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 MA Syllabus

	Course Title
	MA-100 Introduction To Medical Assisting and Administration Procedures

	Length of Course
	30 Lecture Hours 

30 Lab Hours

	Course Description
	Student will demonstrate understanding of the responsibilities and scope of practice of the Medical Assistant including the employment conditions and credentialing required. Students will also demonstrate the ability to handle general office procedures that deal with scheduling appointments, phone communication, record keeping, handling of patients, collections system etc.

	Course Objectives
	At the end of this course, the future Medical Assistant will 
Bonewit-West Textbook:  
Chapter 1—The Health Care System
1.  Describe the role of medical office care in the health care system.
2.  Describe the historical development of managed care.
3.  Identify the flow of activity in ambulatory care.
4.  Identify and describe the various types of medical specialties.
5.  Identify three medical practice types.
6.  Compare and contrast various complementary and traditional medical treatments.

Chapter 2—The Professional Medical Assistant
1.  Describe the history of the medical assisting profession.
2.  List character and personality traits of effective medical assistants.
3.  Describe the appearance and behavior of a professional medical assistant.
4.  Describe principles of effective time management.
5.  Define professionalism for physicians and medical assistants.
6.  Locate and define the legal scope of practice in own state.
7.  Identify organizations and publications that guide professional behavior for physicians and medical assistants.
8.  Differentiate between various national credentials for medical assistants.
9.  Describe how professional organizations support the profession of medical assisting.
10.  Identify the administrative tasks and clinical tasks performed by a medical assistant.
11.  Discuss the medical assistant's role in the operation of the medical office and patient education.
12.  List employment opportunities for medical assistants.
Chapter 38—The Medical Record

Types of Medical Records 

1. Explain the difference between a paper-based medical record and an electronic medical record (EMR). 

2. List the general functions of EMR software. Medical Record Formats 

3. Describe the organization of a source-oriented medical record and a problem-oriented medical record. 

4. List and define the four subcategories included in the progress notes of a problem-oriented record (POR). 

5. Describe the usual format of an EMR. 

Administrative Section of the Medical Record 

6. List the categories of information obtained on the new patient information form. 

7. Describe the function of the Notice of Privacy Practices. 

8. Identify the information obtained in each of the following consent documents: procedure consent and release of medical information. 

9. Give examples of correspondence and telephone messages often found in the medical record

Clinical Section of the Medical Record

10. List and describe the components of the medical record database. 

11. Describe how the problem list is coordinated with billing in the EMR. 

12. Explain the necessity to finalize progress notes in the EMR. 
13. Compare storage of laboratory reports, diagnostic tests, and reports of diagnostic tests in the paper-based medical record and the EMR. 

14. List and describe other clinical reports that may be found in a medical record. 
Health History 

15. List and describe the seven sections of the health history. 
16. List the guidelines that should be followed in recording the chief complaint. 
Documentation 

17. List and describe the guidelines to follow to ensure accurate and concise documentation. 

18. List and describe the types of progress notes that may be documented by the medical assistant. 

19. List examples of subjective symptoms and objective symptoms. 

20. List and describe common symptoms.

Chapter 39—Patient Reception

1. Describe how to open the medical office and prepare for the day's activities.

2. Compare and contrast the tasks necessary to open and close the medical office.

3. Discuss measures to protect the confidentiality of patients in the reception areas.

4. List information that must be obtained from new patients.

5. Describe the proper procedure to check in a new or established patient.

6. Discuss procedures that are necessary to validate that a patient's insurance will pay the bill.

7. List information that must be given to a new patient about the practice.

8. Describe different types of informational materials for new and prospective patients.

Chapter 41—Telephone Techniques

1. Describe the importance of effective telephone courtesy and a pleasing telephone personality for the medical assistant.

2. Explain the use of multiline telephones, cell phones, smartphones, and pagers in the medical office.

3. Differentiate between incoming telephone calls the medical assistant can handle and other incoming calls.

4. Describe the correct procedure for screening incoming calls.

5. Describe the correct procedure for taking messages and transcribing messages recorded on an answering machine or voicemail.

6. Identify the correct steps to respond to a telephone call regarding an emergency or urgent medical problem.

7. Describe how to deal with problem calls.

8. Explain how the medical assistant should make outgoing telephone calls.

Chapter 42—Scheduling Appointments

Methods of Scheduling

1. Describe how scheduling appointments efficiently meets the needs of both physicians and patients.

2. Describe the correct use of computer scheduling to make appointments.

3. Explain why the medical office must retain an official record of patients seen each day (daily appointment schedule).

Types of Scheduling

4. Describe several types of scheduling, including stream scheduling, wave scheduling, modified wave scheduling, double booking, open booking, and patient self-scheduling.

5. Identify types of patient appointments that may be clustered in the appointment schedule.

Setting up the Appointment Schedule

6. Identify factors to be considered when setting up the appointment schedule.

7. Explain how to set up the appointment schedule.

Making an Appointment

8. Differentiate between the information needed to make an appointment for a new patient and for an established patient.

9. Differentiate among medical conditions that require emergency care, urgent care, and routine care.

10. Describe how to schedule appointments for individuals who are not patients.

Managing the Appointment Schedule

11. Describe the method for changing or canceling appointments.

12. Describe how to document changes to the appointment schedule and cancellations or no-shows in the medical record.

13. Identify three methods to remind patients to make or keep appointments.

14. Discuss the storage of appointment schedules and/or daily schedules.

Scheduling Diagnostic Tests, Procedures, and Admissions

15. Identify how to schedule inpatient and outpatient diagnostic tests and procedures.

16. Identify how to schedule hospital admissions and surgery.

Chapter 43—Medical Records Management

1. Identify supplies and equipment needed to create and store paper-based medical records.

2. Describe how to create a new paper-based medical record.

3. Describe different types of filing systems.

4. List principles of alphabetic and numeric filing.

5. Describe the process of filing reports and paper-based medical records.

6. Compare and contrast advantages and disadvantages of alphabetic and numeric filing systems for paper-based medical records.

7. Describe the implications of the paper-based medical record and the electronic medical record for medical record management.

8. Differentiate between storage of active and inactive records.

9. Identify methods for retention and disposition of paper-based medical records.

Chapter 44—Written Communication

Business Letters

1. Define the parts of a business letter.

2. Identify different formats for preparing business letters.

3. Explain how to format and compose a business letter.

Responding to Written Communication

4. Identify how to respond to written communication from businesses and patients.

5. Discuss the importance of using correct grammar and spelling in written communication.

Memoranda and Other Documents

6. Describe the process of creating memoranda.

7. Explain how to prepare and proofread documents.

E-mail or Other Electronic Transmission

8. Compare the use and style of business letters and electronic communication, such as e-mail or secure messaging within the EMR.

9. Explain how to use e-mail and attachments for business communication.

10. Explain how to transmit information using a fax machine.

Photocopying Documents

11. Describe how to make copies of multiple-page documents.

services.

Davi-Ellen Chabner Medical Terminology
1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.
2. To divide medical terms into component parts.
3. To identify medical specialists and describe their specialties.
4. To identify combining forms used in terms that describe specialists.
5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide.
SIMCHART for the medical office LEARNING THE MEDICAL OFFICE WORKFLOW. 

Davi-Ellen Chabner Medical Terminology
To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-101 Anatomy & Physiology and Medical Terminology

	Length of Course
	90 Lecture Hours 

	Course Description
	This course will combine the relationship of anatomy, physiology and medical terminology as they relate to the body systems, anatomical structures and variety of diseases that afflict humans. Prefixes, suffixes, abbreviations, plural endings, word roots, and combined forms are covered. Terms and structures are presented that relate to all areas of medical science, hospital service, and paramedical facilities. Emphasis will be on the planes of the body as well as the digestive, urinary, reproductive, nervous, and respiratory systems.

	Course Objectives
	At the end of this course, the future Medical Assistant will 
Bonewit-West Textbook:  Chapters 5-11,13-16

1. Explain why it is important for the medical assistant to be knowledgeable about anatomy and physiology.

2. Explain the relationship between anatomy and physiology.

3. State the six levels of organization within the human body.

4. List the 11 organ systems of the body and describe the function of each.

5. Describe homeostasis and its importance to the human body.

6. List the four criteria used to describe the anatomic position.

7. Identify body planes, body regions, and relative positions using anatomic terms.

8. List the four main types of tissues found in the body.
9. Identify the different body systems along with their individual characteristics, functions, pathology and relation to variety of disease processes.
Davi-Ellen Chabner Medical Terminology
Chapter 5

1. Recognize the relationship of cells, tissues, and organs.

2. List four types of tissue and the major body systems and recognize terms for their abnormal development.

3. Recognize the directional terms and planes of the body, match them with their descriptions, and write their combining forms. 

4. Identify the body cavities, the body regions, and the four abdominal quadrants.

5. Recognize the terms for diagnostic procedures and disorders presented in Chapter 5.

6. Recognize the meanings of Chapter 5-word parts and use them to build and analyze medical terms.

7. Write terms pertaining to body fluids and blood and their disorders, as well as associated terms.

8. Write terms about body defenses, immunity, and bioterrorism when given their definitions, or match them with their meanings. 

9. Spell medical terms correctly.

Chapter 6

1. Recognize or write the functions of the integumentary system.

2. Recognize or write the meanings of Chapter 6-word parts and use them to build and analyze terms.

3. Write terms for selected structures of the integumentary system, or match them with their descriptions
4. Write the names of the diagnostic terms and pathologies related to the integumentary system when given their descriptions, or match terms with their meanings.

5. Match surgical and therapeutic interventions for the integumentary system or write the names of the interventions when given their descriptions.

6. Spell terms for the integumentary system correctly.
Chapter 7

1. Recognize or write the functions of the skeletal system.

2. Recognize or write the meanings of Chapter 7-word parts and use them to build and analyze terms.

3. Write terms for select structures of the skeletal system or match them with their descriptions.

4. Write the names of the diagnostic terms and pathologies related to the skeletal system when given their descriptions, or match terms with their meanings.

5. Match the names of skeletal disorders with their descriptions.

6. Match surgical and therapeutic interventions for the skeletal system or write the names of the interventions when given their descriptions.

7. Spell terms for the skeletal system and disorders correctly.
Chapter 8

8. Recognize or write the functions of the muscular system.

9. Recognize or write the meanings of Chapter 8-word parts and use them to build and analyze terms.

10. Write terms for select structures of the muscular system or match them with their descriptions.

11. Write the names of the diagnostic terms and pathologies related to the muscular system when given their descriptions, or match terms with their meanings.

12. Match the names of muscular disorders with their descriptions.

13. Match surgical and therapeutic interventions for the muscular system or write the names of the interventions when given their descriptions.

14. Spell terms for the muscular system and disorders correctly.

Chapter 9

15. Recognize or write the functions of the nervous system.

16. Recognize or write the meanings of Chapter 9-word parts and use them to build and analyze terms.

17. Write terms for select structures of the nervous system or match them with their descriptions.

18. Write the names of the diagnostic terms and pathologies related to the nervous system when given their descriptions, or match terms with their meanings.

19. Match the names of psychologic disorders with their descriptions.

20. Match surgical and therapeutic interventions for the nervous system or write the names of the interventions when given their descriptions.

21. Spell terms for the nervous system and psychologic disorders correctly.

Chapter 10

1. Explain the difference between general senses and special senses, and give examples of each.

2. Identify the sense receptors for touch, pressure, proprioception, temperature, and pain.

3. List or recognize the names of the special sense organs.

4. Explain the function of the rods and cones, photoreceptor cells in the retina.

5. Recognize or write the meanings of Chapter 10-word parts and use them to build or analyze terms.

6. Write terms for selected structures of the sense organs, or match terms with their descriptions.

7. Write the names of the diagnostic terms and pathologies related to the special sense organs.

8. Match surgical and therapeutic interventions in Chapter 10 or write the names of the interventions when given their descriptions.

9. Spell terms pertaining to the special senses.

10. Recognize or write the meanings of Chapter 10-word parts and use them to build or analyze terms.

11. Write terms for selected structures of the sense organs, or match terms with their descriptions.

12. Write the names of the diagnostic terms and pathologies related to the special sense organs.

13. Match surgical and therapeutic interventions in Chapter 10 or write the names of the interventions when given their descriptions.

14. Spell terms pertaining to the special senses.

Chapter 11

1. Recognize or write the functions of the endocrine system.

2. Recognize or write the meanings of Chapter 11-word parts and use them to build and analyze terms.

3. Write terms for selected structures of the endocrine system and their associated hormones and functions or match them with their descriptions.

4. Write the names of the diagnostic terms and pathologies related to the endocrine system when given their descriptions, or match terms with their meanings.

5. Match surgical and therapeutic interventions for the endocrine system or write the names of the interventions when given their descriptions.

6. Spell terms for the endocrine system correctly.
Chapter 13

1. Recognize or write the functions of the respiratory system.

2. Recognize or write the meanings of Chapter 13-word parts and use them to build and analyze terms.

3. Write terms for selected structures of the respiratory system or match them with their descriptions.

4. Write the names of the diagnostic terms and pathologies related to the respiratory system when given their descriptions, or match terms with their meanings.

5. Match surgical and therapeutic interventions for the respiratory system or write the names of the interventions when given their descriptions.

6. Spell terms for the respiratory system correctly

Chapter 14
1. Recognize or write the functions of the digestive system.

2. Recognize or write the meanings of Chapter 14-word parts and use them to build and analyze terms.

3. Write terms for selected structures of the digestive system or match them with their descriptions.

4. Write the names of the diagnostic terms and pathologies related to the digestive system when given their descriptions, or match terms with their meanings.

5. Match surgical and therapeutic interventions for the digestive system or write the names of the interventions when given their descriptions.

6. Spell terms for the digestive system correctly.

Chapter 15
1. Recognize or write the functions of the urinary system.

2. Recognize or write the meanings of Chapter 15-word parts and use them to build and analyze terms.

3. Write terms for selected structures of the urinary system or match them with their descriptions.

4. Write the names of the diagnostic terms and pathologies related to the urinary system when given their descriptions, or match terms with their meanings.

5. Match surgical and therapeutic interventions for the urinary system or write the names of the interventions when given their descriptions.

6. Spell terms for the urinary system correctly.

Chapter 16

1. Recognize or write the functions of the reproductive system.

2. Recognize or write the meanings of Chapter 16-word parts and use them to build and analyze terms.

3. Write terms for selected structures of the female reproductive system and their associated functions or match them with their descriptions.

4. Write the names of the diagnostic terms and pathologies related to the female reproductive system when given their descriptions, or match terms with their meanings.

5. Match surgical and therapeutic interventions for the female reproductive system or write the names of the interventions when given their descriptions.

6. Write selected terms related to pregnancy and childbirth or match them with their descriptions.

7. Write selected terms related to the female breasts or match them with their descriptions.

8. Write terms for selected structures of the male reproductive system and their associated functions or match them with their descriptions.

9. Write the names of the diagnostic terms and pathologies related to the male reproductive system when given their descriptions or match terms with their meanings.

10. Match surgical and therapeutic interventions for the male reproductive system or write the names of the interventions when given their descriptions.

11. Write terms for sexually transmitted diseases or match them with their causative agents.

12. Spell terms for the reproductive system and sexually transmitted diseases correctly.


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology
To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-102 Phlebotomy

	Length of Course
	25 Lecture Hours 

60 Lab Hours

	Course Description
	The student will demonstrate understanding of the cardio-vascular system and show skill in the various methods of blood collection using syringes, butterfly needles and skin puncture. Specimen collection will include adults, children and infants. Students will demonstrate all the safety methods required. The handling and labeling of blood specimens will be demonstrated by the student. Students will perform 25 “perfect” phlebotomy procedures in order to complete the course.

	Course Objectives
	At the end of this course, the future Medical Assistant will 
Bonewit-West, Today’s Medical Assistant Textbook
Chapter 12
1. Recognize or write the functions of the circulatory system

2. Write terms for selected structures of the cardiovascular system, or match terms with their descriptions.

3. Write the names of the diagnostic terms and pathologies related to the cardiovascular system when given their descriptions, or match terms with their meanings.

4. Match surgical and therapeutic interventions for the cardiovascular system or write the names of the interventions when given their descriptions.

5. Write terms for selected structures of the lymphatic system, or match terms with their descriptions.

6. Write the names of the diagnostic terms and pathologies related to the lymphatic system when given their descriptions, or match terms with their meanings.

7. Match surgical and therapeutic interventions for the lymphatic system or write the names of the interventions when given their descriptions.

8. Spell terms for the circulatory system correctly.

Chapter 31- Phlebotomy 

Venipuncture

1. List and describe the general guidelines that should be followed when performing a venipuncture.

2. Explain how a different blood specimen are obtained

3. List the layers into which the blood separates when an anticoagulant is and is not added to the specimen.

4. List the OSHA safety precautions that must be followed during venipuncture and when separating serum or plasma from whole blood.

5. State the additive content of each of the following vacuum tubes and list the types of blood specimens that can be obtained from each: red, lavender, gray, light blue, green, royal blue.

6. Identify and explain the order of draw for the vacuum tube and butterfly methods of venipuncture.

7. List and describe the guidelines for use of evacuated tubes.

8. Identify possible problems during a venipuncture.

Skin Puncture

9. Explain when a skin puncture would be preferred over a venipuncture.

10. Describe each of the following skin puncture devices: disposable semiautomatic lancet and reusable semiautomatic lancet.

11. List and describe the guidelines for performing a finger puncture.

.
Chapter 30 -Urinalysis

Urinary System

1. List conditions that may cause polyuria and oliguria.

2. Define the terms used to describe symptoms of the urinary system.

Collection of Urine

3. Explain why a first-voided morning specimen is often preferred for urinalysis.

4. Explain the purpose of collecting a clean-catch midstream specimen.

5. Explain the purpose of a 24-hour urine collection.

6. List changes that may occur if urine is allowed to remain standing for longer than 1 hour.

Analysis of Urine

7. List factors that may cause urine to have an unusual color or become cloudy.

8. Identify the various tests that are included in the physical and chemical examination of urine.

9. List the structures that may be found in a microscopic examination of urine.

Urine Pregnancy Testing

10. Explain the basis for urine pregnancy tests.

11. List the guidelines that must be followed in a urine pregnancy test to ensure accurate test results.

Chapter 32 –Hematology

Hematology Tests

1. List the tests included in a complete blood count.

2. State the reference range for various hematologic tests.

3. Explain how the RBC indices can help diagnose the various types of anemia.

4. Explain the purpose of the differential cell count.

5. State the purpose of the PT/INR test.

6. Prepare a blood smear

Chapter 33 –Blood Chemistry and Immunology

1. Explain the purpose of a blood chemistry test.

2. Explain the functions of glucose and insulin in the body.

3. State the patient preparation for a fasting blood glucose test.

4. Identify the reference range for a fasting blood glucose test.

5. State the purpose of each of the following tests: fasting blood glucose test, 2-hour postprandial glucose test, and oral glucose tolerance test.

6. Describe the procedure for a 2-hour postprandial blood glucose test.

7. Identify the patient preparation required for an oral glucose tolerance test.

8. List three advantages of self-monitoring of blood glucose by diabetic patients.

9. Explain the purpose of the hemoglobin A1c test.

10. State the hemoglobin A1c level for an individual without diabetes and individual with diabetes.

11. Explain the storage requirements for blood glucose test strips.

12. Explain the purpose of each of the following immunologic tests: hepatitis test, HIV tests, syphilis tests, mononucleosis test, rheumatoid factor, antistreptolysin test, C-reactive protein, cold agglutinins, ABO and Rh blood typing, and Rh antibody titer

13. Describe the functions of LDL cholesterol and HDL cholesterol in the body.

14. State the desirable ranges for each of the following tests: total cholesterol, LDL cholesterol, and HDL cholesterol.

15. State the patient preparation for a triglyceride test.

Davi-Ellen Chabner Medical Terminology

1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-103 Medical Ethics and Law

	Length of Course
	30 Lecture Hours 

	Course Description
	Students will demonstrate understanding of Federal and State guidelines for medical practice, as well as liability coverage and risk management regarding health laws and regulation. This includes the ethical relationships between medical assistants, patients and physicians

	Course Objectives
	At the end of this course, the future Medical Assistant will
Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Chapter 3—Ethics and Law for the Medical Office

Ethics and Health Care 
1. Identify key differences between law and ethics.

2. List reasons for medical assistants to study ethics.

3. Identify specific rights that patients have in relation to health care.

4. Correlate the concept of duties to the actions expected of health professionals.

5. Be a patient advocate.

6. Report illegal and/or unsafe activities and behaviors affecting patient care to proper authorities.

7. Describe how certain ethical issues generate ethical conflict in society.

8. Describe ways to separate and prioritize personal and professional ethics.

Separate personal and professional ethics.

9. Describe six steps that may be used to make ethical decisions.

Law and Professional Liability

10. Identify similarities and differences between public law and private law.

11. Identify the process through which laws are created at the federal and state level.

12. Differentiate among types of crimes, such as felonies and misdemeanors, as well as between violent and nonviolent crimes.

13. Differentiate between criminal law and civil law.

14. List and explain the elements of a valid contract.

15. State the rights and duties of each party in the physician-patient relationship.

16. Incorporate the Patient Bill of Rights into personal practice.

Incorporate the Patient Bill of Rights.

17. Define standard of care and describe how this concept affects the behavior of health professionals.

18. Describe the medical assistant's role in obtaining informed consent.

19. Explain the principles of negligence and professional negligence as they apply to the behavior of health professionals.

20. Explain the purpose and need for professional liability insurance.

21. Describe the process of malpractice litigation.

22. List and explain specific defenses to intentional and unintentional torts.

Federal and State Laws Affecting the Medical Office

23. Describe and explain the laws regulating controlled substances and prescription medications.

24. List and explain several laws that protect employees of medical offices.

25. Describe how the provisions of the Health Insurance Portability and Accountability Act (HIPAA) affect the medical office.

26. List and explain the situations where mandatory reporting is required by the medical office.

Report illegal activities and comply with public health statutes.

27. Describe how states regulate the practice of medicine and health occupations.

Chapter 4—Interacting with Patients

Communicating with Patients

1. Describe the steps in the communication process.

2. Differentiate between verbal and nonverbal communication.

Demonstrate effective and respectful verbal and nonverbal communication.

3. List several types of nonverbal communication.

4. Identify and describe factors that can interfere with effective communication.

5. Explain the elements of active listening.

6. Describe how eye contact can have different meanings based on cultural background.

7. Give examples of techniques that encourage a patient to continue speaking.

8. Explain how to overcome sensory and language barriers to communication.

9. Describe ways to evaluate if communication has been effective.

Davi-Ellen Chabner Medical Terminology

1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-104 Pharmacology & Administration of Medications and Psychology of Human Behavior

	Length of Course
	100 Lecture Hours 



	Course Description
	The student will demonstrate understanding of the cardio-vascular system and show skill in the various methods of blood collection using syringes, butterfly needles and skin puncture. Specimen collection will include adults, children and infants. Students will demonstrate all the safety methods required. The handling and labeling of blood specimens will be demonstrated by the student. Students will perform 25 “perfect” phlebotomy procedures in order to complete the course.

	Course Objectives
	At the end of this course, the future Medical Assistant will 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Chapter 26 – Administration of Medication and Intravenous Therapy 
1. Explain the difference among administering, prescribing, and dispensing medication.

2. State the common routes for administering medication.

3. List and describe the six sections of the Physicians' Desk Reference (PDR).

4. List and describe the categories of information in a drug package insert.

5. Describe the Food and Drug Administration's responsibilities with respect to drugs.

6. List and define the four names of drugs.

7. Classify drugs according to preparation.

8. Classify drugs according to the action they have on the body.

9. List the guidelines for writing metric notations.

10. List and describe the five schedules for controlled drugs.

11. List and explain the parts of a prescription.

12. Describe the functions performed by an electronic medical record (EMR) prescription program.

13. Explain the purpose of a medication record.

14. Describe the factors that affect the action of drugs in the body.

15. List and describe the possible adverse effects of medication.

16. List the guidelines for preparing and administering medication.

Oral Administration

17. Explain why the oral route is most frequently used to administer medication.

18. State where the absorption of most oral medications occurs.

Parenteral Administration

19. State the advantages and disadvantages of the parenteral route of administration.

20. Identify the parts of a needle and syringe and explain their functions.

21. State the ranges of gauge and length of needles for each of the following injections: intradermal, subcutaneous, and intramuscular.

22. State the purpose of safety-engineered syringes.

23. Describe the dispensing units available for injectable medications.

24. State which tissue layers of the body are used for intradermal, subcutaneous, and intramuscular injections.

25. List the medications commonly administered through each of the following routes: intradermal, subcutaneous, and intramuscular.

26. Explain the reason for administering medication with the Z-track method.

Tuberculin Testing

27. Explain the difference between active and latent tuberculosis.

28. Explain the purpose of tuberculin skin testing.

29. Identify the categories of individuals who should have a tuberculin test.

30. Explain the significance of a positive reaction to a tuberculin test.

31. List the diagnostic procedures that might be performed following a positive tuberculin test.

32. State the guidelines that should be followed when administering and reading a Mantoux tuberculin skin test.

33. State the advantages of the tuberculosis blood test.

Allergy Testing

34. Define an allergy, and name common allergens.

35. Explain what occurs during an allergic reaction.

36. List the guidelines for direct skin allergy testing.

37. State the purpose of each of the following types of allergy tests: patch testing, skin-prick testing, intradermal skin testing, and in vitro blood testing.

Chapter 35- Nutrition 

Nutrients 

List the six classes of Nutrients.
Describe the different type of fat found in the body, state the different and function of proteins in the body, 

State the function of water in the body and identify methods by which water is lost from the body. 

Tools for Healthy Nutrition 

Identify the MyPlate food groups and their recommended proportions on the plate.

State the purpose of labeling.

List and describe the seven basic sections of the Nutrition Facts Panel.

Nutrition Therapy 

Explain the purpose of weight management

List and describe the three components included in a treatment plan for obesity.

Explain the difference of type 1 and 2 diabetes, and the recommended nutrition therapy for type1 and 2 diabetes. 

List the common food allergens and common methods of treatment for food allergens. 
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1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-105 Medical Assistant Lab Procedures

	Length of Course
	15 Lecture Hours 

60 Lab Hours

	Course Description
	The student will demonstrate understanding of the cardio-vascular system and show skill in the various methods of blood collection using syringes, butterfly needles and skin puncture. Specimen collection will include adults, children and infants. Students will demonstrate all the safety methods required. The handling and labeling of blood specimens will be demonstrated by the student. Students will perform 25 “perfect” phlebotomy procedures in order to complete the course.

	Course Objectives
	At the end of this course, the future Medical Assistant will 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Chapter 17--Medical Asepsis and OSHA Standard

1. Define microorganism and give examples of types of microorganisms.

2. Explain the difference between a nonpathogen and a pathogen.

3. Define medical asepsis.

4. Understand the growth and multiplication of microorganisms.

5. Understand the infection process cycle.

6. Explain the difference between resident flora and transient flora.

7. State when and what appropriate hand hygiene to use and why.

8. Identify medical aseptic practices that should be followed in the medical office.

9. List examples of when to wear clean disposable gloves

Chapter 34--Medical Microbiology

1.  List and explain the stages of an infectious disease.

2.  List and describe the three classifications of bacteria based on shape.

3.  Give examples of infectious diseases caused by the following types of cocci:  Staphylococci, Streptococci, Diplococci

4.  State examples of infectious diseases caused by bacilli, spirilla, and viruses.

5.  Explain the function of each of the following parts of a compound microscope: base, arm, stage, light source, substage condenser, iris diaphragm, body tube, coarse adjustment, and fine adjustment.

6.  Identify the function of each of the following microscope lenses: low-power, high-power, and oil-immersion.

7.  List the guidelines for proper care of the microscope.

Chapter 29- Introduction to the Clinical Laboratory 

Clinical Laboratory

Explain the general purpose of a laboratory test and identify the eight categories of a laboratory test based on function.

List and describe the components of the Physician Office Laboratory (POL).

List the information included in a laboratory directory.

Identify the use of each of the laboratory profiles:

Comprehensive metabolic profile.

Electrolyte 

Hepatic function profile

Lipid profile

Prenatal profile

Renal function profile

Rheumatoid profile 

Thyroid function profile.

Identify the purpose of the laboratory report form.
Collecting, Transporting and Handling Specimens.  

Explain the purpose of advance patient preparations for the collection of a laboratory.

List examples of specimens.

Identify the proper handling and storage techniques for each of the following specimens: blood, urine, microbiologic specimen, and stool specimen. 

Laboratory Testing in the Medical Office 
Describe the CLIA test categories: waived, moderately complex, and highly complex.

List the advantages of an automated blood analyzer.

Explain the purpose of quality control in the laboratory and list quality control methods.
List the laboratory safety guidelines that should be followed in the medical office to prevent accidents.
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1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-106 Medical Office Procedures in Clinical Setting

	Length of Course
	20 Lecture Hours 

60 Lab Hours

	Course Description
	The student will demonstrate understanding of how to deal with: collection of patient history; use of Aseptic techniques; the taking of vital signs; emergency and office surgical procedures; maintenance or medical records, list results; Patient preparation and surgical procedures in doctor’s office.

	Course Objectives
	At the end of this course, the future Medical Assistant will 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Chapter 18- Sterilization and Disinfection 

Hazard Communication Standard

1. Explain the purpose of the Hazard Communication Standard.

2. List and describe the information that must be included on the label of a hazardous chemical.

3. List and describe the information that must be included in a safety data sheet (SDS).

Sanitization

4. State the purpose of sanitization.

5. State the advantages of using an ultrasonic cleaner to clean instruments.

6. List and describe the guidelines that should be followed when sanitizing instruments.

Disinfection

7. State the uses of the three levels of disinfection: high, intermediate, and low.

8. Explain the differences among the following: critical item, semi critical item, and noncritical item.

9. List and describe the primary use of disinfectants in the medical office.

Sterilization

10. Explain how the autoclave functions to sterilize articles.

11. List the components of a sterilization monitoring program.

12. List and describe types of sterilization indicators.

13. Identify the advantages and disadvantages of each of the following types of wraps: sterilization paper, sterilization pouches, and muslin. large wrapped packs.

16. Describe the method for storing wrapped articles.

17. Describe the daily, weekly, and monthly maintenance of the autoclave.

Other Sterilization Methods

18. State the primary use of each of the following types of sterilization methods: dry heat, ethylene oxide gas, chemicals, and radiation

14. List the guidelines that should be followed when the autoclave is loaded.

15. Identify the sterilization times for each of the following categories: unwrapped articles, wrapped articles, liquids, and

Chapter 19--Vital Signs

Temperature

1.  Define a vital sign.

2.  Explain the reasons for taking vital signs.

3.  Know examples of how heat is produced and lost in the body.

4.  Know the normal ranges and average temperatures of the body.

5.  List and describe the three stages of a fever.

6.  Know the sites for taking body temperatures.

Pulse
1.  Explain the mechanism of the pulse.

2.  List and explain the factors that affect the pulse rate.

3.  Identify and know specific use of the eight pulse sites.

4.  State the normal range of the pulse rate for different ages.

5.  Explain the difference between pulse rhythm and volume.

Respiration and Pulse Oximetry

1.  Explain purpose of respiration.

2.  State what happens in inspiration and expiration.

3.  Know the normal respiratory rate for different ages.

4.  Explain the difference between rhythm and depth of respiration.

5.  Describe characteristics of abnormal breath sounds.

6.  Explain the purpose of pulse oximetry.

7.  Know the normal oxygen saturation level.

8.  Explain different readings and parts of pulse oximeter.

9.  Be aware of factors that may interfere with accurate pulse oximetry readings.

Blood Pressure

1.  Define blood pressure

2.  Know the normal range of blood pressure for adults.
3.  Know factors that affect blood pressure.

4.  Identify equipment and parts of equipment used for blood pressures.

5.  Identify Korotkoff sounds.

6.  State advantages and disadvantages of automatic blood pressure monitor.

7.  Explain how to prevent errors in blood pressure measurement.

Chapter 20--The Physical Examination

1.  Identify the three components of a complete patient exam.

2.  List the guidelines that should be followed in preparing the exam room.

3.  Identify equipment and instruments used during the physical examination.

4.  List the guidelines that should be followed when measuring weight and height.

5.  Know and explain the purposes of positioning and draping.
6.  List and define the four techniques of examining.

7.  State an example of the use of each examination technique during the physical examination of a patient.

8.  Describe the responsibilities of the medical assistant during the physical examination.

Chapter 21--Eye and Ear Assessment Procedures

1.  Define visual acuity.

2.  State the cause and visual difficulty of:  myopia, hyperopia, astigmatism, presbyopia.

3.  Explain the difference among ophthalmologist, optometrist, and optician.
4.  Explain the significance of the numbers on the Snellen Chart.

5.  Explain the difference between congenital and acquired visual defects.

6.  Know why and how to perform eye irrigation and instillation.

7.  Identify conditions that may cause conductive and sensory hearing loss.

8.  List and describe ways that hearing acuity can be tested.

9.  List reasons an ear irrigation or installation might be performed.
Chapter 23--Gynecologic Examination and Prenatal Care

1.  State the purpose of the gynecologic examination.

2.  Identify the components of the gynecologic examination.

3.  Explain the purpose of a breast examination, pelvic examination.

4.  List and describe the four parts of the pelvic examination.

5.  State purpose of Pap Test.

6.  List the advantages and disadvantages of the liquid-based Pap test.

7.  List and describe each category on a cytology request for a Pap test.

8.  Identify the symptoms of trichomoniasis; candidiasis, chlamydia, gonorrhea.  

9.  Explain how each of the above-listed infections is diagnosed.

10. Explain the purpose of each part of the prenatal record.

11. List and explain the purpose of each procedure included in the initial prenatal examination.

12. List and explain the purpose of each prenatal laboratory test.

13. Explain the purpose of return prenatal visits and of each of the following: multiple marker test, ultrasound scan, amniocentesis, and FHR monitoring.

Chapter 24--Pediatric Examination

1.  List the components of the well-child visit.

2.  State the usual schedule for well-child visits.

3.  Explain the purpose of the sick-child visit.

4.  List the procedures performed by the medical assistant during pediatric office visits.

5.  Explain why it is important to develop a rapport with the pediatric patient

6.  State the importance of measuring the child’s weight, height (or length), and head circumference during each office visit. And the importance of growth chart.

7.  State the importance of measuring a child’s blood pressure and factors that determine if child has hypertension.

8.  List the reasons for collecting a urine specimen from a child.

9.  State the range for the gauge and length of needles used for intramuscular and subcutaneous pediatric injections and sites used for injections.

10.  Describe the schedule for immunization of infants and children recommended by the American Academy of Pediatrics.

11.  State the information that must be provided to parents as required by the National Childhood Vaccine Injury Act.

12.  List the information that must be recorded in the medical record after administering an immunization.

13.  Explain the purpose of a newborn screening test.

14.  List the symptoms of phenylketonuria and what occurs if left untreated.

Chapter 25--Minor Office Surgery

Surgical Asepsis and Wound Healing

1.  State the characteristics of a minor surgical procedure.

2.  Identify procedures that require the use of surgical asepsis.

3.  Describe the medical assistant’s responsibilities during a minor surgical procedure.

4.  List the guidelines to follow to maintain surgical asepsis during a sterile procedure.

5.  Identify and explain the use and care of instruments commonly used for minor office surgery.

6.  Explain the differences between a closed and an open wound and give examples.

7.  List and explain the three phases of the healing process.

8.  List and describe the different types of wound drainage.

9.  List the functions of a dressing.

Sutures

10.  Explain the method used to measure the diameter of suturing material.

11.  Describe the two types of sutures (absorbable and nonabsorbable) and give examples of their uses.

12.  Categorize suturing needles according to type of point and shape.

Medical Office Surgical Procedures and Bandaging

13.  Explain the purpose of and procedure for each of the following minor surgical operations: sebaceous cyst removal, incision and drainage of a localized infection, mole removal, needle biopsy, ingrown toenail removal, colposcopy, cervical punch biopsy, and cryosurgery.

14.  Explain the principles underlying each step in the minor office surgery procedures.

15.  State functions of a bandage and list the guidelines for applying a bandage.

16.  Identify the common types of bandages used in the medical office.

Chapter 28—Specialty Examinations and Procedures

Colon Procedures

1.  Explain the purpose of a fecal occult blood test.

2.  Describe the patient preparation for fecal occult blood testing (guaiac slide method).

3.  Explain the purpose of each type of preparation for fecal occult blood testing (guaiac slide method).

4.  Explain the purpose of a digital rectal examination before a sigmoidoscopic examination.

5.  Explain the purpose of a sigmoidoscopy.

6.  Describe the patient preparation for a sigmoidoscopy.

7.  Explain the purpose of a colonoscopy.

8.  List the conditions that can be detected and assessed during a colonoscopy.

9.  Describe the patient preparation for a colonoscopy.

Male Reproductive 

10.  List the symptoms of prostate cancer.

11.  Explain the purpose of the digital rectal examination (DRE).

12.  Explain the purpose of the prostate-specific antigen (PSA) test.

13.  State the risk factors for testicular cancer.

14.  Describe the TSE schedule.

Radiology

15.  State the function of radiographs in medicine.

16.  Explain the importance of proper patient preparation for a radiographic examination.

17.  Explain the function of a contrast medium.

18.  Describe the purpose of a fluoroscope.

19.  Explain the purpose of each of the following types of radiographic examinations:  mammography, bone density scan, upper gastrointestinal radiography, lower gastrointestinal radiography

intravenous pyelography

Diagnostic Imaging and Digital Radiology

20.  Explain the purpose of each of the following diagnostic imaging procedures: ultrasonography, computer tomography, magnetic resonance imaging, nuclear medicine

21.  Explain how nuclear medicine is used to procedure an image of a body part of organ.

22.  State the guidelines that may be required for nuclear medicine.

23.  Explain the advantages of digital radiology.

Chapter 22—Physical Agents to Promote Tissue Healing

Local Application of Heat and Cold

1.  State examples of moist and dry applications of heat and cold.

2.  State the factors to consider when applying heat and cold.

3.  List the effects of local application of heat, and state reasons for applying heat.

4.  List the effects of local application of cold, and state reasons for applying cold.

Ambulatory Aids

5.  List factors that are taken into consideration when ambulatory aids are prescribed.

6.  Explain the difference between an axillary crutch and a forearm crutch.

7.  State conditions that may result when axillary crutches are not fitted properly.

8.  List the guidelines that should be followed by the patient to ensure safe use of crutches.

9.  State the use of each of the following crutch gaits: four-point gait, two-point gait, three-point gait, swing-to gait, and swing-through gait.

10.  List and describe the three types of canes.

11.  Identify the patient conditions that warrant the use of a cane or walker.

Davi-Ellen Chabner Medical Terminology

1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

SIMCHART for the medical office LEARNING THE MEDICAL OFFICE WORKFLOW 2019  

To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-107 Medical Insurance & Keyboarding

	Length of Course
	60 Lecture Hours 

40 Lab Hours

	Course Description
	Students will demonstrate the use of Medical Insurance Coding (CPT and ICD9 Coding), Medical health insurance claims submission guidelines and basic coding procedures. Students will also demonstrate the use of the practice management software and explain how it is used with the electronic health record (EHR) system. Students will practice the use of software to maintain office records according to the electronic health records (EHR) system. They will create electronic history forms, electronic lab requisition forms, electronic prescriptions, electronic telephone notes, etc. 

	Course Objectives
	At the end of this course, the future Medical Assistant will:

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Ch 40 -Medical Office Computerization

Explain the difference of data and programs, input and output, software and hardware, describe the function, care maintenance, and ergonomics of the computer monitor. 

List and describe the function of the special keys on a computer keyboard.

Describe the methods used to maintain security of the medica office computer system. 

Chapter 47—Medical Insurance

1. Trace the history of health insurance in the United States.

2. Identify and describe three ways to obtain health insurance.

3. Explain regulations that control the amount of health insurance reimbursement for an individual claim.

Chapter 48—Billing and Collections

1. Describe the process of billing and collections.
2. Describe problems that can occur when patients pay by check.

3. Explain how to adjust patient accounts for an overpayment and process a refund.

4. Develop a collection system.

5. Identify legal requirements that affect collections for the medical office.

Chapter 45—Managing Practice Finances

1. Describe how computerized methods of maintain patient accounts are based on former manual systems.

2. Describe the information contained in a fee schedule, and describe how it is used.

3. Differentiate between accounts receivable and accounts payable.

4. Describe how to balance a cash drawer.

5. Describe how a bank deposit is prepared and made.
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1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

SIMCHART for the medical office LEARNING THE MEDICAL OFFICE WORKFLOW
To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-108 Advanced Medical Office Procedures

	Length of Course
	20 Lecture Hours 

40 Lab Hours

	Course Description
	Students will demonstrate understanding of the management and operation of a medical office including accounting, billing. Course emphasizes management techniques for the medical office including health insurance and coding, and Financial Management, pegboard system. It will introduce information about major insurance programs and federal health care legislations, provide a basic knowledge of national diagnosis and procedure coding systems, and simplify the process of completing claims.

	Course Objectives
	At the end of this course, the future Medical Assistant will:

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Chapter 46— Medical Coding

 1. Describe the history and rationale for using coding systems in medical care.

Procedure Coding

2. Describe the levels of Healthcare Common Procedure Coding System (HCPCS) codes.

3. Describe the type of codes included in each section of the Current Procedural Terminology (CPT) manual (Level I HCPCS codes).

4. Describe how to locate an accurate CPT code.

5. Identify when HCPCS Level II codes should be used.

6. Describe how to locate an accurate HCPCS Level II code.

7. Perform procedural coding.

Diagnostic Coding

8. Describe the format and use of International Classification of Diseases, 9th Revision, Clinical Modification (ICD-9-CM) codes.

9. Describe how to select an accurate code with the correct level of detail using ICD-9-CM codes.

10. Describe the format and use of ICD-10-CM codes.

11. Describe how to select an accurate code with the correct level of detail using ICD-10-CM codes.

12. Perform diagnostic coding.

Medical Necessity

13. Explain how procedure and diagnosis coding are used by third-party payors to validate medical necessity.
Chapter 49—The Medical Assistant as Office Manager

1. Describe routine maintenance activities in the medical office.

2. Identify methods to maintain a safe environment and prevent injury to patients and employees.

Create an environmental checklist and perform a safety inspection.

3. Explain how safety signs, instructions, and labels contribute to a safe office environment.

4. Describe an efficient system of maintaining equipment inventory lists and operator manuals.

5. Maintain administrative and clinical equipment.

6. Describe the process of obtaining new equipment.

7. Explain procedures for taking inventory.

8. Describe an effective method for ordering, receiving, and storing supplies.

9. Explain how to manage office payroll.

10. Describe ways to enhance teamwork in the medical office.

11. Describe the medical assistant's role in orienting and training new employees.

12. Manage the physician's professional schedule.

13. Differentiate between medical office policies and procedures.

14. Create and/or revise medical office policies and procedures as needed to promote smooth office functioning.

15. Locate community resources to assist patients and medical office staff.

16. List types of liability, professional (malpractice), and personal injury insurance for physicians, the medical office, and medical assistants.

17. Describe the process of compliance reporting for unsafe activities, errors in patient care, and conflicts of interest.

18. Describe how incident reports should be used to protect the medical office.
Chapter 50— Obtaining Employment

1. Describe the process for locating potential employers when looking for a job.

2. Discuss the steps in preparing a resume.

3. Describe how to write a cover letter.

4. Differentiate between information placed on a resume and information required on an employment application.

5. Prepare to answer questions commonly asked in a job interview.

Davi-Ellen Chabner Medical Terminology

1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

SIMCHART for the medical office LEARNING THE MEDICAL OFFICE WORKFLOW 
To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-109 Electrocardiogram

	Length of Course
	30 Lecture Hours 

60 Lab Hours

	Course Description
	Students will demonstrate understanding of the heart function, the electrical impulses and conduction. Students will use the electrocardiogram machine to provide electrocardiogram readings of the cardiac cycle (PQRST). Students will demonstrate the correct placement of electrodes especially on the surface of the sheet. Students will interpret the PQRST graph and other machine outputs. This course introduces the student to cardiopulmonary resuscitations (CPR) in the adult, child, and infant and the AED (Automated External Defibrillations). This course is taught in accordance with criteria from the American Heart Association.

	Course Objectives
	At the end of this course, the future Medical Assistant will
Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Chapter 27 – Cardiopulmonary Procedures
 Electrocardiography

1. State the purpose of electrocardiography.

2. Identify each of the components of the ECG cycle:

3. State the purpose of the standardization mark.

4. State the functions of the electrodes, amplifier, and galvanometer.

5. List the 12 leads that are included in an ECG.

6. Describe the function served by each of the following:

Three-channel recording, Interpretive electrocardiography

Electronic medical record connectivity, Teletransmission

7. Identify each of the following types of artifact, and state its causes:  Muscle, Wandering baseline, 60-cycle interference, and Interrupted baseline

Holter Monitor Electrocardiography

8. List the reasons for applying a Holter monitor.

Cardiac Dysrhythmias

9. List the three categories of cardiac dysrhythmias.

10. State examples of cardiac dysrhythmias.

Pulmonary Function Testing

11. List the different pulmonary function tests.

12. List indications for performing spirometry testing.

13. Describe patient preparation for spirometry.

14. Explain the purpose of postbronchodilator spirometry.

Peak Flow Measurement

15. Identify the symptoms of an asthma attack.

16. List examples of asthma triggers.

17. Explain the difference between long-term control and quick-relief asthma medications.

18. Describe the purpose of a peak flow meter.

Home Oxygen Therapy

19. Explain why oxygen is needed by the body.

20. Describe what occurs when the body cannot maintain an adequate blood oxygen level.

21. Identify the conditions that may require home oxygen therapy.

22. List and describe the three common types of oxygen delivery systems.

23. List and describe the two types of devices used to administer home oxygen therapy.

24. Describe oxygen safety guidelines.
Chapter 36—Emergency Preparedness and Protective Practices

1.  State the effect a disaster or serious emergency can have on a health care facility. 

Disaster

State the effects of a disaster, explain the natural disasters,

Psychological Effects of Emergencies

List the characteristics of a disaster, generalize adaption syndrome, describe the effects of anxiety and interventions.

Emergency Preparedness

State the purpose of an emergency action plan, describe the six elements in an emergency action plan, identify the floor action plan, and state the duties of an evacuation wardens in the medical office.
Fire Safety and Prevention

List and describe the elements of fire, must include the fire prevention plan, identify fire prevention for medical offices, identify the steps included in RACE response, describe the role of the medical assistant in disasters and serious emergencies. 

Chapter 37- Emergency Medical Procedures and First Aid
First Aid

1. State the purpose of first aid.
2. Explain the purpose of the emergency medical service (EMS) system.
3. List the OSHA standards for administering first aid.

Common Emergency Situations

1. List and describe conditions that cause respiratory distress.

2. Explain the causes of each of the following types of shock: cardiogenic, neurogenic, anaphylactic, and psychogenic.

3. Explain the difference between an open wound and a closed wound.

4. Identify the characteristics of each of the following burns: superficial, partial thickness, and full thickness.

5. Describe the characteristics of each of the following fractures: impacted, greenstick, transverse, oblique, communited, and spiral.

Davi-Ellen Chabner Medical Terminology

1. To analyze, pronounce, and spell medical terms using common combining forms, suffixes, and prefixes.

2. To divide medical terms into component parts.

3. To identify medical specialists and describe their specialties.

4. To identify combining forms used in terms that describe specialists.

5. To apply medical terms in real-life situations


	Resources Required

	Textbook: 

Bonewit-West, Today’s Medical Assistant Textbook and Study Guide

Davi-Ellen Chabner Medical Terminology

To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-110 Exam Review

	Length of Course
	10 Lecture Hours 

	Course Description
	This program prepares the student to sit for the Registered Medical Assistant Exam (RMA) or the Certified Medical Assistant Exam (CMA). This course is a tutoring program to assist the student with basic concepts.

	Course Objectives
	At the end of this course, the future Medical Assistant will 
1. Assess readiness to prepare for examination by testing with pre-tests.

2.  Help students to devise and use a study plan to include all curriculum material.

3.  Differentiate the categories on NCCT MA Exam.

4.  Help students identify multiple choice distractors that can challenge the test taker.

5.  Assess readiness of the student by testing with a variety of review questions and examinations.

6.  Help students understand different tactics to help him/her have a successful examination.



	Resources Required

	To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	None

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential


	Course Title
	MA-111 Clinical

	Length of Course
	168 Hours 

 

	Course Description
	This course requires the student, in the controlled environment of an approved externship site, to experience the hands-on application of administrative, clinical and professional procedures, this course requires the student to complete a minimum of 168 clock hours of supervised practical experience in a program approved site.  The course may include one or more required externship conference presentation sessions with program staff at the site to assure meeting of program outcome/competencies requirements.  Areas of competencies include:   Hands on phlebotomy
               Hands on Electrocardiogram

               Hands on in Office Procedures

	Course Objectives
	At the end of this course, the future Medical Assistant will 

1. be able to interact with patients and explain procedures that will be performed

2. be able to practice/perform a variety of procedures

3. be able to assist the physician in a variety of treatments

4. be able to administer medications as ordered

5. be able to verbalize the processes that occur in the clinical setting

6. be able to work in administrative role and clinical role

7. be able to work as a professional health care worker working within their abilities and scope of practice

	Resources Required

	To successfully complete this course, you will need 

Notebook or writing paper

Black Ink Pen

Pencils 

Highlighters

	Online Resources
	www.Quia.com

	Prerequisites
	MA 100 – MA 110

	Outside Work
	Valley Grande Institute does not award credit of any kind for independent study.  However, it is an expectation that students perform additional study and reading outside of the classroom to augment classroom instruction.  The Research assignment noted below will require student effort outside of the classroom.

	Assignment
	N/A

	Course Evaluation Methods


	Quizzes                       5%

Homework                   5%

Test/Exam                   65%

Final Exam                  25%

	Grading Scale
	90 – 100
A

80 – 89 
B

70 – 79
C

69 or below
F

A final course grade of 70 is required to pass this course

	Methods of Instruction
	Lecture

Online Research

Student Lab Practice

	Additional Information
	Students will adhere to the school conduct policy and dress code policy at all times, NO EXCUSES, student neither with incomplete uniform or uniform nor in compliance with the standard of the medical field will be asked to go home and change and dress appropriately; use of cell phones during class time is prohibited; no food or drinks allowed in classroom.

Attendance is mandatory; students missing a day of school are responsible for obtaining the missing assignments from instructor or classmates. Absences cannot be used to excuse students for taking a test on designated date and time, taking a test on a different day and/or time will be considered late and points will be deducted no exceptions.  Quizzes cannot be made up; tutoring will be available for all and any students that request it or are recommended by their instructor for tutoring, students are responsible for scheduling a tutoring session. For makeup work please refer to student catalog.

Students who missed 7 days in a row will be dropped.

	Course Delivery Mode
	Residential
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