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Good Morning Senator Gerratano, Representative Ritter and members of
the Public Health Commuttee: My name is Joanne Rodnigues,
CMA/AAMA. I am here today to speak as a Medical Assisting educator.

I have taught the pharmacology class for over 6 years, and can attest that
the student graduating from an accredited school is well trained to very
high standards that are set by the natonal accreditadon boards -
CAAHEB and ABHES, as well as the AAMA and AMT associations.

A minimum of 45 hours of classroom time is dedicated to this one class.
In some schools, it goes up to 60 hours. A copy of several different
schools curriculum are attached for you to see.

There are also very strict competencies that must be met to pass this class,
which are again set by national standards. These include dosage
calculations, and administration by various methods, including IM, Sub
Q; ID, and oral and topical applications.

There are various “fake” body parts where the students actually do
practice giving many injections; like the arm and well....let’s just say,
backside. An average of about 15 hours is spent just doing practice
injections to the various acceptable sites. The MA must chose the proper
“fake” drug, calculate the proper dosage, and using aseptic techniques,
administer this needle and then properly document the injection.

I also serve on the national task for test construction and I know first-
hand that the students are tested to the knowledge they have received,
including classes of drugs, the 6 rights of administration and dosage
calculations, the proper sites for injections and so very much more.



I have attached a copy of the content of the CMA/AAMA exam as well as
the content for the RMA exam. You can see how very extensive it is and
the detail to which the student is tested.

In recent years we have seen a large increase in many roles, such as PA’s,
and APRN’s in many medical offices. This increase has benefitted the
patients, who are our main concern here. This small change we are asking
for will only benefit the patients even further, as it will free up time for the
providers to be able to spend more quality time with each patient and
decrease the amount of time a pt. has to sit and wait in an exam room.

A problem in many small offices, is that Dr himself must administer the
flu shot for example. Since this is so time consuming, many dr’s offices no
longer offer it to their pt’s. The patients must go elsewhere to get their
shots. This is not only an inconvenience, but it also leads to another
major concern, the lack of continuity of care. These immunizations are
being given, and the Dr is most often NOT notified when immunizations
are received elsewhere. Should the pt. forget what they got or when they
got it, it will never appear in or become a permanent part of their medical
record.

To summarize- we are trained well, and this change will benefit the doctor
but most, the patients. We are not taking away anyone’s job or
responsibilities, everyone has a very unique role and place in an office
setting, an each is trained in unique and different aspects of care that
mostly do NOT cross over - BUT...we are a very important link in that
medical team and can add more value to the offices where we work. Let’s
not be the last state to make this change. Consider the benefit to patients
and providers as well - with no cost or liability to the state of Connecticut

THANK YOU



Date:  11/12/2012 Branford Hall Career Institute - Branford Campus BRANFORD HALL
B Carcer Institte }

One Summit Place

Branford, CT 06405
www.branfordhall.com

Name: Social Security #: Start Date: 4/12/201%
Address: Student #: LDA: 114572012
City State Zip: Date of Birth:
Course Course Course Credit  Contact Grade Quality
Code Description End Date Hours Hours Points
Program: Medicai Assistant
Status: Extern Credential Awarded: LDA 11/05/2012
110BKB Basic Keyboarding 1.00 30.00 P 0.00
11088 Basic Skills 0.50 20.00 T Q.00
110BWS Business Writing Skills 2.00 30.00 T 0.00
110LE Law & Ethics 61712011 1.50 30.00 A 6.00
1100A Office Administration | 6/17/2011 1.50 30.00 A 6.00
110PP Personal Psychology 611712011 1.50 30.00 A 6.00
4121BC Insurance, Billing and Coding 617/2011 1.50 30.00 B+ 5.00
410MTA Medical Terminology A 8/26/2011 2.00 30.00 B 6.00
410APA Anatomy & Physiology A 8/30/2011 2.00 30.00 A- 7.34
121ABW Applied Business Writing 1111172011 2.00 30.00 A 8.00
121WPW Word Processing | for Windows 112011 1,00 30.00 A 4.00
410PHA Pharmacology A 11117201 1,00 20.00 A 4.00
412MCA Medical Clinical Procedures A 111111201 1.50 40,00 A 6.00
13ITWPW Word Processing ! for Windows 112612012 1.00 30.00 A 4.00
410MOP Medical Office Procedures 1/26/2012 1.00 30.00 A 4.00
421APB Anatomy & Physiology B 142612012 2.00 30.00 A 8.00
421MTB Medical Terminology B 112612012 2.00 30.00 A 8.00
421PHB Pharmacology B 4/5/2012 1.00 20.00 A 4.00
422MCB Medica! Clinical Procedures B 4/5/2012 2.00 50.00 A 8.00
422PHL Phlebotomy Essentials 4/5/2012 1.50 30,00 A 6.00
110CD Career Development 61412012 1.00 20.00 A 4.00
111CBS Computerized Biiling Simulation 6/14/2012 1.50 40.00 A 6.00
431APC Anatomy & Physiology C 6/14/2012 2.00 30.00 A B8.00
431MTC tedical Terminology C 6/14/2012 2.00 30.00 A 8.00
431PHC Pharmacology C 8/30/2012 1.00 20.00 A 4.00
432MCC Medical Clinical Procedures C 8/30/2012 300 100.00 A- 11.01
Enrollment Totals: 40.00 840.00
GPA; 3.87

Grade Scale:

Grade GRRange  Num Desc

A 93.00-100.00 4,00 A T 0.00-0.00 0.00 Transfer

A- 80.00-92.00 3.67 A- w 0.00-0.00 0.00 Withdrawal

B+ 87.00-89.00 3.33 B+

B 83.00-86.00 3.00 B

B- 80.00-82.00 2.67 B-

c+ 77.00-79.00 2.33 C+

c 73.00-76.00 2.00 c

c- 70.00-72.00 1.67 C-

D+ 67.00-65.00 1.33 D+

D 63.00-66.00 1.00 D

D- 60.00-62.00 0.67 D-

F 0.00-59.00 0.00 Failure

P 0.00-0.00 0,00 Proficiency

S 6.00-0.00 0.00 Salisfactory Extern
* |ndicates Retaken Course Not official unless signed by registrar. Page 1 of 2

R* Indicates Repeatable Course



Z Stone Academy West . Instructor Schedule
=
Haven. -
Forchielli-Rodrigues, Joanne Term: 09/03/2013
Term Course Description / Assistant ‘Room Students Units Class Dates Class Time
9/3/2013  MED 210E (E-1) Phamacology 219 4 3.00 9/3/2013 to 10/22/2013 T 05:00 PM to 07:00 PM
_ 9/5/2013 to 10/24/2013  Th 08:00 PM to 10:00 PM
. 9/7/2013 to 10/26/2013 Sa 08:00 AM (o 09:30 AM
9/3/2013  MED 110E (D-1) Medical Insurance, Biling and Coding , 216 - 3 45.00 2.00 9/7/2013 to 10/26/2013 Sa 09:40 AM to 04:00 PM
9/3/2013  MED 211D (D-1) Medical Coding Applications 215 - 45.00 2.00 9/3/2013 to 10/24/2013 MTWTh 11:15 AM to 12:40 PM
9/3/2013  BIO 113E (E-1)  Anatomy & Physiology 1V 219 1 45.00 3.00 9/5/2013 to 10/24/2013  Th 05:00 PM to 08:00 PM
. 9/9/2013 to 10/21/2013 M 05:00 PM to 07:30 PM

10

Acured copy

Instructor Initials Director Initials



CMA
a/ Examination Content Outline

l. General

CMA (AAMA)
Certification/Recertification

A. Psychology

1.

Understanding Human Behavior

a. Behavioral theories
(1) Masiow
{2} Erkson
b. Detense mechanisms
(1) Commontypes
{2) Recognitonandmaragemert

2. Human Growth and Development

a. Normal developmental patterns/
milestones

3. Death and Dying Stages

B. Communication

1.

Therapeutic/Adaptive Responses
to Diverse Populations
a. Visually impaired
b. Hearing impaired
¢. Age specific
(1) Geriatric
{2) Pedatic/adolescent
. Seriously/terminally il
. Intellectual disability
llliterate
. Non-English speaking
. Anxious/angry/distraught

i. Socially/culturally/ethnically
diverse
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Nonverbal Communication

a. Body language
(1) Posture
(2) Posiion
(3) Facalexpression
(4) Temitorialityphysical boundaries
(5) Gestures
(6) Teuch

{7) Mammensms
(8) Eyecontact

3. Communication Cycle

a. Sender-message-receiver-
feedback
b. Listening skills
(1) Actvetherapeutic
c. Assess level of understanding
(1) Refection
(2) Resaternent
{3) Clarification
(4) Feedback
d. Barriers to communication
{1} Intemal dsiractions
(a) Pain
(b) Hunger
(c) Anger
(@) Extemalenvironmental distractions
(a) Temperaure
(B) Noise
Caollection of Data

a. Types of questions
(1) Exploratory
(2) Openended
(3) ClsedDiect

Telephone Techniques

a. Call management
(1) Screening/gatheringdata
(2) Ememgencylument situations
b. Messages
{1) Taking messages
(2) Leavingmessages
Interpersonal Skills
a. Displaying impartial conduct
without regard to race, religion,
age, gender, sexual orientalion,
socioeconomic status,

physical challenges, special
needs, lifestyle choices

b. Recognizing stereotypes and
biases

c. Demonstrating empathy/
sympathy/compassion

C. Professionalism

1. Professional Behavior

a. Professional situations
(1) Displayingtact, dipomecy,
courtesy, respect, dignity
(2 Demorstrmtngresponsbity,
integrityhonesty
(3) Respondingto criticism

b. Professional image

2. Performing as a Team Member

a. Principles of health care team
dynamics
(1) Cooperationfor optimal outcomes
(2} Identficaionof the roles and

credentials of healthcareteam
members

b. Time management principles

{1) Prioritizing responsibiities

D. Medical Law/Regulatory

Guidelines

1. Advance Directives
a. Living will
b. Medical durable power of
attorney
¢. Patient Self-Determination Act
(PSDA)
2. Uniform Anatomical Gift Act

3. Occupational Safety and Health
{OSH) Act

4, Food and Drug Administration
{FDA)

5. Clinical Laboratory Improvement
Act (CLIA '88)

6. Americans with Disabilities
Act Amendments Act (ADAAA)



10.

1.

12.

13.

14.

185,

16,

Health Insurance Portability and
Accountability Act (HIPAA})

a. Health insurance portability
access and renewal without
preexisting conditions

b. Coordination of care to prevent
duplication of services

Health Information Technology
for Economic and Clinical Health
{HITECH} Act

a. Patient’s right to inspect, amend
and restrict access to his/her
medical record

Drug Enforcement Agency (DEA)

a. Controlled Substances Act of
1970

Medical Assistani Scope of
Practice

a. Conseqguences of failing to
operate within scope

Genetic Information
Nondiscrimination Act of 2008
{GINA)

Centers for Disease Control and
Prevention (CDC)

Consumer Protection Acts
a. Fair Debt Collection Practices
Act

b. Truth in Lending Act of 1968
(Regulation Z)

Public Health and Welfare

Disclosure

a. Public health statutes
{1) Communicablediseases
(@) Vialslatistics

(3) Abusshegleciexploitation against
childelder
{8) Domesicabuse
{4) Waundsof vidlence
Confidentiality
a. Electronic access audit/activity
log
b. Use and disclosure of protected
health information (PHI)
(1) ConsenVauthorizationto elease
(2} Omugandalcoholtreatment records
(3} HIV-relatedinformation
(4} Mental health

Health Care Rights and
Responsibilities

17.

18.

a. Patients’ Bill of Rights/Patient
Care Partnership

b. Profegsional liability

(1) Cumentstandardof care

{2) Standardis of conduct

{3} Malpractice coverage
c. Consent to treat

(1) Informed consent

(2) Impliedconsent

(3) BExpressedceonsent

(4) Patiert ncompetence

(5) Emancipated minor

(6) Mature minor
Medicalegal Terms and Doctrines

. Subpoena duces tacum

. Subpoena

. Respondeat superior

. Res ipsa loquitor

. Locum tenens
Defendant-plaintif

. Deposition

. Arbitration-mediation
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i. Good Samaritan laws
Categories of Law

a. Criminal law
{1} Felonymisdemeanor
b. Civil law
(1) Confracts {physician-patient
iationships)
(a) Legal obiigationstothe patient
(b) Consequencesforpatient
noncompiance

{c) Termiration of medical care
{) Eementsbehaviorsior
withdrawal of care
(i) Patient notiicationand
docurmentation
(d) Ownershipot medical recortls
(2) Tors
(a) Invasioncf prvacy
(b} Negigence
(c) Intentional torts
() Batery
(i) Assault
{iii) Slander
(v) Libel
c. Stalutory law
(1} Medical practice acts

d. Common law (Legal precedents)
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E. Medical Ethics

1.

2.

Ethical Standards

Factors Attecting Ethical
Decisions

a. Legal
b. Moral

F. Risk Management, Quality
Assurance, and Safety

1.

Workplace Accident Prevention
a. Slipsitripsfalls

Safety Signs, Symbols, Labels

Environmental Safety

a. Ergonomics

b. Electrical safety

¢. Fire prevention/extinguisher use/
requlations

Compliance Reporting

a. Reporting unsafe aclivities and
behaviors

b. Disclosing errors in patient care

c. Insurance fraud, waste, and
abuse

d. Conflicts of interest
8. Incident reports

G. Medical Terminology

1.

Word Parts

a. Basic structure

(1) Roots’combinngfoms

(2) Preies

(3) Suffoes
Definitions/Medical Terminology

a. Diseases and pathclogies
b. Diagnostic procedures

¢. Surgical procedures

d. Medical specialties

1l. Administrative

H. Medical Reception

1.
2.

Medical Record Preparation

Demographic Data Review

a. ldentity theft prevention
b. Insurance eligibility verification



3.

1.

J.

1.

Handling Vendors/Business
Associales

Reception Room Environment
a. Comfort

b. Safety

c. Sanitation

Practice Information Packet

a. Office policies
b. Patient financial responsibilities

Patient Navigator/
Advocate

Resource Information
a. Provide information about
community resources

b. Facilitate referrals to community
resources

c. Referral follow-up

Medical Business
Practices

Written Communication

a. Letters

b. Memos/interoffice
communications

¢. Reporis

Business Equipment

a. Routine maintenance
b. Safety precautions

Office Supply Inventory

a. Inventory control/recordkeeping

Electronic Applications
a. Medical managemenl systems
{1) Daiabasereports
{2) Meaningful use regulations
b. Spreadsheets, graphs
c. Electronic mail
d. Security
(1) Passwordiscreensaver
{(2) Encryption
(3) Firewal
&. Transmission of information
(1) Facsmie/scarmer
(2) Patientportalto heatthdata
{. Social media

K. Establish Patient Medical

1.

Record

Recognize and Interpret Data

a. History and physical

. Discharge summary

. Operative note

. Diagnostic testlab report

. Clinic progress note
Consultation repont

. Correspondence

. Charts, graphs, tables

i. Flow sheet
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Charting Systems

a. Probtem-oriented medical
record {POMR)

b. Source-criented medical record
(SOMR)

L. Scheduling Appointments

1.

Scheduling Guidelines

a. Appointment matrix
b. New patient appointments
(1) Identify required information
c. Established patient
appointments
(1) Routine
(@) Umgentemergency
d. Palient flow
(1) Patient needspreference
(2) Physicanpreference
(3) Facitylequiprent requirements
€. Outside services (e.g., lab,
X-ray, surgery, outpatient proce-
dures, hospital admissions)

2. Appointment Protocols

a. Legal aspects
b. Physician referrals
c. Cancellations/no-shows
d. Physician delay/unavailability
e. Reminders/recall systems
(1) Appontment cards
(2) Phonecalistext messagesie-mal
natfications

(3) Ticklerfile

M. Practice Finances

1. Financial Terminology
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a. Accounts receivable
b. Accounis payable

. Assels

. Liahilities

. Aging of accounts
Debits

. Credits

. Diagnosis Related
Groups (DRGS)

i. Relative Value Studies {(RVSs)
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Financial Procedures

a. Payment receiplts
(1) Copays
b. Data eniry
(1) Postcharges
(2) Postpayments
(3) Postadusiments
c. Manage petty cash account
d. Financial calculations
€. Billing procedures
(1) Hemized statements
(2) Bilingcydes
f. Collection procedures
(1) Agingof accounts
(@) Preplannedpaymert options
(3) Credttamangements
(4) Useof collectionagencies
Diagnostic and Procedural
Caoding Applications

a. Current Procedural Terminology
{CPT)
{1) Modifiers
{2) Upoodng
{3) Bunding ol chamges

b. International Classilication of
Diseases, Clinical Modilications
{ICD-CM) (Current schedule)

c. Linking procedure and diagnosis
codes

d. Healthcare Common
Procedure Coding System
(HCPCS
Level If)

. Third-Party Payers/Insurance

a. Types of plans
{1} Commerialplans
(2} Govemmentplans
(a) Medicare
(i) AdvancedBeneficiary
Notice (ABN)
(b} Medicaid
(c) TRCARE/CHAMPVA
(3} Managedcareorganizations
(MCCs)

(a) Managedcare requirements
i)y Carerefenals



(i) Precedfiicaton 0. Infection Control c. Safety data sheets (SDS)
[a] Diagnosticandsurgical d. Spill kit
procedures 1. [Infectious Agents
@ [:]ma"mc zate a. Bacteria P. Patient Intake and
(4) Worker compensation :- ::’o‘:zzza Documentation of Care
b. Insurance claims d. Fungl 1. Medical Record Documentation
R L) . Parasites a. Subjeclive data
(2) Appealsidenials {1} Chigf complaint
(3) Explanationof benefits (EOB) Mod.es of Transmission @ P iness
a. Direct {3) Pastmecdical history
L. b. Indirect (4) Famiyhistory
I1l. Clinical ¢. Aibome (5) Sodialandoccupasional history
d. Droplet (6) Reviewof systems
N. Anatomy and Physiology e. Inhalation b. Objective dala

£. Making corrections

1. Body as a Whole Infection Cycle/Chain of Infection
d. Treatment/compliance
a. Structural units Body's Natural Barriers
¢. Anatomical positions and a. Hand hygiene Assisting the Provider
directions (1) Handwashing Vital Signs/Anthropometrics
d. Body planes, quadrants @ Abdwd-basedhandrtb a. Blood pressure
2. Body Systems Including b S_a'?mzalllon {1) Technique
Normal Structure, Function, and c. Disinfection (2) Equpment
Iqlerrelahonships Across the Surgical Asepsis (a) Stethoscope
Lite Span {b) Sphygmomanometer
- . a. Surgical scrub b. Pul
d. ‘nlegumentary b. Sterilization - ruise
b. Musculoskeletal techniques/Autoclave e
c. Nervous {1) Preparingtems (a) Pulsepoints
d. Cardiovascular, hematopoietic, (2) Wrpping .(b) Ftai.eand Y
and lymphatic (3) Steriizationindicators ¢. Height/weight/BMI
; (1) Tedrique
& Flfaspsr.atory Standard Precautions/Blood- (2) Equipment
f. Digestive Borne Pathogen Standards
Urinary . d. Body termperature
9. a. Body fluids (1) Techriqe
h. Reproductive : .
b. Secretions (2) Equpment
i. Endocrine E ti "
) C. Excretons 2. Oxygen saturation/pulse
j. Sensory d. Blocd oximetry
3. Pathophysiology and Diseases (1) HVHBWHCV (1) Techriqe
e. Mucous membranes )
of Body Systems f. Personal prolective equipment @ Eq.u;:‘ =
a. Integumentary (PPE) I. Respiration rate
b. Musculoskeletal (1) Gows (1) Techrique
c. Nervous (2) Gowes Recognize and Report
d. Cardiovascular, hamatopoistic, (@) Mess Age-Specific Normal and
and lymphatic {4) Caps Abnormal Vital Signs
e. Respiratory (3) Eyeprotection Examinations
: i . Post-exposure plan
f. Digestive 9 P &) a. Melhods
g. Urinary Bichazard Disposal/Regulated (1) Auscultation
h. Reproductive Waste (2) Pajpation
i. Endocrine a. Sharps (3) Pemussion
j- Sensory b. Blood and body fluids (4} Mensuration
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(5) Manipdation (1) Handwashing d. Sputum specimen
(6) Inspecton {2) Coughetiquette e. Swabs
b. Body positions/draping d. Smoking risks and cessation (1) Throat
(1) Sms . Recognition of subslance abuse @ Genital
(2) Fowlers f. Osleoporosis screening/bone (3 Woud
(3 Suprne density scan (4) Nascphayngeal
(4) Kreedest g. Domestic violence screening Prepare, Process, and Examine
(5) Pmone and detection Specimens
(6) Lihotomy

(7} Dorsal recumbert
c. Pediatric exam

R. Nutrition

1. Basic Principles

a. Proper labeling
b. Sources of contamination
c. Specimen preservation

(1) Growthchart 0
(a) Measurements a. Food nutrients (1) Refigeration
i) Techs (1) Cabohydrates ) Fixative
d. OB-GYN exam (2) Fats d. Recordkeeping
{1) Pehvic eamPAP amear (3) Proteins €. Incubator
{2) Prenatal/postpartum exams {4} Minerals/electrolytes f. Centrifuge
Procedures (5) Viaming g. Microscope
Proced anati d (6) Fier h. Inoculaling a culture
e (7) Water i. Microbiologic stides

patient instructions

b. Supplies, equipment, and
techniques

b. Dietary supplemenis

2. Special Dietary Needs

(1) Wetmount

Laboratory Quality Control/

(1} Eyeinigation a. Weight control Quality Assurance
(2} Earimgation b. Diabetes a. Testing protocols
(3) Dressingcrange c. Cardiovascular disease b. Testing records and
{4) Sourelstaplerermual d. Hypertension performance logs
(5) SIBNS'EJPM'&‘ e. Cancer ¢. Daily equipment maintenance
:g; &ﬁm f. Lactose sensitivity/intolerance d. Ca!ibration ‘
(c) iseplicskinprep g. Gluten free e. DaﬂY control testing
(d) Sterilefieldboundaries h. Food allergies f. Monitor temperature controls
g. Reagent storage

(e) Surgicalinstruments
(i) Classifications
(i) Instumentuse

5. Patient Education/Heaith Coach

3. Eating Disorders

S. Collecting and Processing
Specimens

h. CLIA-waived tests

Laboratory Panels and
Performing Selected Tests

a. Health maintenance and a. Urinalysis
disease prevention 1. Methods of Collection {1) Physcal
(1 Diabeti:tead'lirgandl'mwcalre a. Blood ) Chemical
(a) !-mmebbods.;garmomarg (1) Veri {3) Microsoopic
2 I@uclonxofpgtpntmthﬂy (a} Site selech {4) Cutture
. . i b. Hematology panel
(3) Prepost-opcareinsirucions ::)} Steprep e oy P
{4) Patiert administeredmedications 0';:“4"5'“‘ ubes 2 b
2 andIif&slyﬂer;aom-uls'e @ Tubeaddtves (3) Enthrocyte sedmentation rate
(6) Homeantiocaguistionmoritodng (i) Needes (@) Automaiedcell courts
) Homecholestarol monioring (2) Capitary/demmal puncure {@) Redbloodcell (REC)
D. Allginatve meaicine b. Urine () Whisbioodoall( )
) (1) Random () Pratelet
6. Wellness/Preventive Care (2) Midstreamvdeancalch (5) CoaguiationtestingINR
a. Cancer screening {3) Timed24-hourcollection ¢. Chemistry/metabolic testing
b. Sexually transmitted disease {4) Catheterization (1) Ghlooss
prevention (5) Pediaticuning collecior (2) Kidneyfunctiontests
¢. Hygienic practices c. Fecal specimen (3) Liverfunctiontests
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{4) Lipidprofile
(5) HemogiabnAlc
d. Immunology
(1) Mononucecsistest
(2) Rapd Group A Streptococcustest
(3) CHeactiveproten(CRF)
(4) HCGpregnancytest
(8) H.pylon
(6) Influenza

e. Fecal occult blood/guaiac testing

T. Diagnostic Testing

1.

Cardiovascular Tests

a. Electrocardiography (EKG/ECG)

{1} Perform standard 124ead
{2) Leadplacement
(3} Patiertprep
{(4) Recognizeartifacts
(5) Recognzetyihms, anhythmias
{6) Ahythmstrips

b. Holter monitors

c. Cardiac slress test

Vision Tests

a. Color
b. Acuity/distance
(1) Srelen
(2) Echart
(3) Jaegercard
¢. Ocular pressure
d. Visual fields

Audiometric/Hearing Tesis

a. Pure tone audiometry
b. Speech and word recognition
c. Tympanometry

Allergy Tests

a. Scralch test
b. Intradermal skin testing

Respiratory Tests

a. Pulmonary function tests (PFT)
b. Spirometry

c¢. Peak flow rate

d

. Tuberculosis tests/purified
protein derivative (PPD) skin
tests

Distinguish Between Normal/
Abnormal Laboratory and
Diagnostic Test Resuits

U. Pharmacology

{For the 50 most commonily used
medications, see the “Top 200 Drugs” at
www.rxfisl.com)

i

5.
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Medications

a. Classes of drugs
. Drug actions/desired effects
. Adverse reactions

. Physicians’ Desk Reference
(PDR)

e. Storage of drugs

Preparing and Administering
Oral and Parenteral Medications

a. Dosage

(1) Melricconversion
(2) Units of measurements
(3) Caleulations

b. Routes of administration

(1} Intramuscular
{a) Zract
{2} Subcutaneous
(3) Oralsublingualbuccal
(4) Tepical
(5) Inhalation
(6) Instilfation {eye-ear-nose)
{7) Inirademnal
(8) Traredemal
(9) Vagnal
(10} Rectal
¢. Injection site
(1) Siteselecion
(2) Needelengthandgauge

d. Medication packaging

(1) Multidose vials

@) Ampues

(3) Unitdose

(4) Prefifled cartidge-neede units
{5) Powderfor reconstibion

g. Six Rights of Medication
Administration

(1) Right patient, nght drug, night
route, right time, right dose, right
documeniation

Prescriptions

a. E-prescribing
b. Controlled substance guidelines

Medication Recordkeeping
a. Reporting/documenting errors

Immunizations

a.
b.

c.

d.

Childhood

Adult

Recordkeeping

(1) Vacdneinformationstatement
(ViS)

Vaccine storage

V. Emergency Management/
Basic First Aid

1. Assessment and Screening

a.
b.

Treatment algorithms/flow charts
Triage algorithms/flow charts

2. Identification and Response to
Emergencies

a.

b
c
d
e.
f
9
h

RSN
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Bleeding/pressura points

. Burns
. Cardiac and respiratory arrest
. Foreign bady obstruction

Choking

. Diabetic ketoacidosis
. Insulin shock
. Bone fractures

Poisoning
Seizures

. Shock

Cerebral vascular accident
(CVA)

. Syncope

. Vertigo

. Wounds

. Cold exposure
. Heat exposure

Joint dislocations/sprains/strains

. Asthmatic attack

Hyperventilation

. Animal bite
. Insect bite
. Concussion

3. Office Emergency Readiness

a.

b.

&N
e

website: www.aama-ntl.org

Equipment

(1} Crashcart supples

(2} Automatedextemal defibrillator
Emergency response plan
(1) Evacuationplan
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ﬂ RED MEDICAL ASSISTANT CERTIFICATION EXAMINATION
COMPETENCIES AND CONSTRUCTION PARAMETERS
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[Work Area] =
Number [Category] ——
of [Sub-category]
ltems [Competency]
86 . GENERAL MEDICAL ASSISTING KNOWLEDGE

A. Anatomy and Physioclogy
1. Body systems

Identify the structure and function of the following systems:

a. skeletal g. nervous

b. muscular h. respiratory

c. endocrine l. cardiovascular/circulatory
d. urinary j. integumentary

e. reproductive k. special senses

f. gastrointestinal
2, Disorders and diseases
Identify and define various:

a. disease processes

b. conditions or states of health

c. health-related syndromes

3. Wellness

a. ldentify nutritional factors that are required for, or influence wellness
b. Identify factors associated with exercise that are required for, or influence wellness
c. Identify factors associated with lifestyle choices that are required for, or influence wellness

B. Medical Terminology

1. Word parts

a. ldentify word parts: root, prefixes, and suffixes

2. Definitions

a. Define medical terms



3. Common abbreviations and symbols
a. ldentify and understand utilization of medical abbreviations and symbols
4, Spelling
a. Spell medical terms accurately
C. Medical Law
1. Medical law
Identify and understand the application of:
a. types of consent used in medical practice
b. disclosure laws and regulations (including HIPAA Security and Privacy Acts, state and
Federal laws)
c. laws, regulations, and acts pertaining to the practice of medicine
d. scope of practice acts regarding medical assisting
e. Patient Bill of Rights legislation
2. Licensure, certification, and registration
a. ldentify credentialing requirements of medical professionals
b. Understand the application of the Clinical Laboratory Improvement Amendments of 1988
{CLIA ‘88)
3. Terminology
a. Define terminology associated with medical faw
D. Medical Ethics
1. Principles of medical ethics and ethical conduct
a. Identify and employ proper ethics in practice as a medical assistant
b. Identify the principles of ethics established by the American Medical Association
¢. Identify and understand the application of the AMA Patient Bill of Rights
d. Recognize unethical practices and identify the proper response
e. Recognize the importance of professional development through continuing education
E. Human Relations
1. Patient relations
a. ldentify age-group specific responses and support
b. Identify and employ professional conduct in all aspects of patient care
¢. Understand and properily apply communication methods
d. Identify and respect cultural and ethnic differences

€. Respect and care for patients without regard for age, gender, sexual orientation, or
socioceconomic level



2. Interpersonal relations

a. Employ appropriate interpersonal skills with:
1. employer/administration
2. co-workers
3. vendors
4. business associates
b. Observe and respect cultural diversity in the workplace

F. Patient Education
1. Patient instruction
Identify and apply proper written and verbal communication to instruct patients in:

a. health and wellness

b. nutrition

c. hygiene

d. treatment and medications
e. pre- and post-operative care
f. body mechanics

g. personal and physical safety

2. Patient resource materials
a. Develop, assemble, and maintain appropriate patient brochures and informational materials
3. Documentation
a. Understand and utilize proper documentation of patient encounters and instruction
51 ii. ADMINISTRATIVE MEDICAL ASSISTING
A. Insurance
1. Terminology
a. ldentify and define terminology associated with various insurance types in the medical office
2. Plans
a. ldentify and understand the application of government, medical, disability, and accident
insurance plans
b. Identify and appropriately apply plan policies and regulations for programs including:
1. HMO, PPO, EPO, indemnity, open, etc.
2. short-term and long-term disability
3. Family Medical Leave Act (FMLA)
4. Workers' Compensation

a. Complete first reports
b. Complete follow-up reporis



5. Medicare (including Advance Beneficiary Notice (ABN))
6. Medicaid
7. CHAMPUS / Tricare and CHAMPVA

3. Claims

a. Complete and file insurance claims

1. File ctaims for paper and Electronic Data Interchange

2. Understand and adhere to HIPAA Security and Uniformity Regulations
b. Evaluate claims response

1. Understand and evaluate explanation of benefits

2. Evaluate claims rejection and utilize proper follow-up procedures

4. Coding

a. ldentify HIPAA-mandated coding systems and references
1. ICD-9-CM
2.CPT
3. HCPCS
b. Properly apply diagnosis and procedure codes to insurance claims

5. Insurance finance applications

a. ldentify and comply with contractual requirements of insurance plans
b. Process insurance payments and contractua! write-off amounts

¢. Track unpaid claims

d. Generate aging reports

B. Financial Bookkeeping
1. Terminology
a. Understand terminology associated with medical financial bookkeeping
2. Patient billing

a. Maintain and explain physician's fee schedules

b. Collect and post payments

c. Manage patient ledgers and accounts

d. Understand and prepare Truth in Lending Statements
e. Prepare and mail itemized statements

. Understand and employ available billing methods

g. Understand and employ billing cycles

3. Collections

a. Prepare aging reports and identify delinquent accounts

b. Perform skip tracing

¢. Understand application of the Fair Debt Collection Practices Act
d. Identify and understand bankruptcy and small claims procedures
e. Understand and perform appropriate collection procedures



4, Fundamental medical office accounting procedures

a. Employ appropriate accounting procedures
1. Pegboard / double entry
2. Camputerized
b. Perform daily balancing procedures
c. Prepare monthly trial balance
d. Apply accounts receivable and payable principles

5. Banking procedures

a. Understand and manage petty cash account

b. Prepare and make bank deposits

c¢. Maintain checking accounts

d. Reconcile bank statements

e. Understand check processing procedures and requirements
1. Non-sufficient finds (NSF)
2. Endorsements

f. Process payables and practice obligations

9. Understand and maintain disbursement accounts

6. Employee payroll

a. Prepare employee payroll
1. Understand hourly and salary payroll procedures
2. Understand and apply payroll withholding and deductions
b. Understand and maintain payroll records
1. Prepare and maintain payroll tax deduction/withholding records
2. Prepare employee tax forms
3. Prepare quarterly tax forms and deposits
¢. Understand terminology pertaining to payroll and payroll tax

7. Financial mathematics
a. Understand and perform appropriate calculations related to patient and practice accounts
C. Medical Receptionist / Secretarial / Clerical
1. Terminology

a. Understand and correctly apply terminology associated with medical receptionist and
secretarial duties

2. Reception

a. Employ appropriate communication skills when receiving and greeting patients
b. Understand basic emergency triage in coordinating patient arrivals

¢. Screen visitors and sales persons arriving at the office

d. Obtain patient demographics and information

e. Understand and maintain patient confidentiality during check-in procedures

f. Prepare patient record

g. Assist patients into examination rooms



3. Scheduling

a. Employ appointment scheduling system
1. ldentify and employ various scheduling styles {wave, open, etc.)
b. Employ proper procedures for cancellations and missed appointments
c. Understand referral and authorization process
d. Understand and manage patient recall system
e. Schedule non-office appointments (hospital admissions, diagnostic tests, surgeries)

4. Oral and written communication

a. Employ appropriate telephone etiquette

b. Perform appropriate telephone

c. Instruct patients via telephone

d. Inform patients of test results per physician instruction

e. Receive, process, and document results received from outside provider

f. Compose correspondence employing acceptable business format

g. Employ effective written communication skills adhering to ethics and laws of confidentiality
h. Employ active listening skills

5. Records and chart management

a. Manage patient medical record system
b. Record diagnostic test results in patient chart
c. File patient and physician communication in chart
d. File materials according to proper system
1. Chronological
2. Alphabetical
3. Problem-oriented medical records (POMR)
4. Subject
e. Protect, store, and retain medical records according to proper conventions and HIPAA
privacy regulations
f. Prepare and release private health information as required, adhering to state and Federal
guidelines
g. ldentify and employ proper documentation procedures adhering to standard charting
guidelines

6. Transcription and dictation

a. Transcribe notes from dictation system
b. Transcribe letter or notes from direct dictation

7. Supplies and equipment management

a. Maintain inventory of medical / office supplies and equipment

b. Coordinate maintenance and repair of office equipment

¢. Maintain equipment maintenance logs according to OSHA regulations
8. Computer applications

a. ldentify and understand hardware components
b. Identify and understand application of basic software and operating systems



c. Recognize software application for patient record maintenance, bookkeeping, and
patient accounting system
d. Employ procedures for integrity of information and compliance with HIPAA Security and
Privacy regulaticns
1. Encryption
2. Firewall software and hardware
3. Personnel passwords
4. Access restrictions
5. Activity togs

9. Office safety

a. Maintain office sanitation and comfort
b. Develop and maintain office safety manual
c. Develop emergency procedures and policies
d. Employ procedures in compliance with Occupational Safety and Health Administration
{OSHA) guidelines and regulations
1. Hazard communication
2. Engineering and Work Practice Controls
3. Employee training program
4. Standard Precautions
e. Maintain records of biohazardous waste and chemical disposal

73 lil. CLINICAL MEDICAL ASSISTING
A. Aseapsis
1. Terminology
a. Know and understand terminology associated with asepsis
2. Bloodborne pathogens and Universal Precautions
a. ldentify modes of transmission of infectious pathogens
b. identify procedures that prevent transmission of infectious pathogens
c. Understand and apply state and Federal OSHA guidelines regarding bloodborne pathogens
d. Employ Universal Precautions when risk of contact with infectious pathogens
e. Develop and employ training of personnel regarding employee safety and bloodborne
pathogens
3. Medical asepsis
a. ldentify and employ aseptic procedures
1. Understand proper hand washing procedures
2. Understand and employ barrier precautions
4, Surgical asepsis
a. Identify and employ proper surgical aseptic techniques

1. Understand and practice proper surgical hand wash
2. Practice surgical antiseptic skin preparation

7



3. Understand and respect sterile field boundaries

4. ldentify and employ appropriate sterile barrier procedures

5. Employ sterile glove technigues

6. Employ mask, gown, cap, eye protection, and drape techniques

B. Sterilization

1. Terminciogy

a. Define terminology associated with sanitization, disinfection, and sterilization, procedures
2. Sanitization

a. identify procedures for sanitization
1. Equipment
2. Examining room
3. Instruments
b. Identify chemicals used for sanitization

3. Disinfection

a. Identify procedures for disinfection
1. Equipment
2. Instruments
b. Identify chemicals used in disinfection

4. Sterilization

a. ldentify appropriate procedures for sterilization of

1. Instruments

2. Surgical equipment

3. Surgical towels, drapes, or dressings

4. Solutions
b. ldentify modes of sterilization

1. Autoclave

2. Chemical

3. Gas
c. Utilize proper instrument and tray packaging for sterilization
d. Identify appropriate packaging materials used for sterilization
e. ldentify gquality control procedures

1. Indicator strips

2. Biological culture capsules

3. Date labeling

5. Record keeping
a. Identify and employ record keeping procedures

1. Sterilization logs
2. Equipment cleaning and maintenance records



C. Instruments
1. Identification

a. ldentify instrument classifications
b. Identify common and specialty instruments
c. ldentify instrument parts

1. Handles

2. Locks

3. Ratchets

4. Serrations

5. Teeth

2. Instrument use

a. Know the use of common instruments (hemostats, forceps, and scissors)
b. ldentify instruments used for examinations (gynecological, pediatric, and physical
examinations)

3. Care and handling

a. Understand the procedure for care of non-disposable instruments
1. Sanitization
2. Lubrication
3. Sterilization
4. Siorage
b. Understand the proper procedure for discarding disposable instruments

D. Vital signs and Mensurations

1. Terminology
a. Define terminology associated with vital signs and mensurations

2. Blood pressure

a. Understand physiology of blood pressure measurement
b. Identify the steps in blood pressure measurement

c. Accurately determine systolic and diastofic pressures

d. Identify proper recording of blood pressure reading

e. Recognize normal and abnormal blood pressure readings

3. Pulse
a. Understand pulse physiology
b. ldentify pulse points and appropriate use of each
c. Employ proper procedure for accurate pulse measurement
d. Record pulse measurement using accepted charting standards
e. Recognize normal values and deviations from normal
4. Respiration

a. Understand respiration cycle and physiology



b. Accurately observe and measure respiratory rate
c. Record respiratory rate using accepted charting standards
d. Recognize normal measurements and deviations from normal

5. Temperature

a. Identify types of thermometers and understand use of each
b. Understand the procedures for abtaining temperature measurements
1. Aural
2. Oral
3. Rectal
4. Axillary
c. ldentify normal and abnormal temperature values for each method
d. Recognize fever classifications and emergent values for each age group
e. Record temperature measurements using accepted charting standards

6. Mensurations
a. Understand the significance of height and weight in relation to nutrition, health, and disease
b. Identify the steps to accurately measure patient height and weight
c. identify proper procedures in measuring pediatric weight and length, chest and head
circumference
d. Record mensurations using accepted charting standards
e. Recognize changes indicating normal versus deviation from naormal

E. Physical Examinations
1. Medical history

a. Obtain patient history employing appropriate terminology and abbreviations
b. Differentiate between subjective and objective information
c. Understand and employ SOAP and POMR charting systems for recording information

2. Patient positions

a. Identify patient positions for examinations

1. Sims', knee-chest, Fowler's, lithatomy

2. Understand draping method for each position
b. ldentify and define body positions

1. Supine, prone, decubitus, dorsal recumbent

3. Methods of examination
a. Define methods of examination
1. Auscultation
2. Palpation
3. Mensuration
4. Percussion
b. Understand use of each examination methed
4. Specialty examinations

Identify examination procedures in specialty practices

10



a. Pediatrics
1. Apgar scores
2. Growth charts
3. Infant and child mensurations
a. Length and weight
b. Head and chest circumference
b. Obstetrics and gynecology
1. Routine obstetrical examinations
a. Fundal height
b. Fetal heart tones
¢. Ultrasound
d. Pregnancy tests: urine and serum
2. Papanicolaou (PAP) smears
3. Breast and peivic examinations
c. Proctology
1. Occult blood and guaiac stool examination

2. Proctoscopy, sigmoidoscopy, and colonoscopy
d. Urology

1. Urinalysis
2. Cystoscopy
e. Radiologic / diagnostic imaging procedures

5. Visual acuity

a. ldentify and perform procedures for measuring visual acuity in adult and pediatric patients
b. Identify and perform procedures for measuring color vision acuity
c. ldentify normal measurements and deviations from normal

6. Allergy

a. ldentify procedure for performing scratch test

b. Identify procedure for performing intradermal skin testing
c. Define RAST and MAST testing

d. ldentify and perform allergy injections

7. Terminology

a. Define terminology associated with specialty examinations

R

F. Clinical Pharmacology

1. Terminology

a. Define terminology associated with pharmacology
b. Identify and define common prescription abbreviations

2. Parenteral medications

a. ldentify steps in administering injections
1. Intramuscular
2. Subcutaneous
3. Intradermal

11



4. Z-tract
b. ldentify proper needle size and syringe for each injection type
c. ldentify syringe parts
1. Plunger and rubber stopper
2. Tip (slip and Luer-Lok™)
3. Flange
4. Barrel
d. Identify available injection systems (Tubex and Carpuject®)
e. Identify injection sites and maximum volume for each
f. Perform calculations for dosages, including conversions
g. Perform 6 “rights” when dispensing medications
h. Identify medication availability
1. Multidose vials
2. Ampules
3. Unit dose vials
4. Pre-filled cartridge-needle units
i. Define hazards and prevention measures associated with parenteral medications
j- Understand proper disposal of parenteral equipment

3. Prescriptions

a. ldentify and define drug schedules and legal prescription requirements for each
b. Understand procedures for completing prescriptions and authorization of medical refills
c. Identify and perform proper documentation of medication transactions

4. Drugs

a. ldentify Drug Enforcement Agency regulations for ordering, dispensing, prescribing,
storing, and documenting regulated drugs
b. Identify and define drug categories
¢. Identify commonly used drugs
d. Identify and describe routes of medication administration
1. Parenteral
2. Rectal
3. Topical
4, Vaginal
5. Sublingual
6. Oral
7. Inhalation
8. Instillation
e. Demonstrate ability to use drug references (Physician's Desk Reference)

G. Minor Surgery
1. Surgical supplies
a. ldentify instruments commonly used in minor surgery
b. Identify supplies commonly used in minor surgery (drapes, bandages, sutures,

antiseptics, anesthetics, etc.)

2. Surgical procedures

12



a. ldentify common surgical procedures
b. Identify surgical tray preparation
1. Sterile drapes
2. Sterile packs and containers
3. Sterile set-up, aseptic preparation
¢. Understand and perform surgical aseptic hand wash
d. Perform surgical skin preparation
e. Understand aseptic technique with sterile gloving
f. Identify potential contamination sources
9. Demonstrate respect for sterile field
h. Identify procedures to prevent transmission of bloodborne pathogens
I. ldentify biohazard waste disposal procedures
j- Identify procedures for patient protection in laser and electrosurgery
k. Perform dressing and bandaging technigues
l. Understand post-operative patient and incision care
m. Perform suture and staple removal
n. ldentify disinfection and maintenance procedures for surgical equipment

H. Therapeutic Modalities
1. Modalities

a. Identify procedures for heat treatments

1. Hot pack

2. Moist compress

3. Heat lamp

4. Paraffin bath

5. Whiripool bath
b. Identify procedures for cold treatments

1. Ice pack

2. Cold compress
¢. ldentify procedure for ultrasound treatments
d. Maintain familiarity with range-of-motion exercises
e. Recognize isotonic and isometric exercises

2. Alternative therapies

a. ldentify and define alternative therapies
1. Chiropractic
2. Message
3. Acupuncture and acupressure

3. Patient instruction

a. Instruct patients in the use of assistive devices
1. Crutches and canes
2. Wheelchairs
3. Walkers
4, Splints and slings
b. Instruct patients in home therapeutic treatments
c. Instruct patients in proper body mechanics

13



I. Laboratory Procedures
1. Safety

a. Employ Universal Blood and Body Fluid Precautions

b. Identify and comply with Occupational Safety and Health Administration (OSHA) Guidelines
1. Material Safety Data Sheets

c. Develop and maintain policy and procedures manuai

2. Clinical Laboratory Improvement Amendments of 1988 (CLIA ‘88)

a. Understand and comply with quality assurance regulations for
1. Training
2. Quality control procedures
3. Proficiency testing
4. Test verification
5. Level of competency as pertains to medical assistants

3. Quality control program

a. Foliow testing protocols

b. Maintain testing records and performance logs

c. Perform daily equipment maintenance and calibration
d. Perform daily control testing

e. Monitor temperature controls

f. Store reagents properly

4. Laboratory equipment

a. |dentify equipment commonly used in the laboratory
1. Blood collection systems
2. Microscope
3. Analyzer equipment
4. Centrifuge
5. Incubator
6. Sterilizer
b. Identify equipment components
c. Care for, and maintain equipment and supplies

5. Laboratory testing and specimen collection

a. ldentify procedures for specimen collection and handling of
1. Urine (random, clean catch, timed, and drug screen)
2. Blood (venipuncture and capillary stick)
3. Throat culture swabs
4. Stool for cceult blood
5. Sputum
6. Spinal fluid
b. Perform waived laboratory procedures
1. Microhematocrit and hemoglobin
2. Blood glucose by reagent or personal monitor
3. Sedimentation rate

14



4. Urine human chorionic gonadotropin

5. Urine luteinizing hormone

6. Urinalysis by reagent dipstick

7. Prepare specimen slides for evaluation

8. Prepare culture plates for incubation
c¢. Know training requirements for moderate and complex laboratory procedures
d. Recognize normal and abnormal values of common laboratory results
€. Know common laboratory tests and proper patient preparation for each

6. Terminology
a. Define terminology associated with laboratory equipment, procedures, and results
J. Electrocardiography (ECG)
1. Standard, 12-lead electrocardiogram
a. ldentify procedure for obtaining 12-lead electrocardiogram
1. Patient preparation
2. Lead placement
3. Identify leads and marking codes
4. Obtain electrocardiograph reading
b. Identify and eliminate artifacts
¢. ldentify cardiac cycle during electrocardiogram
2. Mounting techniques

a. ldentify procedure for mounting readings
b. Recognize abnormal readings for mounting

3. Other electrocardiographic procedures
a. ldentify rhythm strip
b. Identify treadmill examination (exercise ECG)
¢. ldentify Holter monitor
K. First Aid and Emergency Response
1. First Aid procedures
a. ldentify criteria for, and steps in performing CPR and the Heimlich maneuver
b. Maintain emergency (crash) cart
¢. ldentify injuries, recognize emergencies, and provide appropriate response
2. Legal responsibilities
a. Understand protection and limits of the Good Samaritan Act

b. Understand scope of practice when providing First Aid
c. Understand mandatory reporting guidelines and procedures

15



TASK INVENTORY NOTE

The tasks included in this inventory are considered by American Medical Technologists to be representative of
the medical assisting job role. This document should be considered dynamic, to reflect the medical assistant's

current role with respect to contemporary health care. Therefore, tasks may be added, removed, or modified
on an ongoing basis.
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Stone Academy

Pharmacology
MED 210 - 3 credits

Prerequisite: BIO 112 or enrolled in BIO 112 at the same time

Course Description

Pharmacology introduces the student to the world of medication therapy. The course covers the
nature and properties of drugs such as their classifications, actions, indications,
contraindications, precautions, interactions, and adverse reactions, The need for patient
awareness and patient education concerning medication therapy is stressed throughout the
course. Strong emphasis is also placed on dosage calculation and medication administration,

Objectives/Learning Outcomes
After satisfactorily completing this course, the student will be able to:

* Deal with Specific pharmacology facts
v’ Define subject’s terms: pharmacology, pharmacy, pharmacodynamic
v List four drug sources and give an example of each
v’ Identify and define the three names by which drugs are known
v' Describe the three legal categories of drugs-—over-the-counter, legend, controlled
substances
v Name three drug references other than the Physicians’ Desk Reference (PDR)
Understand the fundamentals of medication therapy
v" Identify and describe the various medication forms ranging from liquids to solids
v Follow correct guidelines for storing, rotating, and ordering drugs
v' State and define the routes for administering medication
v’ List and define the abbreviations for medication forms, medication routes, administration
times, pharmacologic symbols
v' List four factors affecting drug action and describe their effect
* Comprehend the following information regarding the various drug categories:
Identify drug category
Describe drug action(s)
List conditions in which drug is indicated and contraindicated
Note drug warnings
Explain drug precautions
Distinguish between drug’s main effect and side effects
Identify major adverse reactions
Describe drug interactions
State standard drug doses when applicable
Explain methods of administration
Use drug references to prepare drug reports
Demonstrate the need to integrate learned facts, concepts and principles into their role as
a professional health care provider

A N N N N NN
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* Understand the principles and procedures for medication administration

State the “seveb rights” in administering medication

Identify the three times to read the medication label

Identify and label the parts of a needle and syringe

Name and describe the various types of needles and syringes

Name the most common injection sites for an intradermal, subcutaneous, and

intramuscular injection

Know how to landmark and position the skin for an intradermal, subcutaneous, and

intramuscular injection

Identify and describe precautions to take when administering medications

Know how to administer medications for the following routes: topical, oral, sublingual,

intradermal, subcutaneous, and intramuscular

* Understand dosage calculations using the metric, apothecaries’, and household systems

Know the abbreviations commonly used in the three systems listed above

Know the equivalents of the most commonly used units of measure

Know the rules of conversion

Calculate dosages

Apply knowledge of calculating dosages and principles and procedures for medication

administration into demonstrating injections into a simulated model without violating

asepsis during the procedure

Compute correct dosage based on information provided by the instructor

Select correct needle and syringe and other material needed for injection

Draw up medication solution without contaminating solution or needle

Position body part

Put on disposable gloves and landmark injection site

Cleanse injection site properly

Position skin correctly

Introduce needle at the appropriate angle

Aspirate and explain purpose

Explain and demonstrate measures to reduce chance of needle breakage

Remove needle at the proper angle

Dispose of equipment properly

Accurately record procedure

* Educate the patient regarding self-administration of medication, precautions, and possible
adverse drug reactions, of which the patient should be made aware
v' Obtain pertinent information from drug sourced
v’ Relate appropriate information to a simulated model patient

* Successfully complete Competencies 1.7 (Select proper sites for administering parentaeral
medications), .8 (Administer oral medications), 1.9 (Administer parenteral (excluding IV)
medications), I.1 (Prepare proper dosages of medication for administration), 11.4 (Verify
ordered doses/dosages prior to administration
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Instructional Texts

Principles of Pharmacology for Medical Assisting, 5" Edition, Jane Rice, Thomson Delmar
Learning/Cengage, 2011.

The Physicians’ Desk Reference, 67" Edition, Medical Economics Company, Inc., Oradell, NJ,
2013.
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Taber’s Cyclopedic Medical Dictionary, 22 Edition, Tamparo and Lewis, F. A. Davis
Company, Philadelphia, PA 2013,

Clinical Procedures for the Medical Assistant, 8" Edition, Kathy Bonewit-West, W. B. Saunders
Company, Philadelphia, PA 2012.

Teaching Strategies
Tests
¢ (Classwork/Exercises

* Practical Applications to Demonstrate Comprehension

Methods of Evaluation

Comprehension and methods used for evaluation will be demonstrated by class participation,
completion of homework assignments, and tests/exams.

Tests 60%
Practical Tests (Competencies) 20%
Drug Report 10%
Homework 10%

Note: Students in the Medical Assisting program must have a final grade of C- or better, or they
will need to repeat the course,

Note: According to the AAMA standards, the competencies for this course must be
successfully accomplished; or the student must repeat the course, If the student is not
successful after the first time, the instructor will review the competency; and the student
will be able to try again,

Attendance
Students are expected to attend every class. All instructors have their own attendance policies.

Students are responsible for following individual policies. If you have questions regarding
attendance, it is your responsibility to contact your instructor.

Incompletes

Students must have a passing grade in order to receive an Incomplete. All coursework must be
completed within two (2) weeks after the end of the module. Failure to complete work within the
two-week period will result in a failing grade. All incompletes must be arranged with your
instructor.
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Stone Academy
Pharmacology

Homework Assignments

Week Homework Assignment
1 Unit 7:
(1 %2hour) | Read pages 69-79
Review Questions: (pages 79-80)
2 Unit 8:
Read pages 81-91
(2 hours) Review Questions: (pages 92-93)
3 Unit 9:
(1 ¥2howrs) | Read pages 94-107
Review Questions (pages 108-109)
4 Unit 5:
Read pages 51-56
Practice Problems: (pages 54-56)
Review Problems: (pages 56-57)
(1 ¥2 hours) | Self-Assessment: (pages 57-38)
5 Unit 10:

(1 % hours)

Read pages 110-120
Review Questions: (pages 120-122)

6

(1 ¥2 hours)

Unit 11:
Read pages 123-141
Review Questions: (pages 141-143)

7 Unit 12:
Read pages 144-167
(1 %2 hours) | Review Questions: (pages 167-169)
8 Unit 13:
Read pages 170-187
(1 %2 hours) | Review Questions (pages 187-189)

Revised June 2013



Stone Academy

Pharmacology

Week-by-Week

Week Topics Covered Assignmenfs
Week 1 * Introduction to Pharmacology Read Unit 7
s Use PDRs pages 69-79
Week 2 e UsePDRs Test on Unit 7
¢ Drug Forms
Read Unit 8
pages 81-91
Week 3 * Prescription/Reading Labels Drug Form Tests
* Abbreviations
» Interpreting Doctor’s Orders Handouts
Read Unit 9
pages 94-107
Week 4 e Math Quiz:
* Dosage Calculations e Abbreviations
e Prescriptions/Labels
Read Unit 5
Pages 51-56
Week 5 ¢ Dosage Calculations (continued) Handouts
* Medication Administration
Test: Dosage Calculations
Read Unit 10
Pages 110-120
Week 6 * Medication Administration (continued) Test: Dosage Calculation
* Oral and Parenteral Medication
* Administration Videos Read Units 11, 12, and 13
Pages 123-187
Week 7 ¢ Practice Injections Test: Medication
* Principles of IV Therapy Administration
Competencies
Week 8 * Drug Interaction Videos (2) Competencies
Final Exam

* Instructor has the right to make any changes within the week by week if necessary.
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I understand that in the State of

Connecticut Medical Assistants are NOT allowed to administer medication of any kind. This
includes oral, topical, inhaled, or injections. This is considered a skilled/licensed function, and
medical assistants are not licensed to administer medications in the State of Connecticut. This is

noted under the Connecticut Medical Practice Act.

Signature of Student Date

- Signature of Instructor Date
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RIDLEY-LOWELL BUSINESS AND TECHNICAL INSTITUTE

COURSE SYLLABUS
COURSE TITLE: CLINICAL PROCEDURES 7
COURSE NUMBER: MCP107

COURSE DESCRIPTION: This course provides the basics of safe dosage calculations. You
will perform basic math, understand various systems of measurement, and be able to convert
from one measurement system to another or within a system. You will also learn how to
administer drugs safely and effectively to all patient groups, including pediatric, pregnant, and
elderly patients. Also, using your knowledge of pharmacology and dosage calculations, you will
understand the fundamentals of drug administration. This course includes a minimum of 7.5
hours of out of class work.

PREREQUISITE: MCP106
INSTRUCTOR:

CREDIT HOURS: 2
LEARNING OBJECTIVES:
Chapter 52

e I1.C (1) Demonstrate knowledge of basic math computations
¢ ILC (2) Apply mathematical computations to solve equations
e II.C (3) Identify measurement systems
e IL.C (4) Define basic units of measurement in metric, apothecary and
household systems
ILC (5) Convert amoung measurement systems
ILC (6) Identify both abbreviations and symbols used in calculating
medication dosages

Chapter 53
e LP (7) Select proper sites for administering parenteral medication
{Procedure 53-2)
e IP (8) Administer oral medications (Procedure 53-1)
LP (9) Administer parenteral (excluding IV) medications (Procedure 53-2, 5)

e ILP (1) Prepare proper dosages of medication for administration

(Procedure 53-3, 45)
e ILA (1) Verify ordered doses/dosages prior to administration (Procedure 53-3, 4)
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INSTRUCTONAL MATERIALS AND REFERENCES

Textbook, Workbook, and Student CD-ROM - Medical Assisting Administrative and
Clinical Procedures with Anatomy and Physiology 4e
Booth, Whicker, Wyman, Wright - McGraw Hill 2011

Supplemental materials include instructor handouts, the electronic resources available
through ridleylibrary.com, and other in-house library resources at Ridley-Lowell.

INSTRUCTIONAL METHODS:

e Lecture;: Lecture and review of both textbook and homework materials will be
utilized for each unit

» Learning activities: Completed homework is essential for effective use of class time
and reinforcement of lecture material.

® Quizzes/Tests: Quizzes and tests will be used to measure student mastery of learning
objectives

TOPICAL OUTLINE:

Week 1  Chapter 52 Dosage Calculations
* Ensuring Safe Dosage Calculations
Homework: Workbook pgs. 707-709 (approx. 2 hrs)
Measurement Systems
- Metric System
- Apothecary and Household Systems
e Conversions within and between Measurement Systems
~ Converting within the Metric System

Week 2 Chapter 52 Dosage Calculations

* Homework: Workbook pgs. 710-713; Text book pgs. 1072-1073 questions 1-10
(approx. 1.5 hrs.)
¢ Conversions within and between Measurement Systems (continued)
- Converting between Systems of Measurement
s Dosage Calculations
- Proportion Method for Dosage Calculations
- Formula Method for Dosage Calculations

Week 3 Chapter 52 Dosage Calculations
e Homework: Workbook pgs. 714-716 (approx. 1 hr.)
- Application Activity #1 workbook page 714
e Body Weight and Body Surface Area Calculations
Chapter 52 Written Examination I.C (1); I1.C (2); IL.C (3); IL.C (4); I1.C (5); I1.C (6)
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Chapter 53 Medication Administration
Preparing to Administer a Drug
Rights of Medication Administration

Week 4 Chapter 53 Medication Administration
Homework: Workbook pgs. 717-719 (approx.. 1 hrs)
Drug Routes and Equipment
Medications by Mouth
Medications by Injection
- Application Activity #1 workbook page 723
Administering Oral Drugs L.P (8) Procedure 53-1
Administering Buccal or Sublingual Drugs L.P (7); L.P (9) Procedure 53-2

Week 5  Chapter 53 Medication Administration

Homework: Workbook pgs. 720-722 questions (approx.. 1 hr.)
Medications by Injection continued

Drawing a Drug form an Ampule ILP (1); ILA (1) Procedure 53-3
Reconstituting and Drawing a Drug for Injection Procedure 53-4
Giving an Intradermal Injection L.P (9); IL.P (1) Procedure 53-5
Giving a Subcutaneous Injection Procedure 53-6

Week 6 Chapter 53 Medication Administration

Homework: Workbook pgs. 723-724 (approx. 1 hr.)
Other Medication Routes

Giving an Intramuscular Injection Procedure 53-7
Special Considerations

Patient Education about Medications

Charting Medications

Chapter 53 Written examination

GRADING:

Written Examinations 40%
Workbook/Homework Assignments 5%

Procedure Competency Evaluations  45%
Participation 10%

100% of competencies must be passed in order to pass this course. See learning objectives
above.

One point per absence is deducted from the final grade. A fifth absence may result in a failing
grade for the course.
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ATTENDANCE POLICY: Students are expected to attend all classes, and are responsible for
work missed during any absence from class. Students should notify their instructors as soon as
possible of any anticipated absences. Absences are considered excessive when a student has
missed more than 20% of a course (excused/unexcused), and can result in the student’s being
removed from or failing the course. Any student that arrives at least 10 minutes late or leaves at
least 10 minutes early may be marked absent by the instructor. Students may need to consider a
leave of absence or selected course withdrawals, if they have missed a significant portion of
class.

This is a 30 hour course and meets for 1_hour per day; therefore, to successfully meet the 80%
attendance requirement you may not be absent for more than 6 days (excused/unexcused).
Further, any 5™ and 6" absence requires make up work to be submitted within 2 sessions from

your return to class. please see me for your assignment.

GRADING SYSTEM:

Numerical Points Letter
96 or higher 4.00 A
90-95 3.70 A-
87-89 3.30 B+
84 - 86 3.00 B
80— 83 2.70 B-
77-179 2.30 C+
74-176 2.00 C
70-73 1.70 C-
67 - 69 1.30 D+
64 - 66 1.00 D
60— 63 00.7 D-
59 and below 0.00 F
Withdrew Failing; 0.00 WF

Discontinuance Status
The following are not counted in determining Grade Point Average, but will impact the
maximum time frame for completion:
I Incomplete
W Withdrawn
TR Transfer Credit
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RIDLEY-LOWELL BUSINESS AND TECHNICAL INSTITUTE
COURSE SYLLABUS
COURSE TITLE: PRINCIPLES OF PHARMACOLOGY

COURSE NUMBER: PHA101

COURSE DESCRIPTION: This course will introduce the basic concepts of pharmacology and
drug administration. Definitions and identification of drug sources, types, and actions will be
covered. Consumer safety and legal regulations concerning drugs will be taught, as will the use
of drug references and manuals. Specific medications and their classifications will be discussed
in relation to their actions, side effects, and other essential information. Skin ointments, anti-
infective, anesthetics, and medications used for all body systems will be covered. This course
includes, at a minimum, 7.5 hours of homework.

PREREQUISITE: MMT101-MMT104
CREDIT HOURS: 2
LEARNING OBJECTIVES:

Chapters 12-27

¢ Define, spell and identify specific terms associated with pharmacology

» Distinguish between the drug names: generic, brand (trade), chemical and official

e Utilize drug guides and manuals

» Identify the actions of drugs in the human body

¢ Define standard medical abbreviations

¢ Identify common antibiotics/antifungals, their use, precautions and side effects

¢ Define and identify drug classifications and commonly used drugs for each body system
o Autonomic Nervous System

Antineoplastic Drugs

Urinary System Drugs

Gastrointestinal Drugs

Anti-infective Drugs

Eye Medications

Analgesics, Sedatives, and Hypnotics

Psychotropic Medications

Musculoskeletal and Anti-inflammatory Drugs

Anticonvulsants and Antiparkinsonian Drugs

Endocrine System Drugs

Reproductive System Drugs

0O 0 00 0O 00 0 0O 00
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o Cardiovascular Drugs
o Respiratory System Drugs
o Drugs and Older Adults
e Explain the importance of patient education and the necessary information for commonly
used drugs

INSTRUCTIONAL MATERIALS AND REFERENCES:

e Textbook: Essentials of Pharmacology for Health Professions, 7th Edition; Ruth Woodrow,
Bruce J. Colbert, David M. Smith. Delmar/Thomson Learning 2015.
Delmar Nurse’s Drug Handbook 2014 Edition
Supplemental materials include instructor handouts, the electronic resources available
through ridleylibrary.com, and other in-house library resources at Ridley-Lowell.

INSTRUCTIONAL METHODS:

® Lecture: Lecture and review of both textbook and workbook materials will be utilized for
each unit.

¢ Lab Activities: Practical hands-on assignments will be given to demonstrate understanding
of the lecture material.

¢ Homework: Completion of out-of-class assignments is essential for effective use of class
time and reinforcement of lecture material.

* Quizzes/Tests/Projects: Tests will be used to measure student mastery of learning
objectives.

TOPICAL OUTLINE:

Week 1 Chapter 12 Skin Medications, Chapter 13 Autonomic Nervous System Drugs,
Chapter 15 Urinary System Drugs
Homework: Read chapters 12, 13, 15 and complete the Case Studies and Chapter Review
Quizzes pages: 215, 228, 265 (approx. 1.5 hours)
Chapter 12
¢ Identify side effects of the seven major categories of skin medications and
contraindications when appropriate
e Classify drugs according to their action: antipruritic, emollient, keratolytic,
enzymatic, antifungal, anti-infective, and acne agents
® Quiz Chapter 12

Chapter 13
» Compare and contrast characteristics of the four categories of autonomic nervous
System drugs
¢ List the most frequently used drugs in each four categories and the purpose of
Administration

Chapter 15 cont.
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e Describe the possible side effects of each of the key drugs
¢ Quiz Chapter 13
Chapter 15
e Compare and contrast the four types of diuretics for uses, side effects, cautions,
And interactions
* Medications for gout, antispasmodics, cholinergic, urinary analgesics, alpha- blockers
e Quiz Chapter 15 (optional; at teacher discretion)
Chapter 12, 13, 15 Written Examination

Week 2 Chapter 16 Gastrointestinal Drugs, Chapter 17 Anti-infective Drugs
Homework: Read chapters 16 & 17 and complete the Case Studies and Chapter Review
Quizzes pages: 291-292, 331-332 (approx. 1 hour)
Chapter 16
¢ Describe side effects, contraindications, and interactions of antacids, antiulcer agents,
antidiarrheal agents, antiflatulents, cathartics and laxatives, and antiemetic’s
¢ Compare and contrast the seven types of laxatives according to use, side effects,
contraindications, and interactions
¢ Identify examples of drugs from each of the eight gastrointestinal drugs
e Quiz Chapter 16
Chapter 17
o Identify side effects, contraindications, and interactions common to each category of
anti-infective agents
e Describe general patient instructions for anti-infective therapy
e Quiz Chapter 17

Chapter 16, 17 Written Examination

Week 3 Chapter 19 Analgesics, Sedatives, and Hypnotics, Chapter 20 Psychotropic
Medications, Alcohol, and Drug Abuse
Homework: Read chapters 19 & 20 and complete the Case Studies and Chapter Review
Quizzes pages: 372, 408-409 (approx. 1.5 hours)
Chapter 19
¢ Compare and contrast the purpose and action of nonopioid, opioid, and adjuvant
Analgesics, sedatives, and hypnotics
e List side effects of the major analgesics, sedatives, and hypnotics
® Quiz Chapter 19
Chapter 20
e Categorize the most commonly used psychotropic medications: CNS stimulants
Antidepressants, anxiolytics, antimanic, and antipsychotic medications
o List the purpose, action, side effects, interactions, and contraindications
e Describe the physiclogical effects and treatments
¢ Quiz Chapter 20
Chapter 19, 20 Written Examination
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Week 4

Chapter 21 Musculoskeletal and Anti-inflammatory Drugs, Chapter 22
Anticonvulsants, Antiparkinsonian Drugs, and Agents for Alzheimer’s Disease,
Chapter 23 Endocrine System Drugs

Homework: Read Chapters 21, 22, 23 and complete the Case Studies and Chapter Review

Chapter 21

Chapter 22

Chapter 23

Quizzes Pages: 423-424, 445-446, 471-472 (approx. 1.5 hours)

Identify commoniy used skeletal muscle relaxants and their side effects
Differentiate among the anti-inflammatory drugs, antirheumatic drugs, and drugs to
treat acute episodes of gout

Explain the serious side effects of NSAIDs

List drug interactions with NSAIDs

Quiz Chapter 21

Identify the medications used for epilepsy and parkinsonism; list common side effects
Describe patient education appropriate for those receiving anticonvulsants and
antiparkinsonian drugs

Describe the drugs for treatment of Alzheimer’s disease

Quiz Chapter 22

Identify medications given for hypothyroidism and hyperthyroidism; describe side
effects

Explain the uses of oral antidiabetics and insulin’s according to action

Explain patient education for those receiving endocrine drugs

Quiz Chapter 23 (optional; at teacher discretion)

Chapter 21, 22, 23 Written Examination

Week 5 Chapter 24 Reproductive System Drugs, Chapter 25 Cardiovascular Drugs
Homework: Read Chapters 24, 25 and complete the Case Studies and Chapter Review

Chapter 24

Chapte

® ¢ o o

25

Quizzes Pages: 500-501, 541-542 (approx. 1 hour)

Identify the uses, side effects, precautions, and contraindications for androgens,
estrogens, progestin’s, and contraceptives

Explain the uses of oxytocic’s, terbutaline, prostaglandins, and magnesium sulfate
Describe the uses of GnRH analogs

Explain drug therapy for impotence

Quiz Chapter 24

Identify the different types of antiarrhythmic and side effects

Identify the most commonly used antihypertensive and side effects

Describe the different types of coronary vasodilators

Explain appropriate and important patient education for each cardiovascular drugs
Quiz Chapter 25

Chapter 24, 25 Written Examination
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Week 6  Chapter 26 Respiratory System Drugs and Antihistamines, Chapter 27 drugs and
Older Adults
Homework: Read Chapters 26, 27 and complete the Case Studies and Chapter Review
Quizzes Page: 568-569, 582-583 (approx. 1 hour)
Chapter 26
®  Describe uses of and precautions necessary with oxygen therapy
e  Classify a list of respiratory system drugs and precautions
e  Describe uses, side effects, and contraindications for bronchodilators and
antitussives
*  Describe the action and uses of antihistamines and decongestants
e Quiz Chapter 26
Chapter 27
» Identify drugs that frequently cause adverse side effects in older adults
e Describe the dangers and side effects associated with NSAID therapy
*  Explain patient education for nonsteroidal anti-inflammatory drugs and GI drugs
e  Quiz Chapter 27
Chapter 26, 27 Written Examination

GRADING:

Written Examinations 40%
Quizzes 30%
Homework Assignments 20%
Participation 10%

100% of competencies must be passed in order to pass this course. See learning objectives
above.

One point per absence will be deducted from the final grade. A fifth absence may result in a
failing grade for the course.

ATTENDANCE POLICY: Students are expected to attend all classes, and are responsible for
work missed during any absence from class. Students should notify their instructors as soon as
possible of any anticipated absences. Absences are considered excessive when a student has
missed more than 20% of a course (excused/unexcused), and can result in the student’s being
removed from or failing the course. Any student that arrives at least 10 minutes late or leaves at
least 10 minutes early may be marked absent by the instructor. Students may need to consider a
leave of absence or selected course withdrawals, if they have missed a significant portion of
class.

This is a 30 hour course and meets for 1_hour per day; therefore, to successfully meet the 80%
attendance requirement you may not be absent for more than 6 days (excused/unexcused).

Further, any 5™ and 6% absence requires make up work to be submitted within 2 sessions from
your return to class, please see me for your assignment.
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GRADING SYSTEM:

Numerical Points Letter
96 or higher 4.00 A
90 - 95 3.70 A-
87 -89 3.30 B+
84 -86 3.00 B
80 — 83 2.70 B-
77-179 2.30 C+
74 -176 2.00 C
70-73 1.70 C-
67 - 69 1.30 D+
64 - 66 1.00 D
60-63 00.7 D-
59 and below 0.00 F
Withdrew Failing; 0.00 WF

Discontinuance Status

The following are not counted in determining Grade Point Average, but will impact the
maximum time frame for completion:
I Incomplete

W Withdrawn
TR  Transfer Credit
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RIDLEY-LOWELL BUSINESS AND TECHNICAL INSTITUTE
COURSE SYLLABUS

COURSE TITLE: CLINICAL PROCEDURES 6
COURSE NUMBER: MCP106

COURSE DESCRIPTION: In this course you will be introduced to the electrocardiograph
instrument and how to properly administer an electrocardiogram. You will learn how to apply
electrocardiograph electrodes and wires, operate the instrument, troubleshooting problems, holter
monitors, stress testing, and the basics of performing respiratory procedures like spirometry,
peak flow and pulse oximetry. You also will gain knowledge in the foundations of
pharmacology and an overview of the role of drugs in ambulatory healthcare facilities. This
course includes, at a minimum, 7.5 hours of homework.

PREREQUISITE: MCP101
INSTRUCTOR:

CREDIT HOURS: 2
LEARNING OBJECTIVES

Chapter 49

¢ LP (4) Perform pulmonary function testing ((Procedure 49-3)
LP (5) Perform electrocardiography (Procedure 49-1)

Chapter 51

e LC (11) Identify the classifications of medications, including desired effects,
side effects, and adverse reactions

e LC (12) Describe the relationship between anatomy and physiology of all body
systems and medications used for treatment in each

e II.C (6) Identify both abbreviations and symbols used in calculating medication
dosages

¢ IVPP(3) Use medical terminology, pronouncing medical terms correctly, to
communicate information, patient history, data and observations

¢ IX.C(13) Discuss all levels of governmental legislation and regulation as they
apply to medical assisting practice, including FDA and DEA regulations
dosages
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INSTRUCTIONAL MATERIALS AND REFERENCES

Textbook ,Workbook, Medical Assisting Administrative and Clinical Procedures
with Anatomy and Physiology 5e
Booth, Whicker, Wyman, - McGraw Hill 2014

Supplemental materials include instructor handouts, the electronic resources available
through ridleylibrary.com, and other in-house library resources at Ridley-Lowell,

INSTRUCTIONAL METHODS:

¢ Lecture: Lecture and review of both textbook and homework materials will be
utilized for each unit

® Learning activities: Completed homework is essential for effective use of class time
and reinforcement of lecture material

® Quizzes/Tests: Quizzes and tests will be used to measure student mastery of learning
objectives

TOPICAL OUTLINE:

Week 1 Chapter 49 Electrocardiography and Pulmonary Function Testing
¢ The Medical Assistant’s Role in Electrocardiography and Pulmonary Testing
e Homework: Workbook pgs. 661-664: Vocabulary and Content Review
(approx. 1.5 hrs.)
Basic Principles of Electrocardiography
¢ The Electrocardiograph
e Performing an ECG
- Preparing the room and equipment
- Preparing the patient

Instructor: RMA Examination (Have students complete RMA Exam Application and
submit to Medical Program Director)

Week 2 Chapter 49 Electrocardiography and Pulmonary Function Testing

e Performing an ECG continued:
- Applying the electrodes and connecting wires
- Operating the electrocardiograph
- Troubleshooting: Artifacts and other problems
- Completing the procedure

¢ Obtaining an ECG LP (5) (Procedure 49-1)

e Homework: Workbook pgs. 664-668: Short Answer (approx. 1.5 hrs.)
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Week 3 Chapter 49 Electrocardiography and Pulmonary Function Testing

Exercise Electrocardiography (Stress Testing) and Echocardiography
Ambulatory Electrocardiography (Holter Monitoring)

Homework: Warkbook pgs. 668-669 Case Studies 1-5 (approx. 1.5 hrs.)
Pulmonary Function Testing

Pulse Oximetry

Measuring Forced Vital capacity Using Spirometry LP (4) (Procedure 49-3)

Chapter 49 Examination

Week 4  Chapter 51 Principles of Pharmacology

¢ The Medical Assistant’s Role in Pharmacology

e Pharmacology

- Pharmacognosy (Sources of drugs)

Pharmacodynamics
- Pharmacokinetics
- Pharmacotherapeutics
Toxicology
¢ Drug Names and Categories
o Homework: Workbook pgs. 693-696 Vocabulary and Content Review (approx. 1 hr.)

Week 5  Chapter 51 Principles of Pharmacology
*  FDA Repgulation and Drugs
e The FDA and CAM Therapies
¢  Sources of Drug Information
- Physician’s Desk Reference (PDR)
- United States Pharmacopeia
- American Hospital Formulary Service (AHFS)
- Epocrates
- Package Insert
- Drug Labels
e  Helping the Physician Comply with the Controlied Substances IX.C (13)
(Procedure 51-1)

o Homework: Workbook pgs. 696-699 Short Answer (approx. 1 hr.)

Week 6  Chapter 51 Principles of Pharmacology
¢ Controlled Substances
Prescriptions
Nonpharmacologic Pain Management
Vaccines
Interpreting a Prescription II.C (6); IV.P (3) (Procedure 51-2)
Homework: Workbook pgs. 699-702 (approx.. 1 hr.)

Chapter 51 Written examination: I.C (11); I.C (12)
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GRADING:

Written Examinations 40%
Workbook/Homework Assignments 5%

Procedure Competency Evaluations  45%
Participation 10%

100% of competencies must be passed in order to pass this course. See learning objectives
above.

One point per absence is deducted from the final grade. A fifth absence may result in a failing
grade for the course.

ATTENDANCE POLICY: Students are expected to attend all classes, and are responsible for
work missed during any absence from class. Students should notify their instructors as soon as
possible of any anticipated absences. Absences are considered excessive when a student has
missed more than 20% of a course (excused/uncxcused), and can result in the student’s being
removed from or failing the course. Any student that arrives at least 10 minutes late or eaves at
least 10 minutes early may be marked absent by the instructor. Students may need to consider a
leave of absence or selected course withdrawals, if they have missed a significant portion of
class.

This is a 30 hour course and meets for 1 hour per day; therefore, to successfully meet the 80%
attendance reqmrernent you may not be absent for more than 6 days (excused/unexcused)

Further, any 5" and 6™ absence requires make up work to be submitted within 2 sessions from
your return to class, please see me for your assignment.

GRADING SYSTEM:

Numerical Points Letter
96 or higher 4.00 A
90-95 3.70 A-
87-89 3.30 B+

84 - 86 3.00 B
80—83 2.70 B-
77-79 2.30 C+

74 -76 2.00 C
70-173 1.70 C-
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67 - 69

64 — 66

60—63

59 and below

Withdrew Failing;
Discontinuance Status

1.30
1.00
00.7
0.00
0.00

D+
D
D-
F
WF

The following are not counted in determining Grade Point Average, but will impact the
maximum time frame for completion:

I Incomplete
W Withdrawn
TR  Transfer Credit
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