
Medical Assistance Program 
The Medical Assistant Program is designed to expose the student to many aspects of a 
doctor's office, a medical laboratory or other health facility. The student will learn basic 
Anatomy and Physiology along with the medical terminology associated with the body 
systems. He or she will also learn various laboratory and clinical skills including how to 
take blood pressure, temperature, heart rate, drawing blood and performing EKG's. The 
student will also become familiar with injections, sterilization and aseptic techniques, 
First Aid and CPR. All the above is combined with basic office procedures and 
practices, general medical law, ethics and communications. 

 

Medical Assistants help physicians to examine and treat patients and perform varied 
administrative tasks in the office. MA's also obtain employment in labs and hospitals 
where the duties may be more specific. The expected outcome for the program is to 
provide the graduate with the ability to obtain an entry-level position as a Medical 
Assistant, Medical Office Assistant, Medical Laboratory Assistant, ECG Technician, 
Phlebotomist or Hospital Assistant. 

 

MEDICAL ASSISTANT PROGRAM OUTLINE 
 

COURSE NUMBER COURSE NAME LECTURE LAB Externship HOURS 

MA101 Fundamentals of 
Medical 
Assisting 

24 0  24 

MA102 Medical 
Terminology and 
Basic Anatomy 
& Physiology A 

36 0  36 

MA103 Medical 
Terminology and 
Basic Anatomy 
& Physiology B 

72 0  72 

MA104 Medical 
Terminology and 

36 0  36 



Basic Anatomy 
& Physiology C 

MA105 Clinical 
Procedures: 
Prescriptions & 
Injections 

28 20  48 

MA106 Clinical 
Procedures: 
Vitals, History & 
Exams 

18 18  36 

MA107 Clinical 
Procedures: 
Office Surgery & 
Aseptic 
Techniques 

12 12  24 

MA211 Electrocardiogra
phy (ECG) 

18 30  48 

MA212 Clinical 
Procedures: 
Structures of the 
Heart 

24 0  24 

MA213 Medical Lab I 40 32  72 

MA214 Medical Lab II 21 27  48 

MA215 Medical Office 
Procedures A 

12 60  72 

MA216 Medical Office 
Procedures B 

12 24  36 

MA219 Communications 12 0  12 

MA220 Medical Law and 
Ethics 

12 0  12 

MA221 First Aid / CPR 8 16  24 

MA222 Career 
Readiness 

26 0  26 



MA300 Externship 0 0 200 0 

 Total Program 
Hours 

411 239 200 850 

 

 

FUNDAMENTALS OF MEDICAL ASSISTING 
 

COURSE DESCRIPTION 

This course is designed to provide the student with a basic understanding of the 
fundamentals of medical assisting. Covered in this course is the history and evolution of 
the field of medicine and healthcare, as well as the duties and responsibilities of the 
members of the healthcare delivery team, with emphasis on the role and responsibilities 
of the medical assistant 

 

OBJECTIVES: 

Upon completion of this course, the student will be able to: 
● List the various allied healthcare professionals. 
● List the specific duties and skills of various allied healthcare professionals. 
● List eight health care professionals with doctoral degrees. 
● Explain who should be called doctor. 
● Name employment possibilities for the medical assistant other than with MD's 
● Identify primary medical specialties. 
● Identify the title of the practitioner for each Medical Specialty. 
● Identify the area of specialty for each Medical Specialty. 

 

 

Medical Terminology & Basic Anatomy & Physiology A 
 

COURSE DESCRIPTION 

This course is designed to provide the student with the fundamental facts and principles 
of the structure and function of the human body and the application of medical 
terminology related to each of the body's systems. Also covered are diseases and 
disorders as well as diagnostic procedures associated with each of the body system. 



 

COURSE OBJECTIVES: 

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

● Identify the role of prefixes, combining forms and suffixes in constructing medical 
terms. Analyze unfamiliar medical terms using the student knowledge of word 
parts. 

● Define the commonly used prefixes, word roots, and suffixes introduced. 
● Describe the steps in locating a term in the dictionary. 
● Pronounce medical terms correctly using the "sound like" and "look alike" 

systems.  
● Define Anatomy and Physiology and use anatomic reference systems to identify 

the anatomic position, body planes, directions and cavaties. 
● Recognize, define, spell, and pronounce the terms related to the abdominal 

cavity and peteritoneum. 
● Recognize, define, spell and pronounce the terms related to the structure, 

function, pathology and procedures of cells, tissues, and glands. 
● Recognize, define, spell and pronounce the terms associated with genetics. 
● Identify the body systems in terms of their major structures, functions, and 

related word parts. 
● Recognize, define, spell and pronounce the terms related to types of diseases 

and the modes of disease of transmission. 
● List and define the most common medical symbols and abbreviations. 
● Review for Exam. 
 

 

 

Medical Terminology & Basic Anatomy & Physiology B 
 

COURSE DESCRIPTION: 

 

This course is designed to provide the student with the fundamental facts and principles 
of the structure and function of the human body and the application of medical 
terminology related to each of the body's systems. Also covered are diseases and 
disorders as well as diagnostic procedures associated with each of the body system. 

 



OBJECTIVES: 

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

● Identify the role of prefixes, combining forms and suffixes in constructing medical 
terms. Analyze unfamiliar medical terms using the student's knowledge of word 
parts. 

● Define the commonly used prefixes, word roots, & suffixes introduced. 
● Describe the steps in locating a term in a medical dictionary. 
● Pronounce medical terms correctly using the "sound like" system. 
● Review for Exam 
● Select appropriate answers on the exam. 
● Identify and describe the major structures and functions of the respiratory 

system. Recognize, define, spell, and pronounce the terms related to the 
pathology and diagnostic and treatment procedures of the respiratory system. 

● Review for the Exam 
 

 

 

Medical Terminology & Basic Anatomy & Physiology C 
 

I. COURSE DESCRIPTION 

 

This course is designed to provide the student with the fundamental facts and principles 
of the structure and function of the human body and the application of medical 
terminology related to each of the body's systems. Also covered are diseases and 
disorders as well as diagnostic procedures associated with each of the body system. 

 

II. COURSE OBJECTIVES: 

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

● Identify the role of prefixes, combining forms and suffixes in constructing medical 
terms. Analyze unfamiliar medical terms using knowledge of word parts. 

● Define the commonly used prefixes, word roots (combining forms), and suffixes. 
Describe the steps in locating a term in the dictionary. 

● Pronounce medical terms correctly using the "sound like" and "look alike" 
system. 

● To allow the students to review for the exam 
● Select appropriate answers on the exam 



● Identify and describe the major functions and structures of the male and female 
reproductive system. 

● Recognize, define, spell, and pronounce the terms related to the pathology and 
diagnostic and treatment procedure of the male and female reproductive system. 

● Name at least six sexually transmitted diseases. 
● Recognize, define, spell, and pronounce the terms related to the pathology and 

diagnostic and treatment procedures of the female during pregnancy, childbirth, 
and the postpartum period. 

● To allow the students to review for the exam. 
● Select appropriate answers on the exam. 
● Describe the four vital signs recorded for most patients. 
● Recognize, define, spell, and pronounce the terms associated with basic 

examination procedures. 
 

Clinical Procedures: Prescriptions & Injections 
 

COURSE DESCRIPTION: 

 

This course introduces the student to the clinical setting and equips him/her with the 
necessary knowledge and skills required to perform medical procedures in a clinical 
setting independent or in conjunction with a physician. Included in this course are 
prescriptions and injections. 

 

COURSE OBJECTIVES: 

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

● Describe various types of disposable medical supplies and equipment and the 
principles for their use and disposal. 

● Describe methods of administering medication. 
● Define the terms administer, dispense and prescribe in relation to handling drugs. 
● List various ways drugs react in the body. 
● Define abbreviations commonly used in the administration of medication. 
● Write prescriptions as ordered by physicians. 
● Discuss general rules for safe handling of drugs. 
● Categorize medications used in the medical office. 
● Demonstrate an understanding of the use for injections, including reasons for 

giving an 
● injection and possible dangers of giving an injection. 
● Demonstrate working with a syringe. 
● Demonstrate the proper procedure for filling a syringe. 



● Demonstrate an intramuscular injection. 
● Review for the Exam 

 

Clinical – Vitals, History, and Examinations 
 

I. COURSE DESCRIPTION: 

 

This course introduces the student to the clinical setting and equips him/her with the 
necessary knowledge and skills required to perform medical procedures related to 
taking and recording vital signs, histories, and assisting with examinations 

 

II. COURSE OBJECTIVES: 

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

● Complete a medical history form. 
● Accurately perform height, weight, and visual acuity test. 
● Perform Vital Signs. 
● Define and give examples of objective and subjective symptoms. 
● Demonstrate the proper method of positioning and draping patients for the 

various 
examinations. 

● Generally, describe the sequence of steps in a typical general physical 
examination.  

● Name and explain the general functions of commonly used examining 
instruments.  

● Describe the general ways in which the medical assistant may help with 
treatments.  

● Identify and recognize diagnostic tests that are performed in the medical office. 
Review for the final exam 

● Select appropriate answers on the final. 
 

 

Clinical Procedures: Office Surgery and Aseptic Techniques 
 

I. COURSE OVERVIEW: 



 

In this course, the student learns and demonstrates the ability to perform clinical skills. 
Including those associated with aseptic techniques and assisting with minor office 
surgery 

 

II. COURSE OBJECTIVES: 

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

● Explain the principles of sanitation, disinfecting, and sterilization and carry out 
these procedures 
effectively. 

● Demonstrate knowledge of aseptic techniques and disease transmission 
inclusive of OSHA 

● Standards, Rules, & Regulations. 
● Demonstrate how to put on and remove sterile gloves properly. 
● Name the general classifications of microorganisms, some of their 

characteristics, and diseases they cause. 
● Explain scheduling, preop and postop instructions of patients for minor office 

surgery. Discuss the importance of obtaining the consent form for the surgical 
procedure. Demonstrate skin preparation for surgical site.  

 

Electrocardiograph (ECG) 
 

I. COURSE DESCRIPTION: 

 

In this course, the student learns and demonstrates the ability to perform clinical skills 
associated with taking and recording electrocardiograms (ECGs) 

 

II. COURSE OBJECTIVES: 

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

● Explain the reasons for performing an ECG 
● Understand the pathway of electrical impulses through the heart and correlate 

said pathway e.g., 
● the P wave, the QRS wave, the T wave, and the U wave.  



● Demonstrate the knowledge of the equipment used for ECG, including proper 
care and storage of the equipment. 

● Apply limb and chest electrodes properly. 
● Perform a l-lead ECG and make equipment adjustments in conjunction with an 

ECG.  
● Demonstrate the proper method of mounting results of an ECG. 
● Define artifacts and list their causes on an ECG. 
● Demonstrate an awareness of other cardiac equipment used to aid the physician 

in diagnosis and care of the heart. 
● State the purpose of a Holter Monitor and explain the procedure to a patient. 

Demonstrate the proper procedure for proper hook -up of a Holter Monitor. 
● Describe cardiac stress testing and discuss the proper placement of the 

electrodes. Discuss patient education regarding the heart. 
● To allow the students to review for the exam. 
● Select appropriate answers on the exam 

 

Clinical – Structures of the Heart 
 

I. COURSE DESCRIPTION: 

 

In this course, the student learns and demonstrates the ability to perform clinical skills, 
including those associated with the structure of the heart. 

 

II. COURSE OBJECTIVES: 

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

● Name the four parts of the circulatory system. 
● Describe the anatomy of the heart, identifying the outside structure. 
● Describe the anatomy of the heart, identifying the inside structure 
● Differentiate between pulmonary, systemic, and portal circulation. 
● Describe the heart sounds, including the actions producing the sounds and 

where they can be assaulted. 
● Locate the pacemaker, explain its action, and tell how the body influences the 

heart rate. Explain how the cardiac conditions of the heart block and fibrillation 
relate to the pacemaker. 

● Explain the purpose of an artificial pacemaker and how it functions 
● Review for the Exam 
● Select the appropriate answers on the exam. 



 
Medical Lab I  
 

I. COURSE DESCRIPTION: 

 

This course is designed to provide the student with the didactic theory and hands-()n 
clinical skills required to work in the medical laboratory, collecting specimens and 
performing basic laboratory tests and procedures, with particular emphasis being placed 
on hematology and blood collection. 

 

II. COURSE OBJECTIVES: 

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

● Demonstrate care and use of the equipment. 
● Exhibit proper safety practices and procedures. 
● Describe the function and identify the parts of a clinical microscope. 
● Describe the proper way to handle infectious diseases and controls. 
● Demonstrate proficiency in the study of hematology including blood cell 

formation.  
● Demonstrate blood tests; hematocrit and hemoglobin, and slide preparation and 

staining with dyes. 
● Identify cells using the oil immersion objective. (100x) 
● Follow laboratory instructions in printing all necessary information on lab request 

forms.  
● Discuss properly obtaining and prepare blood samples for transfer to an outside 

laboratory. 
● Demonstrate proficiency in the procedures used for finger-stick. 

 

 

Medical Lab II 
 

I. COURSE DESCRIPTION: 

 

This course is designed to provide the student with the didactic theory and hands-on 
clinical skills required to work in the medical laboratory, with emphasis being placed on 



performing basic laboratory tests and procedures involving urinalysis, bacteriology, and 
chemistry. 

 

II. COURSE OBJECTIVES: 

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

● Demonstrate care and use of the equipment. 
● Exhibit proper safety practices and procedures. 
● Describe the function and identify the parts of a clinical microscope. 
● Describe the proper way to handle infectious diseases and controls. 
● Describe the major function of the urinary system. 
● Explain the methods of urine collection: clean-catch midstream, catheterization, 

infant collection, random. 
● Explain the Physical portion Urinalysis 
● Explain Chemical Urinalysis. 
● Describe the reagent strips used in chemical urinalysis. 
● Explain Microscopic Examination. 
● Instruct patients in collection of urine. 
● Describe the proper storage of urine specimens until analysis can be performed 

and the reasons for it. 
 

 

Medical Office Procedures A 
 

I. COURSE DESCRIPTION: 

 

This course is designed using simulated practical situations, the students will learn how 
to maintain and update reference material, schedule patients, prepare a variety of 
health insurance forms, complete basic coding and billing tasks and record and prove 
entries in patients' records. 

  

II. COURSE OBJECTIVES: 

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

● Describe the importance of the medical record as a legal document. 
● List examples of subjective information. 
● List examples of objective information. 



● Describe methods of recording progress notes and making corrections. 
● List the differences between a conventional record and the POMR. 
● Explain the HPIP method of recording patients' medical information. 
● List the steps used in filing. 
● Describe methods of removing and replacing patient files. 
● Name the factors in determining fees for patient care. 
● List the types of patients who pay no fees or reduced fees. 
● Discuss the pitfalls of reducing fees. 
● List circumstances when you may need to discuss payment planning with a 

patient. Describe the reason for accepting credit cards as payment for services 
rendered. Describe credit arrangements used to finance medical care. 

● Transfer charges from charge slip to daily log. 
● Post charges from daily log to patient ledger card. 
● Prepare an itemized statement. 
● Describe exceptions to using billing procedure. 
● List the information that should be obtained about every new patient. 
● Discuss the changes in health care coverage in the last two decades and the 

reasons for the change. 
● Explain the purpose of HMO's. 

 

 

Medical Office Procedures B 
 

I. COURSE DESCRIPTION: 

 

This course is designed to familiarize the student with the MediSoft medical billing 
program, and the skills needed to complete computerized billing. Students also learn 
how to input patient information, schedule appointments, process insurance claims, and 
produce a variety of reports, all electronically. 

 

II. COURSE OBJECTIVES: 

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

● Identify the parts of the computer and basic working knowledge of the computer. 
● Know the tasks that are performed in the Med Office scheduling appointments, 

gather / record patient information, record diagnoses and procedures, billing 
patients, filing insurance claims, reviewing and recording payments, & balancing 
the accounts. 

● Know the different types of insurance. 



● Know how medical offices use computers to accomplish daily tasks. 
● Know the common applications of computer systems in the medical office, 

including scheduling, accounting, 
electronic medical records, e-mail, and the Internet. 

 

 

Communications 
 

I. COURSE DESCRIPTION: 

 

This course is designed to develop the student’s verbal and written skills as they apply 
to the medical office and helps them to gain confidence and self-assurance necessary 
to grow professionally and advance in the field of medical assisting. 

  

II. COURSE OBJECTIVES: 

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

● Describe the basic pattern of communication. 
● Give examples of nonverbal communication. 
● Explain how verbal and nonverbal communication can sometimes be 

misinterpreted. Describe ways that tone and speed of speech can affect the 
message. 

● Organize desk space for efficient use of the telephone. 
● Demonstrate a professional method of holding and answering the telephone. 

Describe methods of screening incoming calls. 
● Discuss the importance of dress in nonverbal communication. 
● List and explain the three types of listening and how they affect communication. 

Locate information in a telephone directory. 
● Demonstrate a procedure for referring a patient to another health facility. 
● Review for the exam. 
● Select appropriate answers on the exam 

 

 

Medical Law and Ethics 
 



I. COURSE DESCRIPTION: 

 

In this course, students will learn about basic concepts associated with medical law and 
ethics, as well as the terminology associated with each. 

  

II. COURSE OBJECTIVES: 

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

● List licensure requirements for physicians. 
● Describe methods of licensure. 
● List exceptions to the need for licensure. 
● Recognize the difference between ethics and laws. 
● Identify areas of medical ethics of concern to medical assistants. 
● List the five primary elements of the American Association of Medical Assistant 

Code of 
● Ethics. 
● Know the HIPP A Regulations. 
● List and define three categories of medical transplants. 
● Describe a living will. 
● Define and give examples of tort law. 
● Define and give examples of the term "emancipated minor." 
● Define the terD1S implied consent and express consent. 
● Define the terD1 privileged communication. 
● Describe the three parts of a physician-patient contract. 
● Explain the terD1S defamation of character, libel, and slander. 
● Describe the conditions for revocation or suspension of a medical license. 

 

 

First Aid / CPR 
 

I. COURSE DESCRIPTION: 

 

This course provides students with the ability to identify what is meant by a “crisis” and 
what appropriate action should be taken in specific emergency situations. In addition, 
students will also be introduced to the use of cardiopulmonary Resuscitation (CPR, and 
its use during an emergency crisis). 

  



II. COURSE OBJECTIVES: 

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

● Define a medical emergency. 
● Explain the purpose of the universal emergency medical identification symbol. 
● List the items most found in an emergency kit. 
● Identify the items of information usually obtained on an incident report. 
● Describe how to identify a true emergency and how to react to it efficiently and 

effectively. 
● Explain the basics of Cardiopulmonary Resuscitation (CPR) techniques and how 

they can be used in the workplace. 
● Demonstrate an understanding of the training necessary to perform First Aid. 
● Discuss the guidelines for preventing accidents and eliminating potential medical 

office hazards. 
● Review for the exam. 
● Select appropriate answers on the exam. 

 

 

Career Readiness 
 

I. COURSE DESCRIPTION: 

 

This course is designed to provide the student with the necessary skills required to 
obtain gainful employment as medical assistant Students learn how to write an effective 
resume how to work with a network of people how to write cover letter complete an 
interview and how to effectively start and keep a job. 

  

II. COURSE OBJECTIVES: 

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

● Discuss the purpose and function of maintaining a network of people and 
identify a network of people to help find solid job leads and provide directions 
in the job search. 

● Identify and use sources of job information. 
● Define the purpose and function of a resume and identify specific 

characteristics that make up an effective resume. 
● Prepare an initial draft of a resume. 
● Evaluate the resume and develop a final perfected resume. 



● Identify and describe the steps required for conducting research about a 
prospective employer prior to the interview. 

● Identify the different components of a job application. 
● Complete a sample application. 
● Complete an Application Data Card and demonstrate how to use it. 
● Demonstrate the importance of professional behavior and appearance during 

the job interview. 
● Describe personal strengths that should be highlighted during an interview as 

well as areas in need of improvement. 
● Describe the appropriate way to conduct oneself during an interview by 

evaluating participants in a "mock" interview setting. 
● Identify appropriate types of questions to ask during an interview. 
● Describe effective ways to close an interview. 

 

 

MEDICAL ASSISTANT TO EXTERNSHIP 
 

I. COURSE DESCRIPTION: 
 

Under the supervision of qualified medical personnel, the student will apply the 
knowledge and skills he/she has learned in the medical assistant program to working in 
an actual healthcare facility. 

 

DAILY CLASS SCHEDULE 

 Monday Tuesday Wednesday Thursday Friday Total 
Wks 

Nursing 
Assistant 

8am-3pm 8am-3pm 8am-3pm 8am-3pm 8am-3pm 3.5wk 

Medical 
Assistant 

8am-3pm 8am-3pm 8am-3pm 8am-3pm 8am-3pm 25wks 

*10 minutes break and 60 minutes for lunch 

 


