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COURSE NUMBER: 	MAT 1100	COURSE TITLE: Clinical Medical Assisting I

INSTRUCTOR:	TBD			CONTACT:  TBD

CREDITS:    2	             CLASS/CONTACT HOURS PER WEEK: 4 (2 hrs., term course, hrs. doubled)	

PREREQUISITES: Placement into MATH 1024 and acceptance into the program

DESCRIPTION OF COURSE: 

This course introduces the student to the entry-level skills performed by the medical assistant in the clinical area of the medical office. Discussion of standard precautions and compliance with federal regulatory agencies is included. Competency-based skills are instructed through theoretical presentations and will include infection control, sanitization, sterilization, hand washing, measuring height and weight, setting up the physical examination tray, positioning patients and assisting the physician in examinations. The guidelines for OSHA compliance and emergency preparedness are discussed.

COURSE STUDENT LEARNING OUTCOMES
	Learning Objective
	CAAHEP Standard

	Fundamental Procedures:
· Apply principles of aseptic technique and infection control
· Perform sterilization procedures
· Disposeof biohazard materials according to federal regulations and guidelines
· Practice standard precautions
· Maintain health care provider CPR certification and first aid training
· Respond to emergency situations under the direction of a physician and in accordance with physician approved protocol 
	

	Explain the disease process, infection cycle, and conclude the importance of patient education in the prevention of disease transmission:  infectious agent, reservior, susceptible host, means of transmission, portals of entry

Identify major types of infectious agents
	



III.C.1.

	Discuss infection control procedures, explain how to prevent the transmission of microorganisms

Identify methods of controlling the growth of microorganisms
	


III.C.4.

	Research OSHA (including personal safety precautions) and CLIA in the medical office, including biohazard and sharps disposal

Identify the principles of standard precautions
	


III.C.5.

	Examine the application of Standard Precautions with regard to body fluids, secretions, excrections, blood, non intact skin, and mucus membranes

Identify personal protective equipment (PPE)
	


III.C.6.

	Students will develop a knowledge of bloodborne and airborne pathogens and concepts of the purpose of the Bloodborne Pathogens Standard

Participate in bloodborne pathogen training
	


III.P.1

	Identify the classifications of medications, including b. desired effects
	I.C.10.b

	Identify quality assurance practices in healthcare
	I.C.11

	Identify basic principles of first aid
	I.C.12

	Identify the normal function of each body system
	I.C.7

	Identify common pathology related to each boy system including: a. signs, b. symptoms, c. etiology, d. diagnostic measures, e. treatment modalities
	I.C.8.a-e

	Identify abbreviations used in calculating medication dosages
	II.C.2

	Identify the infection cycle, including; a. the infectious agent, b. reservoir, c. susceptible host, d. means of transmission, e. portals of exit, f. portals of entry
	III.C.2.a-f

	Identify the following as practiced within an ambulatory care setting: a. medical asepsis, b. surgical asepsis
	III.C.3.a-b

	Identify the implications for failure to comply with Centers for Disease Control (CDC) regulations in health care settings
	III.C.7.

	Identify dietary nutrients including:  a. carbohydrates b. fat  c. protein  d. minerals  e. electrolytes   f. vitamins g. fiber h. water
Identify the function of dietary supplements.
Identify the special dietary needs for:    a. weight control  b. diabetes  c. cardiovascular disease
  d. hypertension e. cancer f. lactose sensitivity g. gluten-free h. food allergies
   i. eating disorders
	IV.C.1.a-h

IV.C.2.

IV.C.3.a-i

	Identify the components of a food label
	IV.C.4

	Identify types of verbal and nonverbal communication
	V.C.1

	Identify subjective and objective information
	V.C.12

	Identify communication barriers
	V.C.2

	Identify techniques for overcoming communication barriers
	V.C.3

	Identify techniques for coaching a patient related to specific needs
	V.C.6

	Identify the following related to body systems: a. medical terms b. abbreviations
	V.C.8.a-b

	Identify scope of practice and standards of care for medical assistants. 
	X.C.1

	Identify a. Health Information Technology for Economic & Clinical Health Act (HITECH)
	X.C.10.a

	Identify the process in compliance reporting a. unsafe activities & d. incident reports
	X.C.11.a-b-d

	Identify the provider role in terms of standard of care
	X.C.2

	Identify licensure and certifications as they apply to healthcare providers
	X.C.5

	Identify professional behaviors of a medical assistant
	XI.C.4

	Identify workplace safeguards.
	XII.C.1.

	Identify safety techniques that can be used in responding to accidental exposure to:
a. blood b. other body fluids c. needle sticks d. chemicals
	XII.C.2.a-d

	Identify fire safety issues in an ambulatory healthcare environment
	XII.C.3.

	Identify emergency practices for evacuation of a healthcare setting
	XII.C.4.

	Identify the purpose of Safety Data Sheets (SDS) in a healthcare setting
	XII.C.5.

	Identify processses for disposal of a. biohazardous waste b. chemicals
	XII.C.6.a-b

	Identify principles of: a. body mechanics b. ergonomics
	XII.C.7.a-b

	Identify critical elements of an emergency plan for response to a natural disaster or other emergency
	XII.C.8.



[bookmark: _Hlk203547239]PROGRAM OUTCOMES 

· The graduate will be able to perform and document the patient interview, health history, and medication reconciliation.
· The graduate will be able to prepare the patient for examination and assist a provider with patient instruction in follow-up care, as well as provide education in health maintenance and disease prevention.
· The graduate will be able to evaluate and demonstrate mutually OSHA and CLIA Standards by 1) performing infection control techniques in compliance with the Standard Precautions and guidelines set forth by the OSHA and CDC and 2) performing various waived testing in compliance set forth by CLIA.

[bookmark: _Hlk203547405]


OUTCOMES BASED ASSESSMENT OF STUDENT LEARNING 

For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals (ILG) identified below:

· ILG #1 Critical Thinking 
· ILG #2 Ethical Reasoning
· ILG #8 Professional and Life Skills

In class students are assessed on their achievement of these outcomes. Names will not be used when reporting results. Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.

PROGRAM GOALS and MINIMUM EXPECTATIONS

· To prepare medical assistants who are competent in the cognitive (knowledge), psychomotor (skills), and affective (behavior) learning domains to enter the profession.

COURSE MATERIALS REQUIRED

· Pen/pencil and paper for taking notes
· Textbooks listed below

TEXTBOOK(S), MANUALS, REFERENCES, AND OTHER READINGS

[bookmark: _Hlk203119792]Text: Today’s Medical Assistant Clinical and Administrative Procedures, 5th Edition
       Elsevier ISBN-13:  978-0-443-12177-7
Text: Today’s Medical Assistant Clinical and Administrative Procedures, Study Guide, 5th Edition
       Elsevier ISBN-13:  978-0-443-12081-7
[bookmark: _Hlk203121168]Text: NSC Bloodborne & Airborne Pathogens Student Workbook
       National Safety Council ISBN-13: 978-0-879-12033-7

GENERAL INSTRUCTIONAL METHODS

· Lecture
· Assigned readings
· Videos
· In-class discussion

STANDARDS AND METHODS FOR EVALUATION

Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes.  This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn.  The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness.  In class you are assessed and graded on your achievement of the outcomes for this course. You may also be required to participate in broader assessment activities.

Each grading component must be completed to pass this course.
Success in this course will be determined by completion of all the following: 
· Attendance 
· Exams
· Quizzes
· Final
· Homework

COURSE EVALUATION

Attendance:  10%
Quizzes: 5%
Exams:  45%
Final:  25%
Homework: 15%

GRADING SCALE

A = 93 - 100
B = 83 – 92
C = 75 – 82
D = 70 - 74 
E = Below 70

Students must earn a 75% or higher to pass this course.

[bookmark: _Hlk203547593]SPECIAL COURSE REQUIREMENTS

ATTENDANCE POLICY

[bookmark: _Hlk203133928]Attendance is expected for each class session.  Excessive absenteeism will not be excused; remember absenteeism beyond 20% can result in dismissal from the program.

The material for this course is an integral aspect of the Medical Assisting profession and must be mastered to earn a passing grade in this course.  If an absence is necessary, the student is expected to notify the Instructor and the Medical Assisting Coordinator before scheduled class time.

The instructor is not responsible to repeat any material the student missed during their absence; it will be the responsibility of the student to get this information from other students or schedule a meeting outside of class with the instructor.  It is also the responsibility of the absent student to get any information, directions, etc. that may have been given during that student’s absence. There will be no makeup sessions during the semester, so it is strongly advised that students be present for each lecture session.

COLLEGE SYLLABUS STATEMENTS

Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.

STUDENT CODE OF CONDUCT

As an enrolled student at Columbus State Community College, you have agreed to abide by the Student Code of Conduct as outlined in the Student Handbook. You should familiarize yourself with the student code. The Columbus State Community College expects you to exhibit high standards of academic integrity, respect, and responsibility. Any confirmed incidence of misconduct, including plagiarism and other forms of cheating, will be treated seriously and in accordance with College Policy and Procedure.

COURSE CONDUCT

· Students will adhere to all regulations of the Student Handbook.
· Any behavior that disrupts or hinders the ability of the instructor to teach, or the student’s ability to learn is subject to Columbus State Community College policies. Students who engaged in disruptive behavior will be asked to leave the classroom and given an “absence for the day”. Examples of disruptive behaviors include but are not restricted to:
· Disrespect directed to the instructor(s) of the class.
· Disregard of a directive from instructor.
· Excessive talking during lectures and lab.
· Any other behaviors that disrupt the flow of the lecture or lab.
· Any behaviors that disrupt other classes in the vicinity of the classroom.
· Students sleeping during lecture or lab.
· Derogatory remarks about anyone associated with CSCC placed on Facebook or other social media.

· Quizzes cannot be made up. One test during the semester (must be an excused absence) may be made up.

· The exam must be made up within three business days of returning to campus.

· Students must be present for finals.

· Criteria for excused absences:
· A written medical excuse with physician’s address stamp.
· The excuse may be written on embossed letterhead.
· Subpoena from a court.
· Program Coordinator has the right to approve special circumstances.
· GXMO testing (no points will be deducted as instructor has requested students to take the GXMO test, student must provide verification).

· Frequent absences, tardiness and immature behavior are disruptive to the educational process and place unfair burden on faculty and fellow students. Please note that it is impossible to recommend anyone for a job who is frequently late and/or absent, and this type of behavior will jeopardize the student placement in clinical experience. Remember the student is writing their own reference.

· Homework is accepted only on the day it is due. Students having an excused absence may turn homework in on the day they return to school. It is not the instructor’s responsibility to remind the students to turn in homework.

· Students may make an appointment to view any assessment once their grade is posted.

· All quizzes, tests, and final are property of the department, and they must be returned after review.

· Cell phones and electronic devices: Any cell phone or electronic device interruption will not be tolerated, if this type of interruption occurs during a class, the student may be asked to leave and not return that day, resulting in an unexcused absence for the session. Cell phones and electronic devices must be turned off, not on vibrate. Refer to Student Handbook.



ADDITIONAL GROUNDS FOR DISMISSAL

· Plagiarism
· Falsification of any required documentation
· Dishonesty of any form or fashion
· Collaborating with others on any assignments unless specifically allowed by the course instructor
· Absences that exceed 20% of the scheduled course meetings (lab)
· Final grade below a “C” in any MAT course
· Unprofessional and unethical behavior




AUDIO/VIDEO RECORDING OF CLASS

· Audio- and videorecording, transmission, or distribution of class content (e.g., lectures, discussions, demonstrations, etc.) is strictly prohibited unless the course instructor has provided written permission via the syllabus or a signed form. Authorization to record extends solely to students in that course. Transmitting, sharing, or distributing course content onto public, commercial, or social media sites is strictly prohibited.

WEATHER RELATED DEPARTMENT SPECIFIC POLICY 

· In the event of severe weather or other emergencies that could force the college to close or to cancel classes, such information will be broadcast on radio stations and television stations.

· Students who reside in areas that fall under a Level III emergency should not attempt to drive to the college even if the college remains open.

· Assignments due on a day the college is closed will be due the next scheduled class period. If an examination is scheduled for a day the campus is closed, the examination will be given on the next class day. If a laboratory is scheduled on the day the campus is closed, it will be made up at the next scheduled laboratory class. If necessary, laboratory make-up may be held on a Saturday. Please review the academic department specific policy relative to clinical, practicum, of other missed time due to weather related college closings.

· Students who miss a class because of weather-related problems when the class is held as scheduled are responsible for readings and other assignments as indicated in the syllabus. If a laboratory or an examination is missed, contact the faculty member as soon as possible to determine how to make up the missed exam or lab. Remember, it is the student’s responsibility to keep up with readings and other assignments when a scheduled class does not meet, whatever the reason.

· In the event the college is forced to close during Final Examination Week, exams scheduled for the first missed date will be rescheduled. The faculty member for each section of a course will communicate via email to registered students of the new date, time, and location of the exam. This information will also be posted, by the faculty member, on their Blackboard section as an announcement.



UNITS OF INSTRUCTION (This is an 8-week term course with two classes per week.)

Week 1
· Unit of Instruction: Safety in the Workplace 
· Learning Objectives/Goals: Identify safety techniques to maintain a safe workplace environment
· Assignment:  Varies by instructor
· Assessment Methods: Varies by instructor

Week 2
· Unit of Instruction: Emergency Preparedness for the Medical Assistant 
· Learning Objectives/Goals: Principles for evacuation of a healthcare setting
· Assignment: Varies by instructor
· Assessment Methods: Varies by instructor

Week 3
· Unit of Instruction: NSC Bloodborne and Airborne Pathogens
· Learning Objectives/Goals:  Understand OSHA And CLIA. Discuss Infection Control. Apply Principles Of Aseptic Technique And Infection Control.
· Assignment: Varies by instructor
· Assessment Methods: Varies by instructor

Week 4
· Unit of Instruction: CH 17: Medical Asepsis and the OSHA Standard
· Learning Objectives/Goals:  Explain the disease process, infection cycle and discuss infection control procedures, explain difference between medical and surgical asepsis. 
· Assignment: Varies by instructor
· Assessment Methods:  Varies by instructor

Week 5
· Unit of Instruction:  CH 18: Sterilization and Disinfection
· Learning Objectives/Goals: How and why to perform sterilization procedures and prevention of contamination during the sterilization process.
· Assignment: Varies by instructor
· Assessment Methods: Varies by instructor

Week 6
· [bookmark: _Hlk203129294]Unit of Instruction:  CH 20: The Physical Examination
· Learning Objectives/Goals: Learn height, weight, visual and auditory acuity/screening tests. Know the parts of a physical examination and the MA role during the exam. Learn proper documentation techniques. 
· Assignment: Varies by instructor
· Assessment Methods: Varies by instructor

Week 7
· Unit of Instruction: CH 35: Nutrition
· Learning Objectives/Goals: Describe dietary nutrients, the function of diets, and identify special dietary needs.
· Assignment:  Varies by instructor
· Assessment Methods: Varies by instructor

Week 8
· Unit of Instruction: Finals week for first term courses – no new material.
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