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Course Content

Overview of Course

Medical Assisting 101 is an orientation to medical assisting and the role of the medical assistant.  It includes instruction in the skills necessary to work in the medical field as an assistant to the physician.  Emphasis is on aseptic technique, infection control and sterilization.  In addition first aid and CPR training are covered.  Laboratory required.  
Learning experiences are:  lectures, videotapes, demonstrations, practice, return demonstration, and presentations.  The use of periodicals and related sources will enable the student to enhance her/his learning.

TEXTBOOKS AND READINGS


Required:

1. Bonewit-West, K., Hunt, S., and Applegate, E., Today’s Medical Assistant:  Clinical & Administrative Procedures, Saunders Publishing, current edition.

2. American Heart Association, BLS Healthcare Provider, AHA, current edition.
3. American Heart Association, Heartsaver First Aid, AHA, current edition.
4. American Heart Association, Heartsaver Pediatric First Aid, AHA, current edition.
5. MDAS 101 Syllabus - purchased in College Bookstore.


GRADING SYSTEM

In order to continue in the Medical Assisting Program, a student must earn a grade of "C" (2.00) or better in each medical assisting course.  In order for a student to achieve the grades established, he/she must achieve as follows:


A
-
Superior Quality - 4.00 credit points

93 - 100 %


B
-
High Quality - 3.00 credit points


85 - 92   %


C
-
Average - 2.00 credit points


78 - 84   %


  D
-
Below Average - 1.00 credit points

70 - 77   %


F
-
Failing - 0.00 credit points


below 70 %

COURSE REQUIREMENTS/exams/assignments

1. Attend and actively participate in class.  This includes being prepared.  
2. Read all assigned materials.

3. Exams:  there will tentatively be 3 exams during the semester, each worth 100 points.  Refer to the Course Calendar for dates for the Exams.



#1   Will cover:      Bonewit-West,    
Ch 1:
 the Health Care System       

                                                                                       
Ch 2:
the Professional Medical Assistant





          
Ch 17:
Medical Asepsis and the OSHA






          
             Standard









Ch 18: 
Sterilization and Disinfection
   



#2:  Will cover:

AHA,


 Heartsaver First Aid


#3:  Will cover:

AHA,      

 Health Care Provider CPR
4. Presentation:  There will be a presentation, worth 50 points. More information will be given to the class regarding this presentation.
5. Final Examination.  The final exam will be a comprehensive examination.  







TESTING

1. Testing will include classroom instruction and assigned reading material.


2.
Make up tests:



If a student misses an exam, he/she may make up the exam on the condition that he/she:



1.
Has notified instructor prior to exam.



2.
Has permission from faculty member to make up exam.



3.
Has reasonable excuse for being absent on the day the exam had been given.



4.
Completes the exam within one week of the scheduled exam date.



Exams not made up will be graded as a "0".



All make-up exam grades will be dropped one (1) letter grade.


4.
Policy in academic cheating:



Any student observed cheating, or who has behaviors that imply cheating, will have his/her paper destroyed and will receive an "F" for that test.



Refer to the College Catalog, for Punitive Actions for Student Cheating--Code of Student Conduct.


5.
Faculty office hours are posted and are for discussion of student progress, problems, and/or grades.  Students may make an appointment with their instructor.

OFFICE FOR SPECIAL NEEDS

The Office for Special Needs exists to serve the needs of students with disabilities -- physical, learning and/or emotional.  If you are a person with a disability who needs accommodations or assistance, contact the O.S.N.S. located in Room 115 in the Learning Resource Center.  

VISITORS

Faculty has requested that there be no children in the classroom.  Any other visitors must have permission from the lecturer.

CLASS and LAB ATTENDANCE

Students are expected to attend class.  An attendance sheet will be signed by the student each class day.   Absence exceeding 10% of lecture and/or lab hours may result in dismissal from the program.

Students are expected to attend every lab scheduled.  Lab time must be made up through arrangement with the lab instructor.

MDAS 101 Course Outcomes

Course Outcomes:

Upon completion of MDAS 101, the students will be able to:

1. Cognitive/Knowledge (What a student should know from studying medical assisting):

a. Recognize and respect cultural diversity

b. Use medical terminology appropriately

c. Recognize professional credentialing criteria

2. Behavior/Skills (What the student should be able to do as a result of studying medical assisting):

a. Perform Handwashing 

b. Apply principles of aseptic technique and infection control 
c. Wrap items for autoclaving

d. Perform sterilization techniques

e. Dispose of biohazardous materials

f. Practice standard precautions

g. Demonstrate CPR Health Care Provider skills and precautions for treating a variety of medical emergencies
h. Demonstrate first aid responder skills and precautions for treating a variety of medical    emergencies in both adult and children.
i. Apply principles of triage in an office setting
3. Values/attitudes (What additions or changes should the student experience in interests, appreciations, beliefs, and judgements as a result of studying medical assisting):

a. Understand importance of enhancing skills through continuing education

COLLEGE LABORATORY:

STUDENT RESPONSIBILITIES


1.
Preparation of the student for college laboratory will include:



a.
Assigned reading material.



b.
Practice of skills as necessary prior to "check off".

2. Prompt and regular attendance is required.  Students who habitually miss appointments, or come unprepared, are subject to having their theory grade adjusted downward one grade.


3.
Students should notify laboratory instructional assistant if they cannot keep appointments.


4.
College laboratory regulations are to be followed.  This is a work area, not a place of social gathering.

5. Students will have a procedure check off sheet initialed by laboratory instructional assistant.

6. Theory tests will cover questions concerning laboratory material.

7. Any student requiring a "make-up" in college laboratory will be required to submit a written assignment in addition to actual "check-off" with the laboratory instructor.  This written assignment is to be given to the laboratory instructor one week after the date of the lab missed and checked by her on a "Satisfactory--Unsatisfactory" basis.  The student must contact the laboratory instructor for the written assignment.

8. Deficiencies may be given for tardiness, unpreparedness, absence, and non-compliance with college laboratory policies.

9. The Nursing Lab, Room 108, is available for Medical Assisting students who would like extra time to practice their skills.  Open lab is available, with times posted.  Lab Assistants are also available for e one-on-one instruction.  To schedule times with the Lab Assistant, please ask for assistance and the schedule at the desk of the Nursing Lab.

WEEK ONE

FOCUS:



Orientation to Course


Review of Syllabus



Introduction to Textbooks



The Health Care System
REFERENCES:



MDAS 101Syllabus



Bonewit-West, Chapter 1:  The Health Care System
OBJECTIVES:



Upon completion of this week, the student will be able to:

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 the various types of health care professionals and describe the job responsibilities of each professional.

5. State the educational requirements for physicians

6. List and describe the parts of the medical office

7. Identify and describe the various types of medical specialties

8. Identify three medical practice types

9. Compare and contrast various complementary and traditional medical treatments
COLLEGE LABORATORY

Focus:

1. Introduction to Lab

2. Exploration of Medical office 
WEEK TWO
FOCUS:



The Professional Medical Assistant
REFERENCES:



MDAS 101 Syllabus



Bonewit-West Chapter 2: The Professional Medical Assistant
OBJECTIVES:



Upon completion of this unit, the student will be able to:

1. Describe the history of the medical assisting profession.
2. Explain how a medical assisting educational program becomes accredited.

3. List character and personality traits of effective medical assistants

4. Describe the appearance and behavior of a professional medical assistant.

5. Define professionalism for physicians and medical assistants

6. Identify organizations and publications that guide professional behavior for physicians and medical assistants.

7. Differentiate between a certified medical assistant and a registered medical assistant.

8. Describe how professional organizations support the profession of medical assisting.

9. Identify the administrative tasks and clinical tasks performed by a medical assistant.

10. Discuss the medical assistant’s role in the operation of the medical office and patient education.

11. List employment opportunities for medical assistants.

COLLEGE LABORATORY

Focus:

1. Explore employment opportunities for medical assistants.

2. Explore professional organizations and credentialing.
WEEK THREE

FOCUS:



Medical Asepsis and the OSHA Standard
REFERENCES:



MDAS 101 Syllabus



Bonewit-West: Chapter 17
OBJECTIVES:

Upon completion of this unit, the student will be able to:
1. Define a microorganism and give examples of types of microorganisms.

2. Explain the difference between a nonpathogen and a pathogen

3. Define medical asepsis

4. List the six basic requirements for growth and multiplication of microorganisms.

5. Outline the infection process and cycle, including the following:

a. Give examples of the means of entry of microorganisms in the body.

b. Give examples of the means of transmission of microorganisms from one person to another.

c. Give examples of the means of exit of microorganisms from the body.

d. List and explain the protective mechanisms the body uses to prevent the entrance of microorganisms 

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

7. State when each of the following is performed:  handwashing, antiseptic handwashing, and alcohol-based hand rub.

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

9. Explain how proper handwashing helps prevent the transmission of microorganisms.

10. List examples of when to wear clean disposable gloves.

11. Explain the purpose of OSHA.
12. Describe the purpose of the Needlestick Safety and Prevention Act.

13. List and describe the elements that must be included in the OSHA exposure control plan.

14. Explain the purpose of each of the following OSHA requirements: Labeling requirements and sharps injury log.

15. Define and give examples of each of the following:  engineering controls, work practice controls, personal protective equipment, and housekeeping procedures.

16. Identify the guidelines for use of personal protective equipment.

17. List examples of medical waste and how to discard each type of waste

18. Explain how to handle and dispose of regulated medical waste.

COLLEGE LABORATORY

Focus:

1. Handwashing

2. Applying an alcohol-based hand rub
3. Application and removal of clean disposable gloves
4. Application and removal of other PPE
WEEK FOUR and FIVE
FOCUS:



Sterilization and Disinfection
REFERNCES:



MDAS 101 Syllabus



Bonewit-West: Chapter 18
OBJECTIVES:


Upon completion of this unit, the student will be able to 
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 material safety data sheet (MSDS).

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.

7. State the use of the three levels of disinfections: high, intermediate, and low.

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

9. Explain how the autoclave functions to sterilize articles

10. List the components of a sterilization monitoring program.

11. List and describe types of sterilization indicators

12. Identify the advantages and disadvantages of each of the following types of wraps:  sterilization paper, sterilization pouches, and muslin.

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

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

15. Describe the method for storing wrapped articles

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

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

Focus:

1. MSDS sheets

2. Sanitization of instruments.

3. Wrap articles for autoclave.

 WEEK SIX-NINE
FOCUS:



Emergency Medical Procedures


Cardiopulmonary Resuscitation
REFERENCES:



MDAS 101 Syllabus



Bonewit-West Chapter 35: Emergency Medical Procedures



American Heart Association Health Care Provider CPR Manual
Chapter 35:

1. State the purpose of first aid

2. Explain the purpose of the emergency medical services (EMS) system.

3. List the OSHA standards for administering first aid.

4. List the guidelines that should be followed when providing emergency care in the medical office.
OBJECTIVES:

CPR

Upon completion of the unit, the student will be able to:
1. Properly demonstrate adult 1-rescuer CPR
2. Properly demonstrate child 1-rescuer CPR
3. Properly demonstrate adult and child rescue breathing with bag mask.
4. Tell what the purpose of an AED is.

5. Tell when to use an AED.

6. List AED special situations and the steps to take when these situations are present.

7. Properly demonstrate 2-rescuer CPR with an AED

8. Properly demonstrate infant 1-Rescuer CPR.

9. Properly demonstrate infant rescue breathing with bag mask.

10. Properly demonstrate infant 2-rescuer CPR.

11. Properly demonstrate the steps to treat choking in adults and children.

12. Properly demonstrate the steps to treat choking in infants.
13. List the special considerations regarding:

a. Scene safety

b. Personal protection.

c. Cricoid pressure

d. Jaw thrust

e. Agonal gasps

f. Recovery position.

g. Chain of survival

h. Recognition of 4 common life threatening emergencies.

COLLEGE LABORATORY

Focus:

1. Adult/Child 1-Rescuer CPR 
2. Adult 2-Rescuer CPR with AED
3. Infant 1- and 2-Resuer CPR
4. Choking in all age groups
WEEK TEN-TWELVE
FOCUS:



Adult First Aid
REFERENCES:



AHA Heartsaver First Aid Manual

OBJECTIVES:

Adult First Aid:

Upon completion of the unit the student will:

1. Tell who is responsible for giving first aid.

2. Tell how to keep safe.

3. Tell importance of using gloves.

4. Show how to take off and properly dispose of gloves.

5. Demonstrate how to wash hands.

6. List the chain of survival.

7. Tell how and when to phone for help.

8. Tell why an emergency response plan may be needed.

9. Tell the importance of locating the first aid kit and knowing how to use the contents.

10. List the steps in making and emergency call and tell how to answer dispatcher’s questions.

11. Show how to find out what the problem is when someone is sick or hurt.

12. Tell what to do after an emergency.

13. Show how to relieve choking in victim age 1 year and older.

14. List the signs of a bad allergic reaction.

15. Demonstrate how to use an epinephrine pen.

16. List the symptoms of low blood sugar in a person with diabetes.

17. List the first aid actions for the following:

a. Heart attack

b. Fainting

c. Low blood sugar in a person with diabetes

d. Seizures
18. List the symptoms of a stroke.

19. List the signs of shock.

20. List the first aid actions for shock.

21. Demonstrate how to put on a bandage.

22. List the first aid actions for:

a. Nosebleed

b. Mouth injuries

c. Tooth injuries

d. Eye injuries

e. Puncture wounds

f. Amputation

23. Tell when bleeding inside the body should be suspected.

24. List the signs of head and spine injury

25. List first aid actions for a patient with a possible head and spine injury.

26. List the first aid actions for broken bones and sprains.

27. Demonstrate how to apply a splint.

28. List the first aid actions for:

a. Burns

b. Electrocution

c. Electrical injury

29. List the signs and actions for bites and stings

30. List the first aid actions for temperature-related emergencies.

31. Tell the steps for giving first aid for poison emergencies.

COLLEGE LABORATORY

Focus:

Adult First Aid Skills
WEEKS THIRTEEN-FIFTEEN
FOCUS:



Pediatric First Aid

REFERENCES:



AHA Heartsaver Pediatric First Aid Manual

Pediatric First Aid



Upon completion of the unit the student will:

1. Tell how to interact with the following:

a. Infants

b. Toddlers

c. Young children

d. Adolescents

e. Children with special needs

2. Understand the importance of preventing injuries before they occur:

a. At home

b. In and around a car

c. On the playground or sports field

d. At a child care facility

e. Around water

3. List how to prevent injuries at home

4. Tell how to reduce the risk of SIDS

5. Tell why an emergency response plan or first aid action plan might be advised.

6. Tell what the emergency response number is.

7. Tell what first aid is.

8. Tell who has a duty to give first aid.

9. Explain role in keeping first aid care confidential.

10. Tell how to keep safe when giving first aid.

11. Tell how to keep the child from further injury when giving first aid.

12. Show how to put on and take off protective gloves.

13. Show how to find out what the problem is when a child is sick or hurt.

14. List the signs of a child with a breathing problem

15. Tell what to do when a child has a breathing problem

16. Show how to relieve choking

17. List the signs and actions for a child with a bad allergic reaction

18. Show how to use an epinephrine pen.

19. Tell the signs of low blood sugar in a child with diabetes.

20. List the first aid actions for low blood sugar in a child with diabetes.

21. Tell the signs of a seizure.

22. List the first aid actions for a person having a seizure.

23. List the signs of shock.

24. List the first aid actions for shock.

25. List the first aid actions for bleeding that you can see.

26. Show how to stop bleeding.

27. Tell when to suspect bleeding inside the body.

28. List the first aid actions for bleeding you can’t see.

29. Tell what to do with splinters.

30. Tell what to do with injuries from puncturing objects.

31. List the first aid steps for an amputated body part.

32. List signs of head, neck, and spine injury.

33. List first aid actions for a child with a possible head, neck, and spine injury.

34. List the first aid actions for broken bones, sprains and bruises.

35. List the first aid actions for burns.

36. List the first aid actions for a victim of electrocution.

37. List the first aid actions for bites and stings.

38. List the signs of a heat-related emergency.

39. List the first aid actions for a heat-related emergency.

40. List the signs of a cold-related emergency.

41. List the first aid actions for a cold-related emergency.

42. Tell the steps for giving first aid for poisoning.

43. List the first aid actions for drowning.

44. List first aid actions for a child with an eye injury.

45. List the first aid actions for fever.

46. List the first aid actions for:

a. Snakebites

b. Poisonous spider and scorpion bites.

c. Tick bites

d. Marine animal bites.

47. List the types of suspected abuse.

48. Tell the symptoms of abuse.

COLLEGE LABORATORY

Focus:

Pediatric First Aid Skills






