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Number of Credits: 3 

Days Class Meets: Online 

Meeting Times:  N/A 

Location: Online – JetNet and MindTap 

Instructor: Laura Clifford-Podolsky 

Office: Online 

Contact Phone:517-256-6508 

Contact Email: clifforlauraa@jccmi.edu 

Office Hours: Monday to Friday 8-9 PM 

Online:  Big Blue Button 

 

 

Course Description 

This course provides an introduction to the study of Current Procedure Terminology (CPT) Coding. 

Simulation of outpatient coding, including ambulatory surgery, diagnostic testing and procedures, 

physician services using patient records, and encoder software are essential parts of this course. 

Emphasis is placed on the use of official CPT coding guidelines, compliance and Ambulatory 

Payment Classification (APC) calculations. 

Prerequisite(s) 

BIO 132 or BIO 254 or PNC 100 and, MOA 120 and MIC 141 

Course Goals 

This course will:  describe the development, purpose, and general guidelines of CPT Coding; assign 
procedural codes using CPT Coding; utilize coding guidelines to completely and correctly assign 
codes to multiple levels of health procedures. 
 

Course Objectives 
• Apply CPT section guidelines, coding notes, modifiers and/or HCPCS level II modifiers & 

codes for patient care 

• Apply both HCPCS levels I & II codes for patient care 

• Apply CPT Radiology coding guidelines and notes by assigning the appropriate CPT code & 
modifiers and/or HCPCS level II codes & modifiers for patient care 



• Apply CPT Pathology & Laboratory coding guidelines and notes by assigning the appropriate 
CPT codes & modifiers and/or HCPCS level II codes and modifiers for patient care 

• Apply CPT Medicine coding guidelines and notes by assigning the appropriate CPT codes & 
modifiers and/or HCPCS level II codes and modifiers for patient care 

• Apply CPT Evaluation and Management coding guidelines and notes by assigning the 
appropriate CPT codes & modifiers and/or HCPCS level II codes and modifiers for patient 
care 
 

Textbook 

 

• 3-2-1 Code it Textbook, 6th edition, Green with MindTap 

Text Book Zero! This text is available in a digital format for the textbook.  Coding manuals are 

required when sitting for the AAPC CPC exam as electronic devices are not allowed during the 

certification testing. 

• Encoder Pro – Optium 360 OR the 3 Coding manuals below: 

• 2018 CPT coding manual Professional edition only 

• 2018 ICD-10-CM coding manual any edition 

• 2018 HCPCS coding manual any edition 

Extras 

N/A 

Grading Procedure 

Grades will be calculated based on the following percentages: 

30% - Final Skill Based Competency 

20% - Final Exam 

20% - Simulated Coding Experience 

20% - MindTap Homework 

10% - MindTap Test 

 

 

 

 

 



Grading Scale 
GPA GRADE 

RANGE 
  

4.0 94-100%   

3.5 89-93%   

3.0 85-88%   

2.5 80-84%   

2.0 75-79%   

1.5 70-74%   

1.0 65-69%   

0.5 60-64%   

0.0 0-59%   

Expectations  

Students will schedule two consultations during this course.  First consultation must be done before 

module 4 will be accessible.  The second consultation will be done for the Final Exam and Final 

Simulated coding (Final skill-based competency) is accessible.  A skill-based competency (simulated 

coding records) is used to evaluate knowledge through a real-like medical records coding.  A final 

exam is used to evaluate knowledge through structured multiple choice, short answer questions.  

Students must achieve a minimum of 2.5 overall on the lecture portion and 85% on the final skill-

based competency (with a max of two attempts) in order to pass the class! If the student does not 

achieve the required percentage on the competency portion of the class, you must repeat the class, 

regardless of your total overall average for the course. 

Please refer to the MICB Program Handbook for actions and behaviors that could constitute 
dismissal the program. 

 

Students are required to adhere to course expectations, have 24/7 access to the internet and utilize 
MS Office, Adobe, and a compatible web browser for the Cengage MindTap website.  Please have 
a back-up plan in place; campus computer access is always available if needed. 

 

Academic Honesty Policy 

Academic Honesty is defined as ethical behavior that includes student production of their own work 

and not representing others' work as their own, by cheating or by helping others to do so.  



Plagiarism is defined as the failure to give credit for the use of material from outside sources. 

Plagiarism includes but is not limited to:  

• Submitting other's work as your own 

• Using data, illustrations, pictures, quotations, or paraphrases from other sources without 

adequate documentation 

• Reusing significant, identical or nearly identical portions of one’s own prior work without 

acknowledging that one is doing so or without citing this original work (self-plagiarism)  

Cheating is defined as obtaining answers/material from an outside source without 

authorization. Cheating includes, but is not limited to:  

• Plagiarizing in any form 

• Using notes/books/electronic material without authorization 

• Copying 

• Submitting others' work as your own or submitting your work for others 

• Altering graded work 

• Falsifying data 

• Exhibiting other behaviors generally considered unethical 

• Allowing your work to be submitted by others 

Course Management 

Coding 1-2 hours per day, will help the student retain more information than cramming all the coding 

into 1 or 2 sessions.  Learning CPT, ICD-10-CM and HCPCS coding is a marathon, rather than a 

sprint.  More sessions, frequently will assist in the retention of the needed information.   Keeping 

current with coding in textbook; MindTap assignments should contain the same questions as the 

textbook.  Log into JetNet at least twice a week to complete required discussion 

questions/responses.   

Makeup Policy 

Please contact the instructor as soon as possible for any unusual life circumstances that may arise.   

Help 

Available learning services or opportunities for students seeking help with their course work. May 

include information about tutors, learning centers, reserved library materials, open labs, counseling 

services. 

It is important to contact a Center for Student Success professional prior to the start of the semester 

in order to receive accommodations in a timely manner. While we will make every effort to 

coordinate accommodations in a timely manner, failure to self-identify prior to the start of the 



semester may delay notification to instructors and timeliness of acquiring accommodations. 

Accommodations do not automatically carry over to the next semester. 

https://www.jccmi.edu/center-for-student-success/accommodations-for-students-with-disabilities/ 

Calendar 

Weekly assignments listed on JetNet.  Watch closely for any updates or changes during the 

semester.  

 

Important Dates: Fall 2018 
 

DATE EVENT 

MARCH 20 DAY AND EVENING CLASSES BEGIN – SECOND 7 WEEKS 

MARCH 16 TO MAY 3 CLASS DATES 

MAY 3 END OF SEMESTER 

MAY 4 GRADES DUE 

Student Responsibilities 

JetNet log in at least twice a week to complete/participate in class discussions.  MindTap will be 
utilized for coding work.  This application will grade and give feedback on questions.  User guides for 
MindTap are posted in JetNet and can also be utilized within the MindTap application. 

 

Chapters covered in this 7-week class:  8, 7, 16, 17, 18, 9.  Order has been revised in order to 
facilitate the best learning outcomes for students.  Full details listed in JetNet class. 

 

Attendance Policy 

In compliance with Federal Title IV funding requirements, as well as college initiatives, reporting of 

student participation in classes will occur at three designated times each semester. Instructors will 

assign one of three non-transcripted letter symbols to each student during each reporting period 

(see below). Students identified as no longer participating will be dropped or administratively 

withdrawn from the class, and students identified as needing academic assistance will be contacted. 

 

Participation/Progress Symbols 

• H – The student is not doing acceptable work and needs Help to be successful.  

https://www.jccmi.edu/center-for-student-success/accommodations-for-students-with-disabilities/


• Q – The student has not participated and the instructor believes they have unofficially 

withdrawn (Quit). These students will be dropped/withdrawn from the class.  

• V – The instructor Verifies that the student is participating and doing acceptable work. 

Caveat 

Some revisions may be necessary during the course. School closing policies, instructor illness and 

other procedural improbabilities are described for students.     

 

Reviewed 3-20-2020, Covid-19 

This term will be unusual due to Covid-19, I will accept late work if you keep in contact with me. Life this 

term will be unusual due to Covid-19 but keep in contact.  


