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STUDENT HANDBOOK ACKNOWLEDGMENT

Instructions: A blank copy of this form will be provided to you during the orientation.
Please read, fill in the blanks, sign, and submit to the MA Program Coordinator, within
two (2) weeks after the orientation.

hereby acknowledge that | have received a copy of the Medical Assistant Program
Handbook. | further attest that | have read and understand the policies contained
therein and agree to abide by them. | have made every attempt to have items of

misunderstanding clarified.

STUDENT NAME:

(Please Print)

STUDENT SIGNATURE: DATE:

This acknowledgement form will become part of your file maintained
in the MA Program Coordinator’s office.

Kathy Cloud, MAEL, RMA
Program Coordinator
375 Dixmyth Ave., Cincinnati, OH 45220
Phone: 513-862-2631
Email:
kathy.cloud@email.gscollege.edu
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WELCOME

On behalf of all the faculty and staff at GSC, we would like to welcome you to the Medical Assistant
Technical Certificate Program. We are pleased that you have selected medical assisting as your career
path and we will do our best to make your educational experience rewarding, yet challenging. Our
mission is to provide you with educational and clinical experiences to ensure your success in the program
and enable you to perform competently in the “real” world, which includes the physician’s office or other

ambulatory healthcare setting.

Healthcare is constantly changing, however properly trained medical assistants continue to meet the

growing demand both in our geographical area and nationally. According to the Bureau of Labor Statistics,

medical assisting has an average employment growth rate at 14% through 2032. The average growth rate
for all occupations is 3%, so this is good news for medical assistants as our knowledge and skills

continue to be in demand in the Cincinnati area and across the country!

As a student in the GSC medical assisting program, you have several resources available to you to reach

your academic and career goals. On this webpage, you will find the GSC Student Handbook which

includes guidelines and policies for ALL students at GSC. This Medical Assisting Student Handbook
details policies and procedures specific to students admitted to the Technical Certificate and AAS Medical
Assisting programs. It is your responsibility to be familiar with the policies of the college and the
policies of this handbook. Retain this handbook and refer to it as needed throughout your enrollment in

the program. It is your guide if questions or concerns arise while you are in the program.

The program policies or procedures may be added or revised occasionally and when the need for this
occurs, the Program Coordinator reserves the right to amend this Handbook as appropriate. All students
will be notified by email should changes be necessary and an updated version of the handbook will be

provided.

We wish you the best as you begin the program, and we look forward to working with you. Thank you

again for choosing an exciting career in medical assisting at GSC!

Dr. Judy Bitton-Kronenberger, PhD, RN
President

Faculty and Staff
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Kathy Cloud, MAEL, RMA

Program Coordinator

Telephone: 513-862-2631

Email: kathy.cloud@email.gscollege.edu

Julie Ledbetter, BS, CMA(AAMA), CMRS, CPC
Adjunct Faculty

Telephone: 513-862-2631 (leave message)
Email: julie.ledbetter@email.gscollege.edu

Pryze Smith, PhD

Dean of General Education and Allied Health
Telephone: 513-862-1723

Email: pryze.smith@email.gscollege.edu

MEDICAL ASSISTANT FACT SHEET
A medical assistant is a nationally recognized multi-skilled professional who assists the
physician in an ambulatory setting such as a medical office or clinic. Medical assistants may
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also be employed in other areas such as insurance and billing offices, outpatient surgical
centers, and education.

1. Description of the Medical Assistant

Medical assistants perform a wide range of duties. Administrative responsibilities include
scheduling and receiving patients, obtaining patient data, establishing, and maintaining
confidential medical records including electronic medical records, handling telephone calls,
word processing correspondence and reports, purchasing supplies, maintaining equipment
using an inventory spreadsheet, and assuming responsibility for daily office business.
Additional duties include reimbursement procedures such as verifying diagnostic and
procedural codes, validating insurance coverage, obtaining precertifications and
preauthorizations as necessary, collecting coinsurance and copayment monies, and
maintaining office accounts receivable and accounts payable.

Under the direction of a provider (physician, advanced practice nurse, or physician
assistant), clinical responsibilities include preparing patients for examinations and
treatments, taking vital signs and medical histories, performing or scheduling diagnostic
tests and laboratory procedures, administering medications including injections,
documenting information in the patient’s medical record, assisting the physician with
examinations, and setting up and assisting with minor office surgical procedures. Clinical
duties also include managing the clinical area, communicating with members of the
healthcare team, patient education, and being a patient advocate when necessary.

2. What are the categories of learning experiences?
There are numerous subsections under each of the major headings in the table below
that are further divided into 3 types of learning domains:

e Cognitive (what you are expected TO KNOW upon graduation)

o Psychomotor (what you are expected to be able TO DO competently upon

graduation)

o Affective (expected behaviors, attitudes, and values)

1. Foundations for Clinical Practice
a. Anatomy & Physiology
b. Applied Mathematics
c. Infection Control
d. Nutrition

3. Medical Law and Ethics
a. Legal Implications
b. Ethical Considerations

2. Applied Communications
a. Concepts of Effective
Communication

4. Safety and Emergency Practices
a. Protective Practices

3. Medical Business Practices
a. Administrative Functions
b. Basic Practice Finances
c. Third Party Reimbursement
d. Procedural and Diagnostic
Coding

No more than 30 days before completing the GSC MA program, you will be eligible to take the
national certification exam administered by the American Association of Medical Assistants
(AAMA). Upon successfully passing the national exam, you will earn the CMA(AAMA)

credential.
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GSC Assistant Program
e How do | get admitted into the Medical Assistant Program?
Students must first apply to the College through the selective admissions process
and are evaluated based on educational background. Applicants must meet the
college requirements set forth in the GSC Admission Standards to have a high
school diploma or equivalency, college readiness, and physical/health
requirements.

Students will be admitted to GSC then to the Medical Assistant Program by the
MA program coordinator after verification of all requirements for admission. After
meeting with the program coordinator and reviewing the academic plan, the
student and program coordinator will sign a declaration of program form and take
to the GSC Registrar, signifying the student has being accepted into the program.
A letter of acceptance into the program will be sent to the student by the
Registrar’s office.

Students will be admitted to the MA program three times per year and, once
admitted into the program as outlined above students must follow the curriculum
and may expect to graduate in three semesters. Part-time students will take
longer to complete the program. However, it should be noted that the medical
assisting courses must be taken in sequence without gaps between courses.
Students who do not successfully complete any of these courses will be
dismissed from the program and must follow the reinstatement policies for
readmission. If this happens, students may have to wait one year for readmission
to the program and to take and/or repeat medical assisting courses. Fortunately,
the general education courses (non-MA classes) may be taken at any time as
long as the individual course pre-requisites are met.

It should also be noted that during the last semester of the program, all students
must complete a Practicum, which includes 160 hours in a physician office during
their last semester. All courses in the MA program must be successfully
completed before registering for the Practicum class.

¢ Are day and evening courses available?
Not all MA courses are offered during the evening hours or online, however some
of the general education classes can be taken online or in the evening. It is
important to note that the practicum typically involves 16 to 24 hours per week in
a physician office performing clinical and administrative skills during the last
semester, and most medical offices operate only during daytime hours.

o What teaching formats are included in this program?
Educational methods include classroom lecture, laboratory practice, online
administrative classes, and 160 hours of practicum experience in a physician
office setting during the last semester of the program. Medical assisting courses
are typically “hands-on,” meaning students are expected to perform and practice

skills necessary for successfully passing competency evaluation. Clinical skills
7
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are taught and practiced in the medical assisting lab while administrative skills
are usually taught online.

e May | take MA courses out of sequence?
Once accepted into the program, students should take all classes noted for that
semester on the curriculum sheet after meeting with the program coordinator,
who is also the faculty advisor. Most MA courses have pre-requisites so if the
student does not meet the pre-requisites, then (s)he cannot enroll in the course
and will be dismissed from the medical assisting program. Before registering for
courses, you should always meet with the MA Program Coordinator.

e What happens if | do poorly in a course?
The MA program has strict guidelines regarding the satisfactory completion of all
courses. You are required to achieve a minimum grade of “C” (75%) in all
required courses. Less than a “C” grade in any of your general education
courses will necessitate a counseling session with the MA Program coordinator.
Failure of any MA or general education course may result in removal from the
program. If you fail the same MA or general education course twice, you
may not be reinstated into the program. You must maintain a 2.5 cumulative
GPA during your MA course work to remain in the program.

o What will the program cost the student?
Tuition fees and financial aid information are published on the college website.
The cost of required textbooks will vary depending on the semester and number
of courses for which you are registered. Students also bear the cost of a
uniform, shoes, and a stethoscope required for all clinical classes including the
first one, ALH 150. Additional costs include verification of immunizations and/or
obtaining required immunizations, a criminal background check, and drug
screening.

e Is there financial aid available?
Yes. There are several sources of financial assistance available. Please contact
the Financial Aid Office at GSC for more information.

Professional Organizations
a. American Association of Medical Assistants (AAMA)
20 N. Wacker Dr., Suite 1575
Chicago, IL 60606
800-228-2262
Fax: 312-899-1259
Website: https://www.aama-ntl.org
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b. American Medical Technologists
10700 West Higgins Rd., Suite 150
Rosemont, IL 60018
847-823-5169
Website: https://www.americanmedtech.org

AAMA Mission:

The mission of the American Association of Medical Assistants is to provide the medical
assistant professional with education, certification, credential acknowledgement, networking
opportunities, scope-of-practice protection, and advocacy for quality patient-centered health
care.

AAMA Code of Ethics:

The AAMA Code of Ethics for medical assistants sets forth principles of ethical and moral
conduct as they relate to the medical profession and the particular practice of medical assisting.
Members of the AAMA are dedicated to the conscientious pursuit of their profession, and thus
desiring to serve, do pledge themselves to strive always to:

A. Render service with full respect for the dignity of humanity.

B. Respect confidential information obtained through employment unless legally
authorized or required by responsible performance of duty to divulge such
information.

C. Uphold the honor and high principles of the profession and accept its
disciplines.

D. Seek to continually improve the knowledge and skills of medical assistants for
the benefit of patients and professional colleagues.

E. Participate in additional service activities aimed toward improving the health
and well-being of the community.

Membership in the AAMA is suggested but optional for students in the MA program.
Membership in the AAMA automatically allows for membership in the OSSMA
and the local chapter. By joining these societies, a student receives a
subscription to the bi-monthly AAMA publication, The CMA Today, The Helping
Hands bulletin (OSSMA), reduced registration fees at educational meetings, and
is a member of the premier professional organizations for medical assistants.
Please refer to the AAMA website for the most current rates for membership.
The Ohio State Society of Medical Assistants (OSSMA) is a component state association of
the AAMA and is a state-wide affiliated group of medical assistants, medical assisting students,
office managers, educators, and interested individuals.

The Southwest Ohio Chapter of Medical Assistants (SWOCMA) is local professional association
for medical assisting professionals. This chapter works closely with other chapters and the state
society. Your program coordinator will inform you of local chapter educational seminars and
activities for medical assistant students.
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Earning and Maintaining Certification

In addition to providing education and training on the entry-level skills required for a medical
assistant, graduates of the GSC MA Program are expected and required to successfully
complete the national accreditation examination of the AAMA for the credential as a certified
medical assistant, CMA(AAMA).

The AAMA, in its quest for the maintenance of high professional standards, has a mandatory
continuing education requirement which must be met to maintain ones’ credential. A
CMA(AAMA) must complete 60 clock hours of continuing education every five years. Failure to
complete these required CE hours results in revocation of the individual’s credentialed status
rendering that individual unable to use the designation of Certified Medical Assistant.

The Good Samaritan College Medical Assisting Program is currently seeking accreditation by
the Commission on Accreditation of Allied Health Education Programs (CAAHEP) upon the
recommendation of the Medical Assisting Education Review Board (MAERB).

Commission on Accreditation of Allied Health Education Programs

9355 113" Street North #7709

Seminole, FL 33775

Telephone: 727-210-2350

10
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MENTAL AND PHYSICAL QUALIFICATIONS
REQUIRED OF APPLICANTS TO MEDICAL ASSISTANT SERVICES

MINIMUM ACCEPTABLE MENTAL AND PHYSICAL QUALIFICATIONS OF AN APPLICANT
FOR PROFESSIONAL MEDICAL ASSISTING INCLUDE THE FOLLOWING ABILITIES:

1. Frequently work in a standing position and do frequent walking.

2. Lift and transfer patients up to six inches from a stooped position, then push or pull the
weight up to three feet.

3. Lift and transfer patients from stooped position to an upright position to accomplish exam
table-to-chair and chair-to-exam table.
Physically apply up to ten pounds of pressure to bleeding sites or in performing CPR.
Respond and react immediately to verbal instructions/requests and to auditory signals
from monitoring equipment; perform auditory auscultation without impediment.

6. Physically perform up to a twelve-hour shift in any clinical or administrative setting
experience.

7. Perform close and distance visual activities involving objects, persons, and paperwork, as
well as discriminate depth and color perception.
Discriminate between sharp/dull and hot/cold when using both hands.
Perform mathematical calculations for medication preparation and administration.

10. Communicate effectively, both orally and in writing, using appropriate grammar,

vocabulary, word usage, and interpersonal skills.

Students in the Medical Assistant Program are responsible for determining their own
eligibility considering these qualifications, for informing the college of any potential problem
areas, and for identifying to the Medical Assistant Department any particular
accommodations they may need. The college ADA Accommodations Policy requires
students with disabilities to have the Accommodations Request Form completed by a
qualified diagnosing evaluator. Any questions regarding this form or the procedure should
contact the GSC Academic Support Specialist, 504 Coordinator listed below. Documentation
is submitted to the GSC Academic Support/504 Coordinator; however, the faculty members
in the course are responsible for carrying out the necessary accommodations.

Students with disabilities who enter the program do so with the understanding that they will
be expected to meet course requirements with any REASONABLE accommodation that
may be provided by the college. No accommodation will be made in the clinical areas or
in competency evaluations.

RESOURCES: For all inquiries, contact academicsupport@email.gscollege.edu

11
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OCCUPATIONAL RISKS I

Medical assistants work directly with providers and patients with the goal of providing
healthcare and ensuring patient safety. It is a position with a great deal of responsibility.
As with any healthcare position, there are inherent occupational risks with being a
medical assistant, and those hazards include, but not limited to, the following:

e Exposure to infectious diseases

e Sharps injuries

¢ Bloodborne pathogens and biological hazards

e Chemical and drug exposure

e Ergonomic hazards from lifting, sitting, and repetitive tasks
e Latex allergies

o Stress

There are protections set up with the Occupational Safety and Health Act (OSHA), and
those protections are particularly important within a healthcare environment. OSHA has
a series of standards that protect the safety of healthcare workers and patients.

Accredited medical assisting programs are required to teach students about the hazards
that they face on-the-job and the protocols that can be put into place to ensure a
workplace culture that prioritizes safety.

12
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Appendix B—Core Curriculum for Medical Assistants (MAERB) 2022 Curriculum Requirements

Cognitive (Knowledge) I.C. Anatomy, Physiology, &

Pharmacology

Psychomotor (Skills) I.P. Anatomy, Physiology,
& Pharmacology

@ =

o s

© N

10.

11.

12.
13.

Identify structural organization of the human body
Identify body systems
Identify: a. body planes,

b. directional terms,

c. quadrants

d. d. body cavities
Identify major organs in each body system
Identify the anatomical location of major organs in each
body system
Identify the structure and function of the human body
across the life span
Identify the normal function of each body system
Identify common pathology related to ach body system
including:

a. signs

b. symptoms

c. etiology

d. diagnostic measures

e. treatment modalities
Identify Clinical Laboratory Improvement Amendments
(CLIA) waived tests associated with common diseases
Identify the classifications of medications including
a. indications for use
b. desired effects
c. side effects

d. adverse reactions

Identify quality assurance practices in healthcare

Identify basic principles of first aid

Identify appropriate vaccinations based on an
immunization schedule

1. Accurately measure and record
a. blood pressure
b. temperature
c. pulse
d. respirations
e. height
f. weight (adult and infant)
g. length (infant)
h. head circumference (infant)
i. oxygen saturation
2. Perform the following procedures: a. ECG,
b. venipuncture, c. capillary puncture, d.
pulmonary function
. Perform patient screening following
established protocols.

w

4. Verify the rules of medication administration
a. Right patient
b. Right medication
c. Right dose
d. Right route
e. Righttime

f. Right documentation
5. Select proper sites for administering parenteral
medication
6. Administer oral medications
7. Administer parenteral (excluding V)
medications
8. Instruct and prepare a patient for a procedure
or a treatment
9. Assist provider with a patient exam
10. Perform a quality control measure
11. Collect specimens and perform:
a. CLIA waived hematology test
b. CLIA waived chemistry test
c. CLIA waived urinalysis
d. CLIA waived immunology test
e. CLIA waived microbiology test
12. Provide up-to-date documentation of
provider/professional level CPR
13. Perform first aid procedures
Bleeding
Diabetic coma or insulin shock
Stroke
Seizures
Environment emergency
Syncope

~Po0ToW
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Cognitive (Knowledge) II.C. Applied Mathematics

Psychomotor (Skills) Il.P. Applied Mathematics

1. Define basic units of measurement in: 1. Calculate proper dosages of medication for
a. The metric system administration
b.  The household system 2. Record laboratory test results into the patient’s
2. ldentify abbreviations used in calculating medication record
dosages 3. Document on a growth chart
3. Identify normal and abnormal results as reported in: 4. Apply mathematical computations to solve
a. Graphs equations
b. tables 5. Convert among measurement systems
Cognitive (Knowledge) Ill.C. Infection Control Psychomotor (Skills) lll.P. Infection Control
1. ldentify major types of infectious agents 1. Participate in bloodborne pathogen training
2. ldentify the infection cycle including: 2. Select appropriate barrier/personal protective
a. The infectious agent equipment (PPE)
b. Reservoir 3. Perform handwashing
c. Susceptible host 4. Prepare items for autoclaving
d. Means of transmission 5. Perform sterilization procedures
e. Portals of entry 6. Prepare a sterile field
f. Portals of exit 7. Perform within a sterile field
3. ldentify the following as practiced within an ambulatory | 8. Perform wound care
care: 9. Perform dressing change
a. Medical asepsis 10. Demonstrate proper disposal of biohazardous
b. Surgical asepsis material:
4. Identify methods of controlling the growth of a. sharps
microorganisms b. Regulated wastes
5. ldentify the principles of standard precautions
6. Identify personal protective equipment (PPE)
7. ldentify the implications for failure to comply with
Centers for Disease Control (CDC) regulations in
healthcare settings
Cognitive (Knowledge) IV.C Nutrition Psychomotor (Skills) IV.P Nutrition
1. Identify dietary nutrients including: 1. Instruct a patient regarding a dietary change
a. Carbohydrates related to patient’s special dietary needs
b. Fat
c. Protein
d. Minerals
e. Electrolytes
f. Vitamins
g. Fiber
h. Water
2. Identify the function of dietary supplements
3. ldentify the special dietary needs for:
a. Weight control
b. Diabetes
c. Cardiovascular disease
d. Hypertension
e. Cancer
f. Lactose sensitivity
g. Gluten-free
h. Food allergies
i. Eating disorders
4. ldentify the components of a food label

Revised 8/14/2024
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Cognitive (Knowledge) V.C, Concepts of Effective
Communication

Psychomotor (Skills) V.P. Concepts of
Effective Communications

1. ldentify types of verbal and nonverbal communication 1. Respond to nonverbal communication
2. ldentify communication barriers 2. Correctly use and pronounce medical
3. ldentify techniques for overcoming communication barriers terminology in health care interactions
4. Identify the steps in the sender-receiver process 3. Coach patients regarding:
5. Identify challenges in communication with different age a. Office policies
groups b. Medical encounters
6. ldentify techniques for coaching a patient related to specific | 4. Demonstrate professional telephone
needs techniques
7. ldentify different types of electronic technology used in 5. Document telephone messages accurately
professional communication 6. Using technology, compose clear and
8. Identify the following related to body systems: correct correspondence
a. Medical terms 7. Use a list of community resources to
b. Abbreviations facilitate referrals
9. lIdentify the principles of self-boundaries 8. Participate in a telehealth interaction with a
10. Identify the role of the medical assistant as a patient patient
navigator
11. Identify coping mechanisms
12. Identify subjective and objective information
13. Identify the basic concepts of the following theories of:
a. Maslow
b. Erikson
c. Kubler-Ross
14. Identify issues associated with diversity as it relates to
patient care
Cognitive (Knowledge) VI.C. Administrative Functions Psychomotor (Skills) VI.P. Administrative
Functions
1. ldentify different types of appointment scheduling methods | 1. Manage appointment schedule using
2. ldentify critical information required for scheduling patient established priorities
procedures 2. Schedule a patient procedure
3. Recognize the purpose for routine maintenance of 3. Input patient data using an electronic
equipment system
4. I|dentify steps involved in completing an inventory 4. Perform an inventory of supplies
5. Identify the importance of data back-up
6. ldentify the components of an Electronic Medical Record,
Electronic Health Record, and Practice Management
System
Cognitive (Knowledge) VII.C. Basic Practice Finances Psychomotor (Skills) VII.P. Basic Practice
Finances
1. Define the following bookkeeping terms: 1. Perform accounts receivable procedures to
a. Charges patient accounts including posting:
b. Payments a. Charges
c. Accounts receivable b. Payments
d. Accounts payable c. Adjustments
e. Adjustments 2. Input accurate billing information in an
f. End of day reconciliation electronic system
2. Identify precautions for accepting the following types of 3. Inform a patient of financial obligations for

payments:

services rendered

Revised 8/14/2024
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a. Cash
b. Check
c. Credit card
d. Debit card
3. Identify types of adjustments made to patient accounts
including:

a. Non-sufficient funds (NSF) check
b. Collection agency transaction
c. Credit balance
d. Third party
4. ldentify patient financial obligations for services rendered

Cognitive (Knowledge) VIII.C. Third-Party Reimbursement

Psychomotor (Skills) VIII.P. Third-Party
Reimbuersment

1. Identify:
a. Types of third-party plans
b. Steps for filing a third-party claim
2. ldentify managed care requirements for patient referral
3. Identify processes for:
a. Verification of eligibility for services
b. Precertification/preauthorization
c. Tracking unpaid claims
d. Claim denials and appeals
4. Identify fraud and abuse as they relate to third party
reimbursement
5. Define the following:
Bundling and unbundling of codes
Advanced beneficiary notice (ABN)
Allowed amount
Deductible
Co-insurance
. Co-pay
6. Identify the purpose and components of the Explanation of
Benefits (EOB) and Remittance Advise (RA) Statements

0 Q0T

N

Interpret information on an insurance card
2. Verify eligibility for services

3. Obtain precertification or preauthorization
with documentation

Complete an insurance claim form

Assist a patient in understanding an
Explanation of Benefits (EOB)

o~

Cognitive (Knowledge) XI.C Procedural and
Diagnostic Coding

Psychomotor (Skills) IX.P Procedural and
Diagnostic Coding

1. ldentify the current procedural and diagnostic coding
systems including Healthcare Common Procedure Coding
Systems Il (HCPCS Level Il)

2. Identify the effects of:

a. Upcoding
b. Downcoding
3. Define medical necessity

1. Perform procedural coding
2. Perform diagnostic coding
3. Utilize medical necessity guidelines

Cognitive (Knowledge) X.C Legal Implications

Psychomotor (Skills) X.P Legal Implications

>

Identify scope of practice and standards of care for medical
assistants

Identify the provider role in terms of standard of care
Identify components of the Health Insurance Portability &
Accountability Act (HIPAA)

Identify the standards outlined in The Patient Care
Partnership

Identify licensure and certification as they apply to

O oW

m

1. Locate a state’s legal scope of practice for
medical assistants
2. Apply HIPAA rules in regard to:
a. Privacy
b. Release of information
3. Document patient care accurately in the
medical record
4. Complete compliance reporting based on
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healthcare providers public health statutes
F. Identify criminal and civil law as they apply to the practicing | 5. Report an illegal activity following the
medical assistant protocol established by the healthcare
G. Define: setting
a. Negligence 6. Complete an incident report related to an
b. Malpractice error in patient care
c. Statute of limitations
d. Good Samaritan Act(s)
e. Uniform Anatomical Gift Act
f. Living will/advanced directives
g. Medical durable power of attorney
h. Patient Self-Determination Act (PSDA)
i. Risk management
H. Identify the purpose of medical malpractice insurance
I. Identify legal and illegal applicant interview questions
J. ldentify:
a. Health Information Technology for Economic and
Clinical Health (HITECH) Act
b. Genetic Information Nondiscrimination Act of
2008 (GINA)
c. Americans with Disabilities Act Amendments Act
(ADAAA)
K. Identify the process in compliance reporting:
a. Unsafe activities
b. Errors in patient care
c. Conflicts of interest
d. Incident reports
L. Identify compliance with public health statutes related to:
a. Communicable disease
b. Abuse, neglect, and exploitation
c. Wounds of violence
M. Define the following medical legal terms:
a. Informed consent
b. Implied consent
c. Expressed consent
d. Patient incompetence
e. Emancipated minor
f.  Mature minor
g. Subpoena duces tecum
h. Respondeat superior
i. Res ipsa loquitur
j-  Locum tenens
k. Defendant-plaintiff
I. Deposition
m. Arbitration-mediation
Cognitive (Knowledge) XI.C Ethical and Professional Psychomotor (Skills) XI.P Ethical and
Considerations Professional Considerations
1. Define: 1. Demonstrate professional response(s) to
a. Ethics ethical issues
b. Morals
2. Identify personal and professional ethics
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3. Identify potential effects of personal morals on professional
performance
4. Identify professional behaviors of a medical assistant

Cognitive (Knowledge) XII.C Protective Practices

Psychomotor (Skills) XII.P Protective
Practices

1. Identify workplace safeguards
2. ldentify safety techniques that can be used in responding to
accidental exposure to:
a. Blood
b. Other body fluids
c. Needle sticks
d. Chemicals
3. lIdentify fire safety issues in an ambulatory healthcare
environment
4. Identify emergency practices for evacuation of a healthcare
setting
5. ldentify the purpose of Safety Data Sheets (SDS) in a
healthcare setting
6. Identify processes for disposal of:
a. Biohazardous waste and
b. Chemicals
7. ldentify principles of:
a. Body mechanics
b. Ergonomics
8. Identify critical elements of an emergency plan for response
to a natural disaster or other emergency
9. lIdentify the physical manifestations and emotional
behaviors on persons involved in an emergency

—_—

how

Comply with safety practices
Demonstrate proper use of:
a. Eyewash equipment
b. Fire extinguisher
Use proper body mechanics
Evaluate an environment to identify unsafe
conditions

Affective Skills

A.1 Demonstrate critical thinking skills

A.2 Reassure patients

A.3 Demonstrate empathy for patients’ concerns
A.4 Demonstrate active listening

A.5 Respect diversity

A.6 Recognize personal boundaries

A.7 Demonstrate tactfulness

A.8 Demonstrate self-awareness

Revised 8/14/2024
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2022 MAERB CORE CURRICULUM

MA PROGRAM MASTER COMPETENCY CHECKLIST

This form is used for tracking student completion of competencies. The psychomotor and
affective competencies are combined under each specific content area and numbered
appropriately.

Psychomotor Competencies

I. Anatomy, Physiology, and Pharmacology
GRADE PASS DATE

INITIALS

I.P.1 Accurately measure and record:

a. blood pressure

b. temperature

C. pulse

d. respirations

e. height

f. weight (adult and infant)

g. length (infant)

h. head circumference (infant)

i. oxygen saturation

I.P.2 Perform the following procedures:

a. electrocardiography

b. venipuncture

c. capillary puncture

d. pulmonary function testing

I.P.3 Perform patient screening following
established protocols

1.P.4 Verify the rules of medication
administration:

a. right patient

b. right medication

c. right dose

d. right route

e. right time

f. right documentation

I.P.5 Select proper sites for administering
parenteral medication

I.P.6 Administer oral medications

. Anatomy,
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Physiology, and GRADE PASS DATE INITIALS
Pharm.
I.P.7 Administer parenteral (excluding IV)
medications
I.P.8 Instruct and prepare a patient for a
procedure or a treatment
I.P.9 Assist provider with a patient exam
I.P.10 Perform a quality control measure
I.P.11 Collect specimens and perform:
a. CLIA waived hematology test
b. CLIA waived chemistry test
c. CLIA waived urinalysis
d. CLIA waived immunology test
e. CLIA waived microbiology test
I.P.12 Provide up-to-date documentation of
provider/professional-level CPR
I.P.13 Perform first aid procedures
a. bleeding
b. diabetic coma or insulin shock
c. stroke
d. seizures
e. environmental emergency
f. syncope
Il. Applied
Mathematics GRADE PASS DATE INITIALS
II.P.1 Calculate proper dosages of
medication for administration
Record laboratory test results into the
1.P.2 patient's record
1.P.3 Document on a growth chart
1I.P.4 Apply mathematical computations to
solve equations
1.P.5 Convert among measurement systems
lll. Infection
Control GRADE PASS DATE INITIALS
.1 Participate in bloodborne pathogen
training
I.P.2 Select appropriate barrier/personal
protective equipment (PPE)
1.P.3 Perform handwashing
11.P.4 Prepare items for autoclaving
III.P.5 Perform sterilization procedures
111.P.6 Prepare a sterile field
.P.7 Perform within a sterile field
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I1l. Infection

Control GRADE PASS DATE INITIALS
11I.P.8 Perform wound care
111.P.9 Perform dressing change
11l.P.10 Demonstrate proper disposal of
biohazardous material
a. sharps
b. regulated waste
IV. Nutrition
GRADE PASS DATE INITIALS
IV.P.1 Instruct a patient regarding a dietary
change related to a patient's special
dietary needs
V. Concepts of
Effective
. e GRADE PASS DATE INITIALS
Communication
V.P.1 Respond to nonverbal communication
V.P.2 Correctly use and pronounce medical
terminology in health care interactions
V.P3 Coach patients regarding:
a. office policies
b. medical encounters
V.P4 Demonstrate professional telephone
techniques
V.P.5 Document telephone messages
accurately
V.P.6 Using technology, compose clear and
correct correspondence
V.p.7 Use a list of community resources to
facilitate referrals
V.P.8 Participate in a telehealth interaction
with a patient
VI.
Administrative
. GRADE PASS DATE INITIALS
Functions
VI.P.1 Manage appointment schedule, using
established priorities
VI.P.2 Schedule a patient procedure
VI.P.3 Input patient data using an electronic
system
VI.P.4 Perform an inventory of supplies
21
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VIl.Basic
Practice
. GRADE PASS DATE INITIALS
Finances
VII.P.1 Perform accounts receivable
procedures to patient accounts
including posting:
a. charges
b. payments
c. adjustments
VII.P.2 Input accurate billing information in an
electronic system
VII.P.3 Inform a patient of financial
obligations for services rendered
VIII. Third-Party
Reimbursement GRADE PASS DATE INITIALS
VIIL.P.1 Interpret information on an insurance
card
VIII.P.2 Verify eligibility for services
VIII.P.3 Obtain precertification or
preauthorization with documentation
VIII.P.4 Complete an insurance claim form
VIII.P.5 Assist a patient in understanding an
Explanation of Benefits (EOB)
IX. Procedural
and Diagnostic
. GRADE PASS DATE INITIALS
Coding
IX.P.1 Perform procedural coding
IX.P.2 Perform diagnostic coding
IX.P.3 Utilize medical necessity guidelines
X. Legal
Implications GRADE PASS DATE INITIALS
X.P.1 Locate a state's legal scope of practice
for medical assistants
X.P.2 Apply HIPAA rules in regard to:
a. privacy
b. release of information
X.P.3 Document patient care accurately in
the medical record
X.P.4 Complete compliance reporting based
on public health statutes
X.P.5 Report an illegal activity following the
protocol established by the healthcare
setting
X.P.6 Complete an incident report related to
an error in patient care
22
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XI. Ethical and
Professional
. . GRADE PASS DATE INITIALS

Considerations
XI.P.1 Demonstrate professional response(s)

to ethical issues
XIl. Protective
Practices
XII.P.1 Comply with safety practices
XI.P.2 Demonstrate proper use of:

a. eyewash equipment

b. fire extinguishers
XII.P.3 Use proper body mechanics
XIl.P.4 Evaluate an environment to identify

unsafe conditions
Affective Competencies

GRADE PASS DATE INITIALS
A1l Demonstrate critical thinking
skills
A2 Reassure patients
Demonstrate empathy for
A3 patients' concerns
A4 Demonstrate active listening
A.5 Respect diversity
A.6 Recognize personal boundaries
A7 Demonstrate tactfulness
A8 Demonstrate self-awareness
23
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Program Goals

1. To prepare competent entry-level medical assistants in the cognitive
(knowledge), psychomotor (skills), and affective (behavior) learning domains

2. To achieve 100% pass rate on the national American Association of Medical
Assistants certification exam for program graduates

3. To achieve 100% positive placement of program graduates

4. To achieve 100% participation in continuing education of program graduates

Program Minimum Expectations

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

profession.

Program Outcomes

An entry level medical assistant with a certificate from Good Samaritan College of

Nursing and Health Science will be able to:

Program Outcomes

Related Courses

1. Demonstrate competency as entry-level
medical assistants in the cognitive
(knowledge), psychomotor (skills), and
affective (behavior) learning

ALH 105, ALH 106, ALH 150, ALH 151,
ALH 152, ALH 199

ALH 110

BIO 101

MTH 107

2. Demonstrate administrative
competence in the ambulatory setting

ALH 105, ALH 106, ALH 199

3. Demonstrate critical thinking skills
based on professional standards

ALH 105, ALH 106, ALH 150, ALH 151,
ALH 152, and ALH 199

4. Exhibit professionalism in the
ambulatory setting

ALH 105, ALH 106, ALH 150, ALH 151,
ALH 152, and ALH 199

5. Provide culturally sensitive patient care
in an ambulatory setting

ALH 150, ALH 151, ALH 152
ALH 199
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Medical Assistant Certificate Program

Program Prerequisites—None
ALH courses require admission into MA program by Program Coordinator (exception ALH 110)

Course Number | Description | Credit | Lecture | Lab
First Semester
ALH 150 Clinical Procedures | 3 2 1
ALH 105 Medical Office Procedures | 3 2 1
MTH 107 Math for Health Science 3 3 0
BIO 101 Human Biology 3 2 1
ALH 110 Medical Terminology 3 1 0
Second Semester
ALH 151* Clinical Procedures Il 3 2 1
ALH 152* Clinical Procedures Il 3 2 1
ALH 106* Medical Office Procedures 3 3 0
COM 101 Interpersonal 3 3 0
Third Semester
ALH 199** MA Practicum 3 3 160 hours
TOTAL CREDIT HOURS 30

*ALH 151, ALH 152, ALH 106, and ALH 199 have course prerequisites

**Healthcare Professional CPR, health certificate, immunizations, student health
insurance, and background check must be completed prior to start of ALH 199

All courses must be successfully completed with a final grade of “C” or better. All
students must maintain an accumulative GPA of 2.0 or greater for progression through
the program.

TECHNICAL REQUIREMENTS

All MA students are required to have access to a computer and internet connection. A laptop
which can be used both off and on campus is preferred. For students who do not have access
to a personal computer, there are computer located at GSC on the 9™ floor Media Center.

Every student will have a GSC email account and are expected to check email every day as this
is the primary method of communication for staff and faculty. Please refer to the GSC
Acceptable Use Policy regarding appropriate use of the College IT and electronic
communications infrastructure via the policies link noted on the last page of this handbook.

While enrolled at GSC, students will have access to Microsoft Office 365, a cloud-based office
suite, as well as a downloadable copy of Office Professional Plus 2016.

Please contact the GSC IT Department for any questions or help with technical matters.
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Course Information and Sequence Policy
1. Upon admission to the program via a selective admissions process, students will receive
advising from the MA program coordinator. Any questions regarding classes may be
directed to the MA Program Coordinator and/or the Dean of General Education and
Allied Health.

2. The general education courses (non-MA or support courses) and the clinical and
administrative MA courses in the curriculum have been carefully sequenced to provide
the background knowledge necessary to be successful in the medical assistant program.
Therefore, the ALH medical assisting AND support courses must be taken during the
semester listed on the curriculum sheet if not taken prior to that semester unless
approved by the Program Coordinator AND reflected on the student’s Academic Plan.

3. Agrade of “C” or better must be received in all courses (MA and general
education/support courses) to progress in the program and graduate. A GPA of 2.0
must be maintained to take the first clinical class and remain in the program.

4. If a student withdraws or fails a non-clinical MA or a non-MA course, a consultation with
the Program Coordinator must be requested by the student and the academic plan
revised accordingly. If possible, the student may be permitted to continue in the program
but must re-take and successfully complete the failed course as outlined in a Statement
of Understanding. However, if the student has already successfully completed ALH
150, then the student will be dismissed from the program. If the student is removed
from the program voluntarily or dismissed from the program due to academic
nonsuccess, the student must petition for reinstatement. Refer to the MA Reinstatement
Policy (page 52) for more information.

5. All students must pass 100% of their competencies to pass an MA course and progress
in the program. No clinical or administrative competency may be taken more than two (2)
times. Clinical and Administrative competencies may be referred to as “work products.”
All competencies/work products must be retained for proof of competency by the student
and then will need to be able to be produced as evidence for ALH 199 (practicum
course) or by the Practicum site.

6. A criminal background check is required before registering for ALH 199 Practicum. By
law and via standard operating procedures at the clinical/practicum affiliates, conviction
of certain criminal offenses disqualifies and/or denies students access to most
clinical/practicum environments. Refer to the background check policy on page 47.

7. During the practicum portion of the Medical Assistant Program, the student is placed in
an appropriate physician’s office/ambulatory care setting and required to complete 160
hours at the office. If a student is dismissed from a practicum site for reasons including
unsafe work practices, patient safety concerns, violence in the workplace (including
patient abuse), substance or alcohol abuse, physical abuse, verbal abuse, theft, neglect,
betrayal of patient confidentiality, falsifying records, or any act punishable by law, that
student will be dismissed from the medical assistant program without an
opportunity for reinstatement. As completion of the practicum is required for
graduation in the Medical Assistant Technology Certificate Program, students WILL NOT
be eligible to sit for the national AAMA exam to earn the CMA(AAMA) credential.

26
Revised 8/14/2024



Good Samaritan College of Nursing and Health Science
Medical Assistant Program

Attendance Policy

In the GSC Medical Assistant Program, attendance and punctuality are critically important
factors to success in class and employability. Due to the comprehensive nature and
programmatic demands of the Medical Assistant curriculum, it is vital that the Attendance Policy
be understood and followed so that all objectives for each course can be satisfactorily

completed.

Present: To be present in and remain in class, to be an active and engaged
participant in classroom/lab activities. Students are expected to attend all
learning activities (e.g., class, lab, etc.) in the expected environment (e.g., in-
person, online, etc.).

Absence: Failure to attend as expected; state of being away or not present,
inattentiveness, preoccupation with something other than the classroom/lab
activities.

Tardiness: Late, not on time, arriving more than 10 minutes after scheduled start
time.

Early departure: Leaving class prior to the end of the class/lab session and/or
before class has been officially dismissed by the instructor. More than 30% of the
class/lab time has been missed.

Attendance/participation points: 1X/week course = 10 points for the day, 2X/week
= 5 points for each day. Total attendance/participation points for the semester
determined based on total number of class meetings.

Non-attendance and tardiness are considered to be unprofessional and will not be tolerated.
The detailed provisions of the MA attendance policy are indicated as follows:

1.

2.

All cases of absenteeism will be reported to the MA Program Coordinator and are
subject to administrative review by the MA Program Coordinator and faculty.

It is the responsibility of the student to contact the instructor within 24
hours of absence and report the circumstances, including a phone number
where you may be reached. It is the responsibility of the student to contact a
fellow student to obtain any missed material and assignments.

If a scheduled class/lab (online or in-person) absence occurs, it will be reflected
on the course professional assessment, and all points will be deducted from the
attendance/participation grade for that week.

Any student who misses two or more classes may be subject to administrative
dismissal from the MA Program upon review of each individual case.
Participation points will be deducted in each medical assistant course for each
non-attendance regardless of the reason. Additionally, points may be deducted
from the professional assessment that is completed by the faculty member on
students in all administrative and clinical classes. There are NO exceptions to
this policy!

Students who are tardy and/or leave early miss important information that cannot
always be made up or recreated. Any student who arrives more than 10 minutes
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late to a scheduled class/lab or leaves early (missing greater than 30% of the
class) will have this documented in the attendance record for that class/lab and
will lose all attendance points for the week. Two occurrences of arriving late or
leaving early to any MA course will count as one absence. These occurrences
will be reflected on the course professional assessment. Refer to point number 4
above regarding the consequences of absences in medical assistant classes.

6. Online courses are considered to begin on the first day of the semester. To show
attendance/participation in an online course, students are expected to log into the
course every week and complete each week’s activities by Sunday at 11:59p.m.
ET, or as indicated on the course outline. Any work not completed by the due
date will be reflected on the course professional assessment and points will be
deducted from the attendance/participation grade.

1. Less than 100% to 50% of work completed will lose half of attendance
points for the week

2. Less than 50% of work completed will lose all attendance points for the
week

7. Aphysician’s statement may be required for verification of an illness, or medical
release, at the discretion of the Program Coordinator or course instructor.
Clearance from a healthcare provider may be required prior to returning to in-
person activities. This documentation may be needed to verify the student’s
health and/or ability to participate safely in class/lab.

8. Additional documentation may be required for absences/tardiness/early
departures that occurred as a result of extenuating circumstances, such as:

1. Death or serious illness of an immediate family member
2. Personal iliness/injury resulting in more than 2 absences

9. When possible, appointments for personal reasons (i.e., doctor or dentist) should
be scheduled during times when you will not be in class/lab. If an absence is
anticipated, you must notify the instructor in advance.

10. In addition to the provisions cited above, a student who is removed from a
practicum site for one of the following reasons will be considered absent for
those days in question:

1. Being unprepared for the practicum

2. Repeated tardiness

3. Medical problems which jeopardize the patient, student, or safety of
others

4. Behavior which is inappropriate and unacceptable in the clinical area

Grading in Medical Assistant Courses
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All medical assistant courses include a syllabus and outline that contains specific objectives for
each topic to be studied in that course. These objectives may be facts to recall, assignments to
complete, or procedures to be performed. This includes but is not limited to competencies
(check offs), work products, and assignments. This applies to both administrative and clinical
courses.

Students in the MA program MUST pass all competencies (check offs), and/or work
products and the course with a minimum of 75% to be able to continue in the program.

GRADING SCALE

The course objectives represent what the program faculty feel is the minimum amount of
material the student should know to function competently on the job as an entry-level medical
assistant, it is necessary to use a different grading scale than is traditionally used in other GSC
classes.

The grading scale for all MA courses is:

92 - 100 = A
83 - 91 =B
7% - 82 =2C
74 - 66 = D (failure)
65 & below = F (failure)

The 75% figure represents the grade at which the MA Program Coordinator and Faculty
consider a minimum level of achievement. This is justified because:
1. ltis not likely that a student would pass the national certification
examination if less were expected from them
2. Most important of all, students are expected to do well on the job.
Their performance can and does affect patient care.
Any student who receives a final score below 75% in any medical assistant course will be
subject to the dismissal policies of the program.

Overall grades in ALL MA courses are weighted and set up in the learning management system,
Brightspace, as follows:

1. Quizzes and Assignments = 15%

2. Attendance = 15%

3. Topic Exams and Competencies/check-offs = 40%

4. Final Exam = 20%

5. Professional Assessment = 10%
29
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Student Success
The Medical Assistant Program Mission Statement reflects a commitment to providing quality
education and training that promotes personal growth of the individual student and behaviors
that assume responsibilities and accountability for their actions in a caring and professional
manner. Therefore, it is appropriate that, in addition to the provided classroom/lab practice, the
faculty requires the following behaviors from students enrolled in the Medical Assistant Program:
¢ Respectful attitude towards others (verbal and nonverbal)
o Shows interest and participates during class/lab opportunities
e Good manners (talk in turn, clean up after yourself, etc.)
o Act alert and keep your eyes open during lecture and skill demonstrations
¢ Remain in the room during class activities
e Wait to pack up books and materials until the class period has ended
¢ Silence and store all electronic devices, i.e., phones, laptops, iPads, etc. unless the use
is appropriate for educational purposes as approved by the instructor. Any student using
a cell phone during class will be asked to leave the class. If you are expecting an
emergency call (family crisis or illness), please let your instructor know at the beginning
of class and special arrangements will be made for you to leave class to handle the call.
e Children or uninvited guests are not permitted in the classroom at any time. Students not
in the medical assistant program, family members, or friends are not permitted to
participate in laboratory practice or invasive procedures such as venipunctures at any
time
e Loud or disruptive behavior is also disruptive of the learning process and will not be
tolerated. Students exhibiting these types of behaviors will be asked by the instructor to
leave the class/lab.
e Ask the MAinstructor if you do not understand any content or a directive in a medical
assistant course. Seek tutoring for any general education course from the instructor. The
MA Program Coordinator, MA faculty, or any other student resource at GSC may not
tutor students in another discipline.

Theory Component

Learning objectives in the cognitive domain of the MA Program are evaluated through a written
test or examination. These scheduled evaluations are noted in the syllabus and/or course
outline and will be computerized. If a student misses a test, they are required to email the
instructor to request a makeup date within 24 hours of the original scheduled test date. Make-up
tests will not be permitted after one week of the original scheduled test date. Only one make-up
test is allowed per course, and a 20%-point deduction will be applied. All tests, the final
examination, and competencies must be completed to fulfill course requirements. Failure to

complete the above within the prescribed time will result in a final grade of “F” for the course.

In some cases, work completed during class as part of instruction cannot be made up. Students
may obtain missed work in order for practice and knowledge however the completed work MAY
not be accepted by the instructor for grading, especially if the work was collected, graded, and
returned to other students. Please do not take this personally-----missing one or two
instructional assignments is not going to contribute to failing the class UNLESS this occurs
multiple times and/or students do not attempt to learn or understand missed work.
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Short quizzes will be administered throughout MA courses and may or may not be noted on the
course syllabus and/or the course outline. Students should use these quizzes to determine their
understanding of presented material and as an aid in studying for each exam.

NO MAKE-UP QUIZZES WILL BE GIVEN FOR ANY REASON IN AN MA CLASS.

Administrative and Clinical Competency (Check-Off) Policies

ALL medical assistant classes including both the administrative and clinical courses will use the
MA grade scale without exception. All students in the administrative classes are expected to
keep graded administrative competencies including work products because documentation of
these skill will be required as part of the ALH 199 Practicum class.

Successfully completing and passing the first clinical class, ALH 150, determines the eligibility
for enrollment in ALH 151, ALH 152, and ALH 199, the Practicum course. All students are
expected to keep graded administrative and clinical competencies (check offs) and any work
products in a binder/folder that will be used to fill out your MA Program Master Competency List.
All MA Students are required to submit a completed MA Master Competency list in the ALH 199
Practicum course.

1. For each skill, students will receive the competency evaluation tool/sheet along with
directions and/or a demonstration of the skill. The student should be prepared for
relating knowledge about the skill that would pertain to the competency being performed.
Instructors may ask questions relevant to the skill to verify competency.

2. Students who are absent are responsible for independently obtaining a demonstration of
missed skills. Students who miss lab demonstrations will NOT be given extra days for
practice before completing the scheduled competency. If the student is absent the day of
a scheduled competency, the student will be given a zero in the grade book for that
competency and the rescheduled date with the instructor will be counted as a “second
attempt.” The student will be required to notify the instructor within 24 hours of the
missed competency and will be given the opportunity to take a make-up competency as
a “second attempt.”

3. ltis the student’s responsibility to utilize the laboratory class time to practice skills until
the student feels competent! If more time is required to practice specific skills beyond the
scheduled class time, students should speak with the instructor and/or the MA Program
Coordinator to request permission to come into the lab for additional practice as needed.
Leaving laboratory class early will be reflected on the Professional Assessment and
Attendance points t the end of the semester.

4. A minimum of 75% must be attained on all administrative and clinical
competencies/check-offs to pass. Students will not be permitted to repeat a
competency/check-off for the purpose of obtaining a higher point value if the initial
attempt was above the minimum score of 75%.

5. If the student does not meet the minimum score of 75%, the student will receive a “zero”
for the competency/check-off. The student will be required to repeat the
competency/check-off within two weeks of the initial scheduled competency. The student
must receive a minimum of 75% to pass the repeat competency/check-off.
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Students will not be permitted to repeat more than two second attempt
competencies/check-offs for any administrative or clinical course.

The grade on the second attempt will not be above a 91% (highest “B”). The grading of
the second attempt competency/check-off will begin at 91% and points will be deducted
from the overall competency/check-off score before deducting any points that are
missed by the student. For example, if the competency/check-off is worth 20 points, a
second attempt will have 1.8 points deducted by the instructor, then any other points will
be subtracted for any errors made by the student.

NO second attempts may be scheduled until after the student has practiced the
competency/check-off on the student’s own time. All second attempt competencies will
be done by appointment only. Failure of any second attempt competency will result in
failure of the course and dismissal from the MA Program.
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A minimum score of 75% or higher is necessary to pass this check-off

SAMPLE EVALUATION OF COMPETENCY

ALH150 Handwashing NAME
Applying/Removing Gloves

DATE SCORE
Total 206 Points
Second Attempt: -18-1/2 points EVALUATED BY
PERFORMANCE OBJECTIVE
TASK: Properly remove contaminated gloves and wash hands.

CONDITIONS: Using a sink and running water.

Given 2 gloves
Given liquid soap.
Given paper towels.

STANDARDS: Time: 5 minutes
Accuracy: Grade greater than or equal to a 75% on the Performance Evaluation
Checklist
(**) =16 Points (*) =6 points () = 2 points

PERFORMANCE EVALUATION CHECKLIST

Yes No Performance Standards

- 1. Removed rings (except plain wedding band).
_ 2 Chose the appropriate size exam gloves.

_ 3. Applied exam gloves to both hands.
- 4 Inspected both gloves for tears.

Instructor will “contaminate” gloves

* 5. Using the gloved dominant hand, grasped the outside of the other glove
at the palm or over the wrist.

* 6. Slowly pulled glove of nondominant hand away from the hand

and down over the fingers.

* 7. Scrunched the glove that was removed into a ball using the
gloved hand.
> 8. Placed index and middle fingers of the ungloved hand under the

cuff of the gloved hand.
9 Did not allow the ungloved hand to touch the outside of the gloved

hand.
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Yes No Performance Standards
- 10. Pulled this glove off while enclosing the rolled up glove inside.
- * 1. Discarded both gloves as one unit into an appropriate waste container.
__ 12. Stood at sink with clothing away from edge of sink.

13. Turned on faucets.

14. Adjusted temperature of water.

15. Wet hands with water. SA M P I E
** 16.

Held hands lower than elbows at all times.
** 17. Did not touch the inside of sink with hands.

18. Applied soap to hands.

__ * 19. Washed palms and backs of hands with 10 circular motions and friction.
__ *20. Washed fingers while interlaced, with 10 circular motions and friction.
- 21, Rinsed well (keeping hands lower than elbows).

- * 22. Washed wrists and forearms using friction and circular motions.
- * 23. Rinsed arms and hands.

__ * 24, Cleaned fingernails by rubbing the nails of one hand into the soapy palm

of the other hand for at least 10 circular motions. Repeat with the
opposite hand.

25. Repeated handwashing procedure.

26. Dried hands gently and completely.

__ * o 27. Turned off faucets using paper towel.

_ > 28. Wiped area around sink with paper towel without contaminating hands
e 29. Discard paper towels into waste can.

- 30. Completed the procedure within 5 minutes.
PROFESSIONALISM

Yes No Performance Standards Instructor Comments:
- > 1. Dress appropriate.

- 2. Hair appropriate.

- 3. Make-up appropriate

- 4. Jewelry appropriate

- 5. Fingernails appropriate.

- 6. Notebook and black pen

e 7. Verbal/Non-Verbal behavior appropriate
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Professional Behavioral Assessment
PURPOSE

This assessment is designed to monitor employability behaviors during class in all MA courses
that have a laboratory component. This assessment WILL count towards a portion of the final
grade (refer to your syllabus) and includes an assessment of your behaviors based upon the
criteria listed below in the Minimum Assessment Requirements section.

Each student will be evaluated by the faculty for their employability beginning the first week of
class and continuing through the end of the semester in all MA courses. Any category rating of
“Unsatisfactory” must have comments and documentation from the instructor. Ratings of “Needs
Improvement” or “Meets Expectations” may have instructor comments.

MINIMUM ASSESSMENT REQUIREMENTS

The following are possible examples/activities for each category in which the faculty
member will assess the student. A rating of “Meets Expectations” is equal to 92% on the
current MA grading scale. A rating of “Needs Improvement” is equal to a 83% and a
rating of “Unsatisfactory” is equal to 74%.

1. Appearance e Follows the GSC Medical Assistant Program dress code (uniform,
shoes, jewelry, piercings, tattoo’s, hair, etc. Refer to MA student
handbook)

2. Attendance e Arrives and leaves at scheduled time.
e Attends all classes, labs, and directed practice experiences as outlined
in the course syllabus/outline.

3. Attitude e Generally supportive towards faculty, staff, and other students.
e Corrects behavior with minimal intervention.
e Positive affective behavior (displays consistent, appropriate body
language)
o Uses appropriate verbal and non-verbal communication

4. Dependability e Works independently with minimal supervision.
e Follows directions.
¢ Fulfills obligations in and out of class

5. Initiative o Demonstrates self motivation.
o Actively participates in all educational experiences, in and out of the
Classroom

6. Cooperation o Consistently works well in team setting.
e Contributes appropriately to the group.
e Follows instructions within appropriate time frame.
7. Judgment e Prioritizes work.
e Uses appropriate verbal and non-verbal communication.
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8. Interpersonal
Interactions

9. Safety

10. Quality of Work

Good Samaritan College of Nursing and Health Science

11. Quantity of Work

Revised 8/14/2024
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Demonstrates ability to problem solve with minimal intervention.
Makes appropriate decisions.

Uses class and lab time appropriately and consistently.
Maintains balance between academic and personal life

Is professional and polite in all academic settings
Handles conflict in an appropriate manner

Follows MA laboratory rules including OSHA guidelines.
Uses office and/or laboratory equipment safely and appropriately

Work produced is consistent with an entry- level Medical Assistant’s
skills.

Consistently turns in work that is acceptable and satisfactory.
Maintains passing grades on tests, quizzes, projects and homework.

Documented (handwritten and/or word processed) work is legible, neat,
clean, and orderly

e Work is produced in a timely manner

All assigned work is completed and submitted when due.
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Good Samaritan College

Medical Assistant Technology Student Name:
Professional Assessment Evaluator & Date:
. Needs Meets
Unsatisfactory .
SCORE: (74%) Improvement Expectations
’ (83%) (92%)
1. Appearance: |:| |:| |:|
Comments:
2. Attendance:
] [] ]
Comments:
3. Attitude:
] [] ]
Comments:
4. Dependability:
] [] ]
Comments:
5. Initiative: |:| |:| |:|
Comments:
6. Cooperation:
] [] ]
Comments:
7. Judgment:
] [] ]
Comments:
8. Interpersonal Interactions:
] [] ]
Comments:
9. Safety: ] = ]
Comments:

10. Quality of Work:

Comments:

11. Quantity of Work:

Comments:
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Dress Code and Appearance Policy
It is essential as students that you present yourselves as professionals. You must look and act
in a manner that conveys authority and integrity and maintain a high standard of professionalism
at all clinical education sites.

YOU ARE NOT PERMITTED TO PARTICIPATE IN LAB OR PRACTICUM IF YOU ARE NOT
IN UNIFORM!

A strict dress code has been developed by the program and will be enforced uniformly while in
clinical courses. This dress code is not intended to reflect current fashion trends but, rather, to
project a professional appearance to patients, allied health staff, etc. Final authority for
interpretation lies with the Program Faculty/Staff in accordance with clinical setting
policies.

Clothing:

1. All students must buy and wear the DESIGNATED uniform consisting of a scrub top and
scrub pants that have the school insignia on it for clinical medical assisting classes/labs.
Uniforms must be purchased through the college, and you are responsible for contacting
the MA Program Coordinator for information about ordering the uniform. The College
does not cover the cost of your uniform; payment will be required upon ordering.

2. You may purchase a white lab coat to wear over your uniform as no other jacket,
sweater, hoodie, or other outer garment may be worn over the uniform.

3. Only uniform scrub pants may be worn and these should cover the top of the shoes but
NOT touch the floor. You must hem your uniform pants as appropriate.

4. An all-white long sleeve t-shirt or white turtle-neck may be worn under the scrub top;
however, T-shirts with print or other colors are not permitted.If additional warmth or
pockets are preferred, ONLY a white scrub jacket may be worn over the required scrub
top.

NO OTHER garment may be worn over the uniform while in class/lab or at the
practicum site! This includes sweaters, hoodies, coats, etc.

5. The uniform will be clean, free from wrinkles, properly sized, and in good repair.
Appropriate undergarments must be worn at all times.

6. Shoes must be white with little or no other colors on the outside. The shoes worn with
the uniform should ONLY be worn with the uniform and must be clean at all times. For
safety reasons, shoes must be full from front to back and cover the entire foot. Open
toe/heel shoes or clogs or Crocs are prohibited. Shoes with mesh, canvas, or holes for
ventilation are an OSHA violation and NOT appropriate in the clinical setting.

7. Unless approved by the MA Program Coordinator, buttons, pins, or other insignia may
NOT be worn on the uniform.

8. Lanyards are not safe in the clinical area and may not be worn while in uniform. A
TriHealth I.D. badge will be issued by TriHealth Security and will become your Good
Samaritan College 1.D. which will also be your nametag. A retractable holder will be
provided to you.

9. NO head apparel (hat, visor, scarf, etc.) is to be worn while in the clinical setting unless
approved for reasons such as religious beliefs that require covering of the hair. Hair
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accessories are permitted but must be of a conservative style and should not detract
from the uniform and overall professional appearance.

If you have appointments before or after your clinical lab classes or practicum, do NOT wear
your uniform. However, this does not include going to other GSC classes (non-MA courses)
in which there may not be time to change into non-uniform clothing.

Personal Hygiene:

1.

Hair, beard, and mustache must be clean, neatly groomed and kept in such a manner as
to not interfere with student duties, safety, or appearance as a medical professional. Hair
color must be a natural color, be it dyed or natural. These colors include black, brown,
blonde, or natural red. This will be assessed prior to practicum placement.

Tattoos may not be visible while in the clinical lab or practicum setting. There is a
produce called derma-bond that can be purchased to cover tattoos that cannot be
covered with clothing.

Fingernails must be well manicured and of a length not to interfere with patient care. Nail
polish is limited to a single neutral or natural color. Artificial nails, gels, and shellac are
prohibited in the clinical setting.

Make up to be used in moderation. Perfume, perfumed lotion, body mist, and cologne
are prohibited due to potential patient allergies/sensitivities.

Personal hygiene practices are to be sufficient to ensure cleanliness and the absence of
noticeable body or breath odor.

DO NOT smoke while in uniform! Students may not be in the clinical setting with odor of
smoke on their clothes, hair, etc. Also, the use of tobacco products is prohibited for
employment in many medical offices so now is the time to quit!

Jewelry and Accessories:

1.

2.

A conservative style and amount of jewelry/accessories is permitted. Necklaces,
dangling earrings, or bracelets are NOT acceptable.

For students with pierced ears, ONLY stud earrings will be permitted while in the clinical
setting with no more than two (2) earrings per ear/ear lobe ONLY. Any other type of ear
piercing is prohibited. This includes, but is not limited to, the following types of piercings:
conch (shell), daith, helix, industrial, and rook. Gauged ears (with steel rings or plugs)
are also prohibited.

Facial piercing or jewelry of this type is prohibited while in the clinical setting. This
includes, but is not limited to, tongue/nose/chin studs/hoops, eyebrow studs/hoops, etc.
Any other piercings openly visible are prohibited.
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MA Policy Regarding Use of Social Networking Sites

The MA Program requires students to adhere to the GSC Social Media Policy (CON 412) that
sets standards for all GSC employees and students to properly portray, promote and protect the
college for appropriate use of social media. The MA Program also requires students to abide by
the MA Social Media policies set forth below.

The MA Social Media Policy regarding the use of Social Networking Sites including, but not
limited to Facebook, X, LinkedIn, Google+, Tumblr, TikTok, Instagram, Flickr, Snapchat,
Myspace, YouTube, or individual blogs. The expectation is that these resources will not be used
at Practicum sites in patient care, public, or staff areas.

Unfortunately, the use of technology and Social Networking sites, in particular, have been
shown to create potential liability for the student, faculty, and the College. Posting certain
information is illegal and in violation of existing statutes and administrative regulations that may
expose the offender to criminal and civil liability. The following actions are STRICTLY forbidden:

1. Posting or communicating any patient-related material (including pictures) or information
which may potentially identify a particular patient, physician’s office, or office employee.
Removal of the patient’s name does not solve this problem—inclusion of gender, age,
race, diagnosis, etc. may still allow the reader to recognize the identity of a specific
individual. Violation of this requirement will result in immediately Practicum probation
and may include additional disciplinary action up to and including dismissal from the MA
Program. Liability for violation of HIPAA is also a potential consequence of this behavior.

2. Posting or communicating any Practicum or Classroom/Lab related information
(including pictures) that may be considered in any way unflattering, inflammatory,
slanderous, or libelous to the college, faculty, site, providers, or staff. Even posts that
you consider to be anonymous may still be easily identified or named by another reader.
Violation of this requirement will result in immediate conference with the MA Program
Coordinator and possibly the Dean of General Education and Allied Health.
Consequences that may result from infractions of this policy include, but are not limited
to, practicum probation, a deduction on professionalism assessment points, and possible
dismissal from the MA Program. While this is not a HIPAA violation, it is unprofessional
behavior and could jeopardize relationships between students, faculty, and staff.
Violation of this policy involving practicum sites could result in loss of practicum sites for
future students impacting both current and future students and graduates.

3. Posting of any pictures whatsoever from the Practicum site, even if the accompanying
information is positive in nature. Pictures could inadvertently pose a HIPAA violation.

4. Posting or communicating private academic information of another medical assisting
student, including but not limited to, grades, narrative evaluations, or adverse academic
actions.
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Violations of the guidelines listed below are considered unprofessional behavior and will result
in disciplinary action:

e Use of vulgar language

¢ Display of language or photographs that imply disrespect for any individual or group
because of age, race, gender, ethnicity, religion, or sexual orientation.

o Posting of potentially inflammatory or unflattering material regarding a fellow student,
faculty member, or staff/administrator

When using social networking sites, students are strongly encouraged to use their personal
email address as the primary means of communication rather than their GSC address. Students
are expected to always maintain professional standards and boundaries. Additionally, GSC
faculty and staff are not permitted to accept an invitation to “friend” a student while that
individual is enrolled in the Medical Assistant Program.

In addition, faculty may choose to give students their personal cell phone numbers for contact
purposes outside normal classroom hours. However, communication regarding course content
should ALWAYS be communicated using the learning management system email tool, not text
messages. Faculty should NOT expect students to send text messages regarding course
content.
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Practicum Policies

The following criteria must be met before a student will be permitted to participate in the
practicum.

1.

2.

All students enrolled in the GSC MA Program are required to have a criminal
background check (see background check on page 47).

The student must have a 2.0 cumulative GPA or above to be permitted to enter or
remain in the practicum

The student must demonstrate competency in basic administrative and clinical skills and
general education knowledge by successfully completing all courses listed in the Medical
Assistant Technical Certificate Program curriculum with a grade of “C” or better.

The student must have completed immunization and screening tests and make available
at GSC including (but not limited to) a Hepatitis B vaccine series, tetanus, MMR, TB
screening, and a seasonal influenza vaccine.

The student must demonstrate professional medical assistant behaviors, required
attendance criteria for each class, and appropriate professional attitudes in the
classroom.

The student must agree to abide by all of the policies and procedures at the practicum
site. Any violation of the policies and procedures can lead to immediate removal from the
site (see dismissal from the site below).

STUDENT RESPONSIBILITIES FOR THE PRACTICUM:

1.
2.

w

10.

Provide own transportation to and from the practicum facility
Communicate the days/times of the practicum experience to the Practicum Coordinator
after consulting with the site Practice Manager.
Abide by the rules and regulations of the practicum facility
Respect the confidential nature of all information pertaining to the patient and physician.
A violation of HIPAA at any point during the practicum is a serious matter and will be
dealt with accordingly including removal from the practicum and dismissal from the MA
Program
Demonstrate responsibility for individual actions during the practicum experience
Maintain professional attitudes/behaviors at the practicum site at all times with patients
providers, and staff
Follow the CDC Infection Control Guidelines and current OSHA Regulations
Notify the practicum facility AND the Practicum Coordinator of any absence on the
morning of the absence. Total hours must accrue to 160 hours. Any “make-up” hours
must occur during the current semester and contribute to the 160 total hours. It is the
responsibility of the student to make these arrangements with the facility
Take responsibility for completing any paperwork required before and during the
practicum experience
Record time accurately on given time sheets, obtain site supervisor signature and notify
the Practicum Coordinator that the time sheet has been submitted online in the
appropriate drop box in ALH 199
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11. Schedule conferences as needed with the Practicum Coordinator as requested or
necessary.

ABSENCE FROM PRACTICUM

It is the student’s responsibility to contact the Practicum Facility and the MA Program/Practicum
Coordinator when an unavoidable absence occurs, or an absence is anticipated. This includes
illness, unscheduled college closing, etc. lllness may need verification by a provider’s
statement. ALL absences, including emergency closings of the college such as those due to
weather, must be made up. Students will not receive credit due to regularly scheduled campus
holidays (Columbus Day, Thanksgiving, and Martin Luther King, Jr. Day). Students are permitted
to complete hours during these holidays if the office is open.

An emergency closing of the College shall be implemented only under extreme circumstances.
All students are to report to their Practicum unless the specifically hear otherwise. However,
when weather conditions and/or declared state of emergency due to other factors warrant, the
College may implement an emergency closing of some or all its facilities/activities.

PRACTICUM SITE RESPONSIBILITIES
The responsibilities of the supervisor (this may be the practice manager and/or another
assigned employee) are as follows:

1. Keep the student emergency contact form in an accessible location in the event of any
student emergency.

2. Review the administrative and clinical Practicum course Master Competency List and
psychomotor and affective objects and assist the student with completion of this
document by signing and evaluating the student as requested and necessary.

3. Allow the student to engage in activities that satisfy the practicum experience
requirements in medical assisting during days and hours planned by the site supervisor
and student.

4. Evaluate the student’s performance on the psychomotor and affective objectives
submitted by the student. This is the attendance and performance record of the student’s
experience and will become part of their permanent record at the College. Students
should be evaluated based on expectations of an entry-level medical assistant.

5. Provide students the opportunity to obtain Practicum experience in both the
administrative and clinical areas of the medical facility on a balanced basis.

6. Notify the Medical Assistant Practicum Coordinator/Program Director immediately if the
student does not meet professional standards.

7. Complete an evaluation of the student at the end of the Practicum experience and
review the evaluation with them. An Assessment Form will be provided to the supervisor
by the student.

PRACTICUM EVALUATION PROCEDURES

The student is responsible for maintaining the following documentation while completing
Practicum hours. Time sheet, ALH 199 Master Competency List (specific administrative and
clinical tasks, psychomotor and affective, to be performed during the Practicum experience),
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and a Student Professional Assessment (overall evaluation form completed at the end of the
semester), all of which must be maintained throughout the Practicum experience and turned into
the Medical Assistant Program/Practicum Coordinator upon completion of the Practicum
experience.

1. Time Sheet: The student will maintain a time sheet to be signed weekly by the
Practicum Site Supervisor or other appropriate employee. The specific times at
which the student arrives, and leaves are to be recorded along with the day and
date. The signed original time sheet is due at the same time as other final
practicum documents and will be submitted per ALH 199 syllabus.

2. Master Competency List (Psychomotor and Affective): The Master
Competency List should be filled out daily by the student and the Practicum
facility. The first occurrence of the objective must be dated by the student, then
evaluated and initialed by the Practicum Site Supervisor or other appropriate
employee. The student is responsible for obtaining these signatures. Evaluation
of student progress on performance of the objectives should be made on the
following basis:

1 = Below Average

2 = Average OBS = Observed Only

3 = Above Average N/P = Not Performed at Site
If the objective is performed more than once, additional entries may be made if
the level of competency has improved. If an objective is observed only or not
performed at that Practicum site, the appropriate abbreviation should be written
on the first date line for that objective on the evaluation sheet.

3. Student Professional Assessment: Two or three weeks prior to completion of
the practicum experience students are required to provide the Practicum Site
Supervisor or other appropriate employee with the Student Professional
Assessment Form. Ask the site supervisor or employee to evaluate you based on
the criteria listed for each skill area. Once the site supervisor or employee has
completed your evaluation, take time to sit down with them and discuss the
reasons for the ratings you received.

4. Student Evaluation of the Practicum Experience: The student is required to
complete an evaluation of the practicum site and experience on a form which will
be provided in the ALH 199 course.

ALL completed, signed forms listed above must be submitted at the end of the practicum class
for a portion of the course grade.

PRACTICUM PROBATION
The student may be placed on probation if they fail to meet professional standards, are unable
to demonstrate competence in skill procedures, or fail to abide by the GSC or facility policies.
Practicum probation involves:
1. Meeting with the Program/Practicum Coordinator to discuss the reasons for and
conditions of the probationary status.
2. Frequent communication between the Program/Practicum Coordinator and the
Site Supervisor for the remainder of the practicum.
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3. If the student does not meet professional standards, demonstrate improvement in
skill performance, or fails to complete practicum probation conditions or
requirements within one to three weeks of being placed on probationary status
(as communicated in the meeting with the Program/Practicum Coordinator), the
student will be removed from the practicum experience. Depending on the
reason for the probationary status, it will be up to the discretion of the
Program/Practicum Coordinator as to whether to place the student at another site
or to remove the student permanently. Removal from the practicum experience
due to failure to meet professional standards will result in a failing grade and
result in inability to complete the Medical Assistant Program as scheduled.

DISMISSAL FROM THE PRACTICUM SITE/EXPERIENCE

1.

Any student removed from the practicum site will schedule an immediate appointment
with the Practice Coordinator and/or the Dean of General Education and Allied Health.
Placing the student at another site will be at the discretion of the Practicum
Coordinator/Program Coordinator who will take into consideration the reason for
dismissal, availability of additional sites, and number of remaining weeks in the current
semester.
If a student is dismissed from a practicum site for reasons including unsafe work
practices, patient safety concerns, violence in the workplace (include patient abuse),
substance or alcohol abuse, physical abuse, verbal abuse, theft, neglect, or betrayal of
patient confidentiality, falsifying records, or any act punishable by law, this may result in
dismissal from the MA Program without opportunity for reinstatement. As completion of
practicum is required for graduation, no degree will be conferred if the practicum is
required for graduation, and no degree will be conferred if the practicum is not
completed.
Any student removed from a practicum site and not placed in another site during the
same semester will either receive an “F” (failure) for the practicum or an “I” (incomplete)
if appropriate. A grade of “F” will lead to dismissal from the Medical Assistant Program at
Good Samaritan College. The student who is dismissed from the program may apply for
reinstatement following the established Reinstatement Guidelines for the Medical
Assisting Program unless the act leading to dismissal is punishable by law.
The student may be required to demonstrate competence on another Skills Assessment
prior to being placed at another site.
Two unsuccessful attempts to complete the practicum will lead to dismissal from the
Medical Assistant Program without the opportunity for reinstatement.
A grade of “I” (Incomplete) will require the following to occur to remove the grade of “I”:
a. If the student’s performance at the practicum site was not satisfactory (as scored
on a completed Quality Assessment Form), the hours accrued prior to dismissal
will not be counted towards the 160 required amount.
b. Not satisfactory indicates a total score of less than 80% on the Quality
Assessment Form or not successfully completing those skills marked as
“Critical/Required Skills for Completion.” See the Quality Assessment Form
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The laboratory portion of this class requires you to participate in activities as both the medical
assistant and as a “patient” during practice AND competency check-offs. While it is acceptable
and encouraged to work with members of your class and ask questions during practice, it is
NOT acceptable to assist others or ask for assistance during a skills competency check-off.
Students who assist others or ask for assistance during a competency check-off evaluation
before, during, or after the procedure WILL have professionalism points deducted from their
competency/check-off grade. Points may also be deducted on the final professional
assessment.
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BACKGROUND CHECK POLICY

In establishing clinical affiliation agreements, healthcare educational programs are contractually
obligated to comply with the requirements set forth by the clinical affiliates. Students enrolled in
health care educational programs must participate in clinical learning experiences. It is therefore
the policy of the Good Samaritan College of Nursing and Health Science that students enrolling
in health profession programs, or classes that include a clinical rotation at contracted clinical
affiliates, submit to background checks and drug testing.

All new students must complete a health self-assessment and a controlled drug screen at Good
Samaritan Hospital Employee Health. The Good Samaritan Hospital Employee Health
Department reviews the health assessment, immunization record, and the drug screen. There is
a fee for immunizations administered in Employee Health. Once admitted, students must
demonstrate that the hepatitis series and annual TB test are being administered on schedule.
This is a requirement for registration into the practicum course (ALH 199).

All new students must also complete a language certification form attesting to their compliance
or anticipated compliance with the language standards for admissions set forth in this policy.
This is a requirement for all students, regardless of whether English is or is not the student’s
primary language.

All students admitted to the Medical Assistant Program are required to submit their fingerprints
to the Bureau of Criminal Identification and Investigation (BCI&l) to process a civilian
background check, and to the Federal Bureau of Investigation (FBI) for identification and a
criminal background check. Background check results which could render a student ineligible for
clinical learning experiences include, but are not limited to, certain convictions or criminal
charges which could jeopardize the health and safety of patients, sanctions, or loss or
revocation of professional licensure. Below is a sample list of potential infractions that could
disqualify a student from clinical assignment or certification.

Sample of Infractions: (not limited to)

1. Any violent felony convictions of homicide. (No time limit).

2. Registered sex offenders. (No time limit).

3. Any crimes of violence (assault, sexual offenses, arson, kidnapping, any crime against an at-risk
adult or juvenile, etc.) (Prior 10 years).

4. Any offense involving unlawful sexual behavior. (Prior 10 years).

5. Any crime, the underlying basis of which has been found by the court of record to include an
act of domestic violence. (Prior 7 years).

6. Any crime of child abuse. (Prior 7 years).

7. Any crime related to the sale, possession, distribution or transfer of narcotics or controlled
substances. (Prior 7 years).

8. Any felony theft crimes. (Prior 7 years).

9. Any crimes of moral turpitude with intent to harm others. (Prior 7 years).

10. More than one D.U.l. (Prior 7 years).

11. Any misdemeanor theft crimes. (Prior 5 years).

12. Any criminal offense in another state, that elements of which are substantially similar to the
elements of any of the above offenses.
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Below is a sampile list of drugs that are evaluated in a drug screen. All positive test results are
sent to a medical review officer (MRO). The medical review officer will then contact the student
to determine if there is a valid prescription for the drug in question. If a valid prescription exists
and is verified, the test result will be deemed negative and acceptable. A positive drug screen
may prevent a student from participating in any clinical rotation.

Sample: 10 Panel Drug Substance Abuse Panel

Amphetamines, barbiturates, benzodiazepines, cocaine metabolites, alcohol, marijuana
metabolites, methadone, opiates, phencyclidine, and propoxyphene.

Results of the background and drug screen will be sent to the program coordinator and/or Dean
of General Education and Allied Health where copies of all results will be maintained in his/her
office. If requested, designees at the clinical affiliate will be provided with a copy of the results
for students assigned to that facility. Each clinical facility has the discretion and authority to
make the final decision regarding the eligibility of any student to attend their facility for a clinical
experience and may require a separate drug screening above and beyond what is required by
GSC. Faculty and staff at GSC do not make any determination of the suitability of a student to
serve in a clinical rotation or subjectively interpret any results. The student with a background
check that renders him/her ineligible for a clinical rotation will be informed of the results by the
program coordinator. The student with a background or drug check that indicates ineligibility will
be denied assignment to a clinical facility and will be dismissed from the program.

The student will be advised to contact the background or drug screen vendor to dispute any
information reported and to clear any findings of the background check.

No medical assisting student will be permitted to begin the practicum component of the program
until the full background and drug screen process is completed, thus all background checks and
drug screenings must be accomplished prior to the first day of the semester in which the
practicum will begin and upon request at any point in the program. Again, a clinical site may
perform additional background checks.

The student will be responsible for the cost of the background check and drug screen and will
follow the policy of the selected vendor. This information is provided during the spring semester
of the first year. Students will sign a waiver and release of liability wherein the student
specifically agrees to allow the vendor to share the results of the background check and drug
screen with the program coordinator and clinical sites to which students will be assigned if
requested. Any student failing to pay the fee in effect at the time of the background check by the
published deadline and/or refusing to sign the consent form(s) will not undergo a background
check and/or drug screen and will be prohibited from attending clinical learning experiences.
Students who are unable to resolve a background check resulting in ineligibility will be
dismissed from the program due to the inability to complete required clinical rotations. A non-
passing grade will be recorded for the course(s) if the student does not officially withdraw. The
student will be advised by a program coordinator as to their eligibility for program re-entry and
the mechanisms for reapplication to the program.

Results of any student background check and drug screen will be shared only on a need to
know basis with the exception of legal, disciplinary or appeal actions which require access to the
results.
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REASONABLE CAUSE DRUG AND ALCOHOL TESTING
Background

1. The Good Samaritan College of Nursing and Allied Health is committed to providing a
safe and secure environment. Toward that goal, students in the clinical, classroom, or
laboratory setting are prohibited from being impaired due to drugs and/or alcohol use.
The following policy addresses the process for reasonable cause drug and alcohol
testing.

2. In compliance with the Drug-Free Workplace Act and the Drug-Free Schools and
Community Act, GSC maintains a drug-free campus and prohibits the unlawful
manufacture, distribution, dispensing, or possession of illicit drugs or alcohol on its
campuses or as part of any college activity.

Definitions

1. lllegal Drug means a substance whose use or possession is controlled by federal or
state law but that is not being used or possessed under the supervision of a licensed
health care professional.

2. Refuse to Consent means to obstruct the collection or testing process; to submit an
altered, adulterated, or substitute sample; to fail to show up for a scheduled test; to
refuse to complete the requested drug testing forms, or to fail to promptly provide
specimen(s) for testing when directed to do so, without a valid medical basis for the
failure.

3. Impaired means actions, appearance, speech, or bodily odors that reasonably cause a
supervisor or instructor to conclude that a student is under the influence of alcohol
and/or drugs.

4. Under the influence of alcohol and/or drugs means impairment and a confirmed positive
test result for illegal drugs, legal drugs and/or alcohol use per this policy.

Policy

1. Any student suspected of being impaired due to drug and/or alcohol use shall be
required to submit to an immediate and voluntary drug and/or alcohol test. The test shall
be administered at the site by a drug and alcohol testing service at the student’s
expense.

2. Refusal by the student to submit to a drug and/or alcohol test shall have the same force
and effect as a positive test result.

3. Any student convicted of any criminal drug statute violation shall notify the MA Program
Coordinator, in writing, no later than five (5) days after such conviction. Failure to follow
these requirements may result in disciplinary action up to and including dismissal from
the MA Program.

Procedure

1. Criteria for Reasonable-Cause Testing:
Drug and/or alcohol testing may be ordered when an instructor or supervisor has a
reasonable suspicion that a student is under the influence of drugs and/or alcohol.
Reasonable suspicion may be based on, among other things:

1. Direct observation of the physical symptoms of being impaired by drugs or alcohol.
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2. A pattern of abnormal conduct or erratic behavior that is consistent with impairment.
3. Information provided either by reliable and credible sources or independently
corroborated; or
4. Newly discovered evidence that the student has tampered with a previous drug test.
Physical symptoms and abnormal behavior may include, but are not limited to any of the
following:
Slurred/incoherent speech
Drowsiness and/or sleepiness
Unusually aggressive behavior
Unexplained performance errors
Rapid changes in mood
Impaired manual dexterity
Lack of coordination in walking
Dilated pupils
Smell of alcohol or marijuana about their person.
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Note: Because the symptoms listed above could be attributed to causes other than drugs or
alcohol, the instructor or supervisor will document those facts that led him or her to believe the
student was impaired.

2. Confirmation and Documentation of Reasonable Suspicion:
When an instructor, supervisor, or clinical associate has reasonable suspicion that a student
is impaired by drugs and/or alcohol, he or she shall immediately notify his or her coordinator
or program coordinator. If the coordinator or program coordinator is unavailable for
confirmation, the instructor or supervisor may utilize another instructor or supervisor to
confirm his or her reasonable suspicion of impairment due to drugs or alcohol.

Once the reasonable suspicion is confirmed, a program official shall contact the onsite drug
and alcohol testing service. The reporting instructor or supervisor will prepare a written
report supporting his or her findings that a reasonable suspicion exists. The report will be
kept confidential to the extent permitted by law and the use of the report shall be limited to
the administration of this policy. Copies of the report will be placed in the student’s file.

Information and records relating to positive test results, drug and alcohol dependencies, and
legitimate medical explanations provided by the suspected student shall be kept confidential
to the extent required by law and maintained in secure files.

3. Relief of Duty:
Where reasonable suspicion exists, the student shall be immediately relieved of all duty with
no patient contact pending the outcome of the screen. Under no circumstances shall the
student be permitted to operate machinery or equipment, including a motor vehicle.

4. Submission for Drug or Alcohol Screen
The student will be asked to consent for permission to perform a drug and/or alcohol test
and release the resulting information to the program official. A copy of the consent form will
be provided to the student. A student has the right to refuse to consent to the testing.
Refusal by a student to consent to a drug and/or alcohol test shall have the same force and
effect as a positive test result and may result in disciplinary action up to and including
program dismissal. A student submitting to the drug and/or alcohol test resulting with a
positive test result may end in disciplinary action up to and including program dismissal.
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5. Probationary Program Readmission

The student may be considered for probationary readmission following completion of a chemical
dependency program approved by the program at the student’s expense. If probationary
readmission is granted, after-care monitoring will be required for the duration of the course of
study at the student’s expense. The student must sign a consent form allowing a designee from
the chemical dependency program to communicate directly with the program coordinator
regarding the student’s rehabilitation and recovery progress. Failure to consent to this
communication will prohibit readmission to the program.
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MA Student Reinstatement Policy

The GSC Medical Assistant Program is committed to equal opportunity for all students and does
not discriminate against anyone on the basis of race, color, creed, religion, age, gender, sexual
orientation, national origin, citizenship, ancestry, disability, marital status, or veteran status.

A. CONTINUANCE IN THE PROGRAM

In order to continue in the Medical Assistant Program, a student must:

1. Adhere to overall college policies including academic policies, Student Code of Conduct,

and the MA Program’s Student Handbook.

2. Earn a minimum grade of “C” in all courses in the MA curriculum (including general
education courses) at the time the course is scheduled in the curriculum. If a student
takes a course before it is scheduled in the curriculum and receives a grade of lower
than “C,” the student will be permitted to repeat it without dismissal from the program
one time.

Meet stated cognitive, psychomotor, and affective objectives in all pertinent courses
Maintain at least a cumulative 2.0 GPA

Meet each semester’s current curriculum requirements

Adhere to attendance and/or behavior policies

Complete health records as required

No obkow

B. NON-CONTINUANCE IN THE PROGRAM
Students not able or eligible to continue with the course/program sequence for any reason
shall be withdrawn and dismissed from technical (MA) courses. Students will receive written
notification of such action from the program coordinator.

Reasons for non-continuance:
1. The student has voluntarily withdrawn in good standing from the MA program (see item
A.1-e of this policy).
2. The student has been administratively withdrawn or dismissed from the MA program for
one or more of the following reasons:
Dismissal from the college
Failure to attain a minimum grade of “C” in technical and designed general
education and science courses as specified by the program curriculum
Failure to meet stated clinical objectives in designated program
Failure to main at least a 2.0 GPA
Failure to adhere to attendance and/or behavior policies of the MA program
Incomplete immunization review and background check as required
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C. REINSTATEMENT PROCEDURE

A student who has been dismissed from the MA program may petition for reinstatement
pursuant to the procedure and subject to the conditions and limitations which follow.
Reinstatement is a privilege, not a guarantee. Eligibility to apply does not constitute an
automatic reinstatement. The Reinstatement Committee will act on all requests which are
properly submitted in writing. Personal interviews may be required at the discretion of the
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Reinstatement Committee. Students will be notified in writing of the Committee’s decision,
and the decision is final.

a. Astudent who has been dismissed from the MA program will be notified of their
dismissal in writing by the MA Program Coordinator

b. A student who has withdrawn in good standing or been administratively
withdrawn/dismissed who wishes to be considered for reinstatement must
petition the MA Department’s Reinstatement Committee. The petition forms for
this purpose are available from the MA Program Coordinator and the completed
petition must be returned to the MA Program Coordinator to include the following:

1. A counseling/advising appointment with the MA Program Coordinator

2. Statement of the cause of the non-continuance in the course/program
(identification of the probable factors or reasons that the student felt had
a bearing on non-continuance).

3. Outline or identification of the steps taken to correct the cause of the
non-continuance.

4. Any other information which the petitioner wishes the MA Reinstatement
Committee to consider.

The MA Program Coordinator may request additional information pertinent to the
petition for reinstatement from the former instructor(s).

c. Astudent who seeks to be considered for reinstatement must have a 2.0 GPA. A
student whose petition for reinstatement is granted must have a 2.0 GPA at the
time of re-entry into the MA program.

d. If a student does not take a clinical MA course for more than one calendar year, a
skills proficiency test for the last MA course completed will be required.

e. On a case-by-case basis, students who have special needs which prevent
success in the program may be counseled to obtain professional assistance. If
the student has followed through on the recommendation of the MA Program
Coordinator, they may be reinstated into the MA program.

f. Reinstatement may be unconditional or, depending on the circumstances, may
require the petitioner to repeat certain courses. Repeating courses would be
required if course content has changed substantially or if a significant period of
time has elapsed since the student took the course. This determination will be
made by the Reinstatement Committee.

g. ALL REINSTATEMENTS ARE ON A SPACE-AVAILABLE BASIS. The
determination of available space will be made no later than the last day of regular
registration each semester by the MA Program Coordinator. Students who have
withdrawn in good standing for legitimate reasons, as determined by the
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Reinstatement Committee, shall be given preference over dismissed or
administratively withdrawn students in the assigned available spaces. The
petitioners must meet all the criteria for reinstatement eligibility at the time the
petition is submitted and at the time of re-entry into the MA Program. If they do
not, they must correct the deficiencies and a new eligibility date will be
assigned upon notification to the MA department that the criteria have been
met.

D. REINSTATEMENT WILL NOT BE CONSIDERED FOR THE FOLLOWING
REASONS:

a. Students receiving a “D” or “F” twice in a core medical assistant course
requirement

b. Student withdrawing for “Failing” twice in a core medical assistant course
requirement

c. If required science or general education courses are taken in advance of the
program sequence, any grade less than “C” must be corrected by the time the
course is required in the MA Program

d. Student requesting reinstatement for a second time for any above mentioned
reasons after having been successfully reinstated once before for any reason
addressed in this document (other than item B.1)

e. Student who fails to complete the recommendations or requirements of the
Reinstatement Committee or MA Program Coordinator after the student has been
withdrawn or dismissed from the MA Program and students who were dismissed
from the MA Program or practicum site for acts punishable by law or acts that are
in violation of the GSC Student Code of Conduct.

GOOD SAMARITAN COLLEGE OF NURSING AND HEALTH SCIENCE
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MA TECHNICAL CERTIFICATE PROGRAM REINSTATEMENT PETITION FORM

Student Name: Dept: TriHealth/GSC ID#:
Address: Phone:
City: State: Zip Code:

Semester/Yr of Failure/Withdrawal/Dismissal:
Semester/Yr of Anticipated Reinstatement:

PART I: To be Completed by Student
Enter a detailed response to the following two items and attach to this form.

1.What were the circumstances contributing to your failure/withdraw/dismissal from your
program of study?

2.0utline the steps that you will take or have taken to correct the cause of your
failure/withdrawal/dismissal?

Signature of Student Date

PART II: To be Completed by the Program Coordinator
Date of Counseling/Advising Appointment: SA M P I E

Summarize key discussion points from the above meeting:

Signature of Department Chairperson Date

PART llI: To be Completed by the Department Reinstatement Committee

Did the student withdraw in good standing? Yes No

Is the student eligible for reinstatement? If no, cite policy statement. Yes No

Is the student’s petition for reinstatement granted? Yes I:l No |:|

If reinstatement request is granted, what courses/actions must be
taken by student?

If reinstatement petition is denied, list reasons cited by the committee:

Signature of Department Reinstatement Committee Chairperson Date
Copy: Dean, General Education & Allied Health

Letter of notification sent to student:

Date

55
Revised 8/14/2024



Good Samaritan College of Nursing and Health Science
Medical Assistant Program

APPEAL AND GRIEVANCE POLICY

The following procedure shall be followed with regards to any complaint that the student
believes adversely affect their status, rights, or privileges as a student while in the Medical
Assistant Program at GSC:

1. When anissue or concern arises in a course, the student should follow the chain of
command:

a. Discuss the concern/complaint with the instructor as a first step to seek
resolution. If the situation is not reconciled,
Contact the MA Program Coordinator. If the situation is not reconciled,

c. Contact the Dean of General Education and Allied Health. If the situation is not
reconciled,

d. Referto the GSC Grievance Policy CON501 and CON 502 which provides further
general guidelines for student grievances.

GSC Student Code of Conduct
This MA Handbook has policies and procedures specific to the Medical Assistant Program. The
GSC Student Code of Conduct (policy CON 114) is part of our policies and procedures.

Other GSC Policies
The link to all GSC Policies has specific student support policies noted below using the
associated CON number:

Adding or dropping a course (CON 106)

Inclement Weather Policy (CON 208)

Withdrawal and Refund Policy (CON 311)

Technology and Electronic Resources Acceptable Use (CON 400)
Social Media Policy (CON 412)

Title IX: Prohibits Discrimination, Sexual Harassment (CON 502)
Safety & Emergency Preparedness, Emergency Communication, Response & Evacuation
Plan (CON 505)

8. Confidentiality of Patient Records (CON 506)

9. FERPA (CON 509)

10. Active Shooter (CON 808)

11. Crime Awareness & Campus Security (CON 802)

NouhswNe
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EMERGENCY PREPAREDNESS PLAN

The following plans will be followed to assure continuity of medical assisting education services
in the event of an unanticipated interruption.

MA specific policies to include:

1. Will follow institutional policies found on GSC Emergency Communication and
Response Plan (CON 505)
2. Within the MA Department:

a. Faculty will avoid class cancellations except in emergencies. When a
faculty member must miss a class because of approved professional
travel or personal leave, the faculty member must make arrangements to
ensure the continuity of student learning by:

1. Arranging another MA faculty instructor to substitute
2. Rescheduling the class, or
3. Providing for alternative assignments
b. Faculty will always notify ALH Program Coordinator of class cancellation
for in-person class/lab
Lesson plans will be topic focused
Video demonstrations of clinical skills will be provided in the ALH 150,
ALH 151, and ALH 152 learning management system, Brightspace, or in
the MA textbook publisher student resources for clinical competencies
such as, but not limited to, the following:
1. ALH 151
Wrist fracture
Crutches
Ear irrigation
Eye irrigation
Medication administration — oral meds
. Medication administration — ID, SQ, and IM injections
2. ALH 152
1. Capillary stick
2. Venipuncture (straight stick)
3. Venipuncture (winged infusion)
4. Nebulizer breathing treatment
5. Peak flow
e. MA faculty will follow the GSC Faculty Handbook policies for class
absences and/or class management.
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