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COURSE NUMBER: 	MAT 2800		COURSE TITLE:  Seminar: Medical Assisting

INSTRUCTOR:	     TBD			            CONTACT:     TBD

CREDITS:	1				CLASS/CONTACT HOURS PER WEEK:     3	

PREREQUISITES:  All first semester MAT courses with a grade of “C” or above. 

DESCRIPTION OF COURSE 

This seminar course provides a forum for group discussion on topics related to practicum experiences, current trends in the medical field, and career planning for medical assistants. Students will develop and present a professional portfolio, including a cover letter, résumé, certifications, and documentation of achievements. The course also offers preparation and practice opportunities for the medical assistant credentialing examination.

COURSE STUDENT LEARNING OUTCOMES

	Standard
	CAAHEP

	Provide up-to-date documentation of provider/professional CPR
	I.P.12



PROGRAM OUTCOMES 

· Prepare a professional resume that includes a career objective
· Examine online job availability for medical assistants – choose an MA ad to respond to (include both an administrative and clinical ad)
· Compose a cover and thank you letter for an employment position
· Create a job description for the entry level medical assistant to include interview questions
· Prepare a professional portfolio containing all administrative and clinical competencies accomplished
· Provide up-to-date documentation of their provider/professional CPR and First Aid certifications. 
· Assessment of the CMA Review book (three practice examinations)

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.” [Standard II.A.]

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 #5 Technological Competence
ILG #6 Communication Competence
ILG #7 Cultural and Social Awareness
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.
COURSE MATERIALS REQUIRED

· 1 ½ - 2-inch binder, black or white without designs
· Sheet protectors
· Tabbed dividers
· Internet access

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

· Medical Assisting Review: Passing the CMA, RMA, and CCMA Exams by J. Moini, 7th edition. 
 	ISBN-13: 9781260021790

GENERAL INSTRUCTIONAL METHODS

· Lecture
· Assigned readings
· In-class discussion

STANDARDS AND METHODS FOR EVALUATION

Each grading component must be completed to pass this course.
Success in this course will be determined by completion of all of the following: 

· Professionalism/Attendance: 15%
· Hiring Presentations: 20% (Students must actively participate to earn credit.)
· Portfolio:  20%
· Timesheets, CPR/First Aid Certificates, and Accreditation Survey: 15%
· Three Practice Certification Exams 30%

GRADING SCALE

A = 93% - 100%
B = 83% – 92%
C = 75% – 82%     Students must earn a 75% to pass this course
D = 70% - 74%
E = Below 70%  

SPECIAL COURSE REQUIREMENTS

HIRING EVENT

As a requirement of this course, students are required to attend the Hiring Presentations and give each employer representative their undivided attention.  During these presentations, the instructors will observe students displaying professional behavior. To earn points for each presentation, the student must ask the presenter a minimum of two questions about something they spoke about, their facility, their hiring process, or another professional subject relevant to their presentation or career.  Students who do not attend a presentation or do not actively participate will receive a deduction to their grade for that presentation. There are no make-up presentations available.

COURSE ASSIGNMENTS

It is a requirement of this course that students complete the three practice exams (general, administrative, and clinical) with a score of at least 76%. This is to best prepare students for passing their certification exams. The students will be able to take each exam as many times as it takes to obtain the required score or to raise their already passing score to a higher one as long as the exam is open (see course calendar below for exam windows). Students are not allowed to collaborate with other students or otherwise cheat during these practice exams. 

Students will submit their practicum timesheets weekly by Friday at 6:00 PM via the link in MAT 2800 Our Classroom in blackboard. Timesheets must be signed by the student AND their site supervisor or preceptor at the end of each week prior to submission. If the timesheet is not signed by the site supervisor or preceptor, the hours will not be counted towards the student’s total and must be repeated per program policy stated in the Externship Handbook. If the timesheet is not submitted by the deadline each week, the student will receive a zero for that week’s timesheet grade, and they will have to repeat the week’s hours if it is not turned in before the following Monday at 8 AM. 

All course work is due by the 10th week of the semester, July 28, 2025. 

AAMA CERTIFICATION EXAM ELIGIBILITY

Per the American Association of Medical Assistants (AAMA) eligibility requirements, students may apply to take the certification exam as early as the first day of summer semester. Any student who takes and passes their certification exam will receive a special Certified Medical Assistant pin at the Health and Human Services Pinning Ceremony as well as have their accomplishment recognized at the ceremony. 

ATTENDANCE POLICY

Attendance is expected for each class session.  Excessive absenteeism in lecture will not be excused; remember absenteeism beyond 20% will result in failure of the program. 20% for this course is 1.8. Remember that students who come to class after 8:10 AM are marked as absent. Attendance and punctuality are incredibly important habits to nurture. 

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 or Medical Assisting Coordinator before scheduled class time. If the student is too ill to attend class, they are too ill to attend their practicum hours that day as well. A physician’s excuse must be obtained for both. 

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.  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”.


UNITS OF INSTRUCTION 

· Unit of Instruction: No Class – Campus Closed
· Learning Objectives/Goals: N/A
· Assignment: N/A
· Assessment Methods: N/A
Week 2
· Unit of Instruction: Explain syllabus, course calendar, and certification practice exams.
· Learning Objectives/Goals: Identify skills being performed at the externship sites as well as any issues that need addressed.
· Assignment: Work on projects.
· Assessment Methods: Practice Exam 1 Opens
Week 3
· Unit of Instruction: Hiring Event Presentation
· Learning Objectives/Goals: List the pros and cons of working for the presenting facility after graduation.
· Assignment: Work on projects.
· Assessment Methods: Practice Exam 1
Week 4
· Unit of Instruction: Hiring Event Presentation
· Learning Objectives/Goals:  List the pros and cons of working for the presenting facility after graduation.
· Assignment: Work on projects.
· Assessment Methods: Practice Exam 1 Closes, Practice Exam 2 Opens
Week 5
· Unit of Instruction:  Hiring Event Presentation
· Learning Objectives/Goals: List the pros and cons of working for the presenting facility after graduation.
· Assignment: Work on projects.
· Assessment Methods: Practice Exam 2
Week 6
· Unit of Instruction: Hiring Event Presentation
· Learning Objectives/Goals: List the pros and cons of working for the presenting facility after graduation.
· Assignment: Work on projects.
· Assessment Methods: Practice Exam 2 Closes, Practice Exam 3 Opens
Week 7
· Unit of Instruction: Hiring Event Presentation
· Learning Objectives/Goals: List the pros and cons of working for the presenting facility after graduation.
· Assignment: Work on projects.
· Assessment Methods: Practice Exam 3
Week 8
· Unit of Instruction:  Hiring Event Presentation
· Learning Objectives/Goals: List the pros and cons of working for the presenting facility after graduation.
· Assignment: Work on projects.
· Assessment Methods: Practice Exam 3 due. All Practice Exams Reopen for Retakes.
Week 9
· Unit of Instruction: Hiring Event Presentation
· Learning Objectives/Goals: List the pros and cons of working for the presenting facility after graduation.
· Assignment: Work on projects
· Assessment Methods: 

Week 10
· Unit of Instruction: Last day of class – Portfolios due!
· Learning Objectives/Goals: Complete a professional, neat, and thorough portfolio for interviews.
Week 11
· Unit of Instruction: Finals Week
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