedd--

iiccaall ccooddeerrss iinncclluuddee pprriivvaattee pphhyyssiicciiaann ooffffiicceess,,

oouuttppaattiieenntt hhoossppiittaall ffaacciilliittiieess,, aanndd iinnssuurraannccee

ccoommppaanniieess aass mmeeddiiccaall ccllaaiimmss rreevviieewweerrss,, aanndd

mmaannyy mmoorree ccaarreeeerr ooppppoorrttuunniittiieess..

TThhee CCeerrttiiffiieedd PPrrooffeessssiioonnaall CCooddeerr CCeerrttiiffiiccaattee

PPrrooggrraamm iiss aa ccoommbbiinnaattiioonn ccrreeddiitt//nnoonnccrreeddiitt

pprrooggrraamm.. TThhee lleennggtthh ooff tthhee pprrooggrraamm iiss aabboouutt

ssiixx mmoonntthhss.. AAllll ccllaasssseess wwiillll mmeeeett iinn tthhee

eevveenniinngg aanndd ddaayyss.. YYoouu mmuusstt ttaakkee aallll rreeccoomm--

mmeennddeedd ccoouurrsseess ttoo rreecceeiivvee aa cceerrttiiffiiccaattee..

AAssnnuunnttuucckk CCoommmmuunniittyy CCoolllleeggee aallssoo ooffffeerrss aa

cchhiillddrreenn’’ss rreeaaddiinngg rroooomm wwhhiicchh pprroovviiddeess ddaayy--

ccaarree ffrreeee ooff cchhaarrggee ttoo ddaayy ttiimmee ssttuuddeennttss..

CChhiillddrreenn mmuusstt bbee aatt lleeaasstt 33 yyeeaarrss ooff aaggee ttoo

aatttteenndd.. 

TThheerree iiss aa $$2200..0000 nnoonn--rreeffuunnddaabbllee aapppplliiccaattiioonn

ffeeee rreeqquuiirreedd,, eexxcceepptt ffoorr

tthhoossee aapppplliiccaannttss wwhhoo

hhaavvee pprreevviioouussllyy aatttteennddeedd

aa CCoonnnneeccttiiccuutt CCoommmmuunniittyy CCoolllleeggee..  ((SSeeee

CCrreeddiitt CCoouurrssee SScchheedduullee ffoorr aann aapppplliiccaattiioonn

ffoorrmm)) PPaayymmeenntt ppllaannss aarree aavvaaiillaabbllee..  TThheerree iiss

ffiinnaanncciiaall aaiidd aavvaaiillaabbllee ffoorr tthhee ccrreeddiitt ccoouurrsseess

oonnllyy iinn tthhiiss pprrooggrraamm.. WWee aallssoo ooffffeerr mmoonntthhllyy

ppaayymmeenntt ppllaannss..

YYoouu mmuusstt aa hhaavvee aa hhiigghh sscchhooooll ddiipplloommaa oorr

GGEEDD ttoo rreeggiisstteerr ffoorr tthhiiss ccoouurrssee.. YYoouu aallssoo mmuusstt

bbee 1188 yyeeaarrss ooff aaggee.. SSttuuddeennttss wwiillll bbee rreeqquuiirreedd

ttoo ppuurrcchhaassee rreeqquuiirreedd tteexxttbbooookkss aanndd ssuupp--

pplliieess..

UUppoonn ssuucccceessssffuull ccoommpplleettiioonn ooff ccllaassss wwoorrkk,,

ssttuuddeennttss wwiillll bbee eelliiggiibbllee ttoo bbeeccoommee nnaattiioonnaall--

llyy cceerrttiiffiieedd aass aa CCPPCCAA ((CCeerrttiiffiieedd PPrrooffeessssiioonnaall

CCooddeerr AApppprreennttiiccee)) bbyy tthhee AAmmeerriiccaann AAccaaddeemmyy

ooff PPrrooffeessssiioonnaall CCooddeerrss.. VViissiitt tthheemm aatt

wwwwww..aaaappcc..ccoomm oorr ccaallll 880000..662266..22663333 ttoo

oobbttaaiinn aann aapppplliiccaattiioonn ppaacckkeett oorr iinnffoorrmmaattiioonn..

30 Department of Continuing Education Non-Credit
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IInnttrroo ttoo SSooffttwwaarree AApppplliiccaattiioonnss LLeeccttuurree//LLaabb
((33 ccrreeddiittss))
A hands-on course, taught in a computer lab-
oratory, provides an introduction to IBM-
compatible microcomputers, basic

understanding of Windows and Internet and in-depth coverage of
popular word processing, spreadsheet, and database tools. The
course assumes no prior computing experience and is open to all
students at the college. Emphasis in this course is on developing
practical applications for personal productivity. The specific soft-
ware used in this course may change from semester to semester
based on industry demand. In addition to supervised classroom
exercises, weekly computer projects are required.

CCRRNN 22000088 CCSSAA 110055
DDAATTEE OOnnlliinnee
IINNSSTTRRUUCCTTOORR:: SSttaaffff
FFEEEE::  $$442244..0000 ((IInn--SSttaattee))
RROOOOMM:: OOnnlliinnee sseessssiioonn

CCuurrrreenntt PPrroocceedduurraall TTeerrmmiinnoollooggyy II
This course is designed to identify the purpose of the CPT manu-
al.  It will allow students to convert descriptions of medical, surgi-
cal, and diagnostic services into numerical codes. This class
meets for 16 weeks.

CCRRNN 11660011 HHMMEEDD MM77009977 
DDAATTEE WWeeddnneessddaayy && FFrriiddaayy,, MMaarrcchh 77--JJuunnee 2299,, 22000077 
((NNoo ccllaassss 44//1188 && 44//2200))  
TTIIMMEE 99::0000 aa..mm..--1111::3300 aa..mm..
IINNSSTTRRUUCCTTOORR:: MMoonniiqquuee MMiillhhoommeennss
FFEEEE:: $$ 335500..0000
RROOOOMM:: 115566

AAnnaattoommyy aanndd PPhhyyssiioollooggyy
A comprehensive study of the structure and function of the human
body and the integration of body systems.  Includes study of
macroscopic and microscopic anatomy and the principles
involved in the physiology of the following
body systems: integumentary, lymph, muscu-
lar, articular, and nervous.  This class meets for
16 weeks.

CCRRNN 11660022 HHMMEEDD MM77007722
DDAATTEE WWeeddnneessddaayy && FFrriiddaayy,, MMaarrcchh 77--
JJuunnee 2299,, 22000077 ((NNoo ccllaassss 44//1188 && 44//2200))
TTIIMMEE 1122::0000 pp..mm..--22::0000 pp..mm..
IINNSSTTRRUUCCTTOORR:: MMoonniiqquuee MMiillhhoommeennss
FFEEEE:: $$ 335500..0000
RROOOOMM::  115566

MMeeddiiccaall LLaaww aanndd EEtthhiiccss
Students will develop an understanding of dealing with patients
within a professional code of ethics.  The legal and ethical responsi-
bilities of health care practitioners are presented.  Emphasis is on
confidentiality, medical malpractice, physician’s rights and respon-
sibilities, and controversial topics such as abortion,
with-holding life support, and euthanasia.  This class
meets for 10 weeks.
CCRRNN 11660033 HHMMEEDD MM77008833
DDAATTEE TTuueessddaayy && TThhuurrssddaayy,, MMaarrcchh 1133--MMaayy 2244,, 22000077
((NNoo ccllaassss 44//1177 && 44//1199))
TTIIMMEE 99::0000 aa..mm..--1111::0000 aa..mm..
IINNSSTTRRUUCCTTOORR:: MMoonniiqquuee MMiillhhoommeennss
FFEEEE:: $$ 332255..0000
RROOOOMM:: 115566

IInntteerrnnaattiioonnaall CCllaassssiiffiiccaattiioonn ooff DDiisseeaasseess
This course will introduce students to the ICD--CM which is
designed to convert patient illnesses, injuries and causes of death
into numerical form to be reported to third party payers. Volumes
I, and II will be covered. All body systems, E-codes, and V-codes
will be introduced. This class meets for 10 weeks.

CCRRNN 11660055 HHMMEEDD MM77110011
DDAATTEE TTuueessddaayy && TThhuurrssddaayy,, MMaarrcchh 1133--MMaayy 2244,, 22000077 
((nnoo ccllaassss 44//1177 && 44//1199))
TTIIMMEE 1111::3300--22::0000 pp..mm..
IINNSSTTRRUUCCTTOORR:: MMoonniiqquuee MMiillhhoommeennss
FFEEEE::  $$ 332255..0000
RROOOOMM::  115566

CCuurrrreenntt PPrroocceedduurraall TTeerrmmiinnoollooggyy IIII
This course will allow students to build upon their CPT coding
skills.  Students will be proficient in all sections of the CPT manu-
al.  After completion of course work, students will receive an
intensive review to fully prepare students for certification. This
course meets for 16 weeks. PPrreerreeqquuiissiittee CCPPTT II mmuusstt bbee ttaakkeenn pprriioorr
ttoo CCPPTT IIII..
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UUnnddeerrssttaannddiinngg HHeeaalltthh IInnssuurraannccee
Major health insurance programs and government sponsored pro-
grams will be discussed with an emphasis on Medicare. Students
will become familiar with insurance terminology.   Students will
continue diagnostic and procedure coding through learning exer-
cises including completing CMS-1500 claim forms and extracting
information from case studies.  Review and appeals policies will
also be addressed.  This class meets for 16 weeks.
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CCoommppuutteerriizzeedd MMeeddiiccaall BBiilllliinngg
This course will familiarize students with computerized medical
account management and to develop the necessary skills to work
with confidence in a medical office.  Students will receive hands-
on experience inputting patient information, scheduling appoint-
ments, day-to-day billing, reports and insurance claims. This class
meets for 10 weeks.
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CCooddiinngg AApppplliiccaattiioonnss
This course will reinforce Current
Procedure Terminology coding
and ICD-9-CM coding. Students
will use knowledge they acquired
in CPT I, CPT II, and ICD-9-CM to
code Operative reports,
Emergency Department reports,
Discharge Summaries, Clinic and
Office Chart notes, Radiology
Reports, CT Scan reports. This
class is the final step to fully pre-
pare students for the "world of

coding". PPrree--rreeqquuiissiitteess CCPPTT II,, IICCDD--99--CCMM aanndd ccoo--rreeqquuiissiittee CCPPTT IIII
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CCPPTT II :: 55 hhoouurrss wweeeekk XX 1166 wweeeekkss==8800 hhoouurrss
CCPPTT IIII:: 44 hhrrss wweeeekk XX 1166 wweeeekkss==6644 hhoouurrss

MMEEDDIICCAALL LLAAWW AANNDD EETTHHIICCSS:: 44 hhrrss wweeeekk XX 1100 wweeeekkss==4400 hhoouurrss
AANNAATTOOMMYY:: 44 hhoouurrss wweeeekk XX 1166 wweeeekkss==6644 hhoouurrss
IICCDD--99:: 55 hhrrss wweeeekk XX 1100 wweeeekkss==5500 hhoouurrss
CCOOMMPPUUTTEERRIIZZEEDD MMEEDDIICCAALL BBIILLLLIINNGG:: 
44 hhrrss wweeeekk XX 1100 wweeeekkss==4400 hhoouurrss
MMEEDDIICCAALL IINNSSUURRAANNCCEE:: 55 hhrrss wweeeekk XX 1166 wweeeekkss==8800 hhoouurrss
CCOODDIINNGG AAPPPPLLIICCAATTIIOONNSS 44 hhrrss wweeeekk XX 1100 wweeeekkss ==4400 hhoouurrss
MMEEDDIICCAALL TTEERRMMIINNOOLLOOGGYY:: CCrreeddiitt ccoouurrssee 4488 hhoouurrss
IINNTTRROODDUUCCTTIIOONN TTOO SSOOFFTTWWAARREE AAPPPPLLIICCAATTIIOONN:: 
CCrreeddiitt ccoouurrssee 4488 hhoouurrss
KKEEYYBBOOAARRDDIINNGG:: 4488 hhoouurrss

TToottaall PPrrooggrraamm HHoouurrss:: 660022 hhoouurrss.. SSttuuddeennttss mmaayy ttkkee tthhee CCPPCC--AA cceerr--
ttiiiiccaattiioonn eexxaamm ssppoonnssoorreedd bbyy TThhee AAmmeerriiccaann AAccaaddeemmyy ooff
PPrrooffeessssiioonnaall CCooddeerrss..
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PPrraaccttiicceess && PPrriinncciipplleess
This is the required course for real estate

licensing. To become a real estate salesper-

son, you need to successfully complete the

"Principles and Practices of Real Estate"

course and pass the Connecticut real estate

salesperson’s exam.

Practices and Principles provides clear expla-

nations of modern real estate practices, plus

a working knowledge of real estate in

Connecticut.  Property owners, buyers, sell-

ers and anyone interested in pursuing real

estate careers or operations will find this

course beneficial and rewarding.  Students

will gain an extensive understanding of how

the real estate marketplace works. 

This course meets the minimum require-

ments set by the Department of Consumer

Protection/Real Estate Commission for those

who plan to take the Connecticut Real Estate

Salesperson license examination.  Required

texts will be available for purchase from

instructor first night of class. If you have spe-

cific questions, please contact the Real

Estate Division at (860) 713-6150.Cost of

books is $90.00, payable to the instructor 

the first night of class. 
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