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Course Syllabus – Medical Transcription 

Jodi Hodge, Instructor 
 

 

Course Title:    Medical Transcription 

Class Goals for Medical Transcription 
 

To foster a working relationship with the business and healthcare industry by providing workers that meet 

industry standards; and to provide diverse learning opportunities to the student making them more valuable 

to the business and healthcare industries. 

 

Planned Course Hours:  7:45 a.m. to 10:35 a.m. 

    11:30 a.m. to 2:30 p.m. 

    3 credits per year for High School Students 

     

 

Location:    Room 204/206 

 
Instructor:   Jodi Hodge 

   

Office Phone:        816-671-4170 

         

E-Mail Address:      jodi.hodge@sjsd.k12.mo.us 

     

Prerequisites or suggested classes:  Word Processing or Microsoft Office and English with an emphasis 

on Grammar are helpful.    

 

Text/Materials:  Texts-  The Language of Medicine, 9th Edition, Saunders, 2001written by Davi-Ellen 

Chabner 
 Medical Transcription Fundamentals, Where Success Takes Root, LWW, 2009, 

written by Diane Gilmore 

The Book of Style for Medical Transcription 3rd Edition, AHDI 

Other Texts Uses- Introduction To Health Science Technology, Thomson, 2000, written by 

Neighbors and Tannehill-Jones 

HIPAA for Medical Office Personnel, Thomson Learning, 2005, written by Dan 

Krager and Carole Krager 

Legal Aspects of Health Information Management,Delmar Thomson, 1996, 

written by Dana C. McWay 

         The Medical Transcription Workbook published by HPI 

   H&P: A Nonphysician's Guide to the Medical History and Physical Examination 
   3rd Edition, written by John H. Dirckx, M.D. 

Mosby's Anatomy Coloring Book Edited by Barbara A. Magerl and Bernadette 

A.Sanner 

Understanding Pharmacology, 2nd Edition, Prentice Hall, 1999 written by ] 

Susan M. Turley 

Medical Transcription, 2nd Edition, EMC Paradigm, 2003, written by Blanche 

Ettinger and Alice G. Ettinger           

Professional Skillbuilding Wizard Skill Assessment for Medical Transcription 

published by M-TEC  

mailto:jodi.hodge@sjsd.k12.mo.us


Step-By-Step Medical Coding Textbook and Work, 2011 edition, written by 

Carol Buck 

Current CPT4 and ICD9 Coding Manuals 

 

 

Materials Needed- One 2-inch binders 
      Notebook paper 

      Pens-2 different colors and Highlighter 

                                               Sheet protectors (optional) 

    Tab Dividers 

Khaki trousers for internship uniform (seniors only) 

Internship uniform shirt to be ordered as a class 

(seniors only) 

TB Test for Healthcare workers (seniors only) 

Flu shot (seniors only) 

 

Equipment Used: Computer with XP or 2000 Word, SUM Beginning Transcription Program 

Software, Headset and Lanier Transcriber Units, Billing and Coding Trainer Software, Virtual Medical 
Officer Software, Printers 

   

Course Rationale: More transcriptionists, billing specialists and coders are needed to service the 

ever-increasing health needs of our society.  This class is designed to train entry-level workers to fill those 

health care needs. 

 

Catalog Description: The Medical Transcription, Billing and Coding program is a planned sequence 

of instruction in the areas of Anatomy and Physiology, Human Disease and Surgical Procedures, 

Laboratory Procedures, Medical Science, Medical Terminology, Medical Transcription Practice, 

Pharmacology, Professionalism and Medicolegal Issues, Health Care Delivery Systems, Introduction to 

Health Information Billing and Coding Basics, and Medical Office Procedures.  This comprehensive 
program provides its graduates with the skills required to be employable in several facets of the medical 

office including medical transcription, billing and clerical work. 

 In the classroom and lab area, students receive hands-on experience and learn from various 

literature, video and audio materials and classroom discussion.   

 The students participate in internships scheduled in a variety of locations in and around the St. 

Joseph area in physicians’ offices, hospitals, and clinics.  

  Career opportunities include hospitals, medical group practices, health maintenance 

organizations, clinics, home health agencies nursing homes, insurance agencies, and veterinarian offices in 

larger communities, legal offices, and working from your home.  This program also gives the opportunity 

to articulate up to 11 credit hours to Health Information Management Associate Degree at MWSC.  

English and spelling skills are needed.  A minimum typing speed of 35 corrected words per minute 

is preferred.  Emphasis on speed building and accuracy is accomplished throughout the course of the 
program. 

 

Academic Honesty Policy: Cheating on assignments or exams, classroom or computer lab projects 

and plagiarism are against St. Joseph School District policy and can result in a failing grade for that 

assignment, exam or project. 

 

Due Process Procedure: Grievances that a student has can be filed according to the procedure as outlined 

in the St. Joseph School District Hillyard Technical Center student handbook. 

  

Grading and Make-up Policy:  Please refer to SJSD Handbook. 

  
Assignments:     Assignments are due on the date and time specified.  Assignments not received by that 

time will be considered late and may receive only partial credit or no credit, except for the following 

reasons:  School Activity, Family Emergency or Death, Hospitalization. 

      If a pop quiz is given during absence or if student is tardy and arrives after pop quiz has been 

given, a grade of zero will be recorded and may not be made up.  All unit exams must be made up 

according to exam make-up dates provided by instructor. 



 Adult students must call in each day of absence.  If student cannot reach instructor, leave a 

message with the secretary.  Notification prior to other absences is necessary when able to do so, and 

written documentation is required following absence. 

 

 As much notice as possible (at least 24 hours) is required for school activities. 

 
 Employers are looking for employees with a good work ethic. In order to be productive, 

employees are expected to be at work on time, every day—prepared and ready to participate in the assigned 

job duty.  Hillyard Technical Center is striving to achieve this goal.  Therefore, if the student finds it 

necessary to be absent, he/she will lose 10 participation points for each unexcused absence and 5 points for 

each excused absence.  Tardies will cause a 2 point deduction. 

 

Additionally, as a second year student, you will participate in a community classroom or internship at the 

local medical facility or medical offices within the community.  All students are expected to provide their 

own transportation to the internship.  High school students WILL NOT be permitted to ride with another 

student.  If you don’t have your own vehicle, your parent will be responsible for providing the 

transportation.   

 
 

The following reasons may also cause a student to lose 2 points daily from the participation grade: 

 

1. Not having books and other materials needed for class 

2. Sleeping.  If your head is down on desk, I will assume you are asleep 

3. Not actively participating in classroom, lab, or internship activities 

4. Failure to dress appropriately on professional days or for internships 

5. Failure to maintain good hygiene and appropriate dress according to school dress code 

6. Failure to follow any class rules or school rules as outlined 

7. Not showing respect for fellow classmates, instructors, or supervisors 

8. Failure to follow instructions given by instructors or supervisors 
9. Failure to maintain safety and confidentiality at all times 

 

Additionally, other than bottled water in a clear bottle, THERE IS NO EATING OR DRINKING; unless 

special permission is granted by the instructor for a special occasion. NO cell phones are to be used in 

class and will be kept in the cell phone holder upon entering class. Cell phones may be used before and 

after class or at break time. 

   

Non-enrolled guests are not allowed in the classroom or lab area unless invited by the instructor and have 

signed up in the office as a visitor. 

 

Course Success:    Success in this program is dependant solely on the motivation of the student.  Doing all 

reading and homework assignments assist the student in being successful on the exams administered.  By 
completing all work assigned, the student will ultimately be more successful in transferring learned skills to 

actual hands-on application in the internship environment.  Staying on task in the transcription computer 

lab will help eliminate stress of deadlines for completion of the transcription assigned. 

 

Student Responsibilities:    It is the student’s responsibility to make arrangements to make up homework 

and tests.  If you have not made arrangements and the work or tests have not been made up by the above 

stated guidelines, a score of zero will be recorded.  Additionally, it will be the responsibility of the student 

to make the proper people aware of absences during the internship phase of the Medical Transcription 

Program. 

 

Student Rights: The student has the right to know their attendance or grade and can ask instructor to give 
this information to them within a reasonable amount of time after asking.  If the student is not satisfied with 

the response of the instructor, he or she may follow the grievance procedure as outlined in the student 

handbook. 


