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Medical Assistant - Clinical
Basic Course Information

	Course Title:
	Medical Assistant - Clinical

	CTE Industry Sector:
	Health Science and Medical Technology

	Career Pathway:
	Healthcare Administrative Services


	Course Level:
	
	Introductory
	x
	Concentration
	x
	Capstone


	Course Number:
	1641

	CBEDS Title:
	Advanced Healthcare Administrative Services

	CBEDS Number:
	7932

	Course Hours:
	360 hours of theory and labs and a minimum of 160 hours of externship or until satisfactory completion of all assigned materials.

	Prerequisites:
	Healthcare Essentials, 8th grade reading level.

Must understand and communicate effectively in English.

	Evaluation:
	Evaluation of individual achievement is based upon satisfactory completions of a minimum of 75% in the following areas:

1. Understanding and appropriate use of common medical terms and abbreviations.

2. Comprehension of basic anatomy and physiology of the human body.

3. Appropriate demonstration of interpersonal communication.

4. Satisfactory progress and participation in classroom activities as evaluated by the instructor.

5. Understanding of legal aspects of health care delivery, medical etiquette, and ethics.

6. Participation in class discussions, exercises, and role play assignments. 

7. Written topic specific assignments as selected by the instructor.

8. Demonstration of basic math skills and application

9. Understands and demonstrates all aspects of the role of a Medical Assistant Clinical such as safety standards, infection control, patient care/education, diagnostic equipment, laboratory procedures, injections, and venipunctures.



	Conditions for Repetition:
	Students who have failed to meet the objectives because of insufficient attendance or inability to master content may repeat the course.

	Articulation Information:
	Southwest College
Medical Assistant Clinical MEDOP 234

	Articulation Credit:
	4 credits

	High School elective Credit:
	This course is offered on a CREDIT/NON-CREDIT basis.  A student may earn one (1) high school elective credit for each sixty hour of productive attendance.  Up to (8)

	Advisory Committee Meetings:
	Annually


Course Description

	This course provides entry-level training for employment at a healthcare facility as a multi-skilled member of a healthcare team. Students receive hands on training on taking temperature, pulse, respiration, blood pressure, and injections. Due to government health regulations, students must be at least 18 years old to perform injections and venipunctures. 
The clinical medical assistant will function in coordinating, performing and assisting the physician with clinical procedures. Instruction includes medical ethics, interpersonal multicultural communication skills, occupational safety, medical terminology, basic anatomy, basic pharmacology (to include injections), assisting with minor office surgery; various procedures, treatments, and diagnostic tests, performing electrocardiography and audiometry. Training may include documenting, filing, telephone and basic office communication skills. 
This course prepares students to take the California Certifying Board for Medical Assistant (CCBMA) and the American Association of Medical Assistant (AAMA) exams. Proof of taking Medical Terminology must be provided at time of enrollment. A course certificate or school transcript listing Medical Terminology taken during the last 12 months is acceptable. If a student currently works in the medical field, a course certificate/transcript listing Medical Terminology may be accepted up to 24 months from time of enrollment. Prior to internship assignment students must have a current BLS (CPR) for Healthcare Provider and First Aid card through the American Heart Association, have a tetanus immunization, and a negative TB skins test or chest x-ray completed within 6 months prior to placement in externship. Hepatitis B screening and/or inoculation is strongly recommended for student's health protection. Student is responsible for the cost of Immunizations and CPR class.
 All students are expected to wear the appropriate uniform/scrubs, white close-toe leather shoes, a watch with second hand, acrylic nails are not permitted. Students are encouraged to complete both the clinical and the administrative sections of the Medical Assistant program to improve employment and certification opportunities. A high school diploma or GED is required to enhance employment opportunities.
Students will engage in leadership activities throughout their CTE pathway. These leadership outcomes will be based on the Standards for Career Ready Practice (SCRP) listed in each instructional unit.  Leadership categories include Personal Growth and Professional Responsibility, Growing Leaders, and Community Outreach.  Students will gather evidence of leadership outcomes to put in a portfolio project with will be completed at the end of the pathway.  Students have opportunity to present their portfolios in academic classrooms to peers and teachers, as part of annual school events (Workforce of the Future event, Industry Advisory, etc.).   A selection of portfolio projects will also be posted on the Sweetwater Adult CTE website: http://adultcte.weebly.com/


Instructional Strategies

	Teacher lecture and demonstration
30%

Class discussions
15%

Small group dynamics………………………………………………
9%

Video presentations
5%

Cooperative learning groups
5%

Teacher supervision of lab work
5%

Teacher supervision of student practice
15%

Guest speakers
1%

Evaluation
15%


Instructional Materials

	Textbooks: Paperback: Workbook for Keir/Wise/Krebs/Kelley-Arney’s Medical Assisting: Administrative and Clinical Competencies, 6th Edition


Career Plan:  How this Course fits into the Course Sequence 

	Sequence of Courses
	Course Level
	Primary Funding Source
	Perkins

Funded
	Total Duration

	Name of Course
	Intro.
	Concentration
	Capstone
	District/COE
	ROCP
	Yes or No
	(In hours)

	Health Care Essentials 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	100

	· Student can choose from the following groups:

	Medical Assistant - Administrative
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	520

	Medical Assistant - Clinical
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	520

	Certified Nurse Assistant
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	230


	Pathway occupations organized by level of education and training required for workplace entry.

(Asterisked occupations require certification or licensure.)

	Postsecondary Training

(certification and/or AA degree)
	College University

(bachelor’s degree or higher)

	· Medical Receptionists
· Medical Records Clerks
	•
Health Service Administrators

· Hospital/Home Administrators


Occupations for Identified Pathway

Course Goals

	1. Gain an introduction to the background of the Health Science and Medical Technology Industry as well as the qualifications of successful medical assistants.

	2. Acquire the understanding of the Medical Assisting Clinical role and responsibilities.

	3. Acquire the knowledge and skill necessary to operate computer programs used in medical facilities.

	4. Demonstrate effective verbal and non-verbal communication skills.

	5. Demonstrates the ability to perform industry safety and health maintenance standards.

	6. Demonstrates understanding of basic human anatomy and physiology.

	7. Demonstrates knowledge of medical terminology.

	8. Develop an ability to perform various clinical procedures utilized in the medical field.

	9. Demonstrates understanding use of mathematics in the medical field.

	10. Demonstrates proper knowledge in performance of basic in-office laboratory procedures such as the use of microscopes, centrifuge, and other laboratory equipment.

	11. Demonstrates proper knowledge of therapeutic diets.

	12. Become eligible to obtain Health Care Provider CPR Certification.

	13. Master overall concepts and understanding of medical administrative duties and responsibilities for a Medical Assistant Clinical.

	14. Learn how to develop a career plan and complete documentation such as a job application resume, and cover letter.

	15. Complete portfolio project and present at the end of the course.


Instructional Module/Unit

	Unit 1
	Introduction
	Class Hrs.
	5
	Lab Hrs.
	2



Description:

	Students gain an introduction to the course and learn class expectations.  They are introduced to the common traits exhibited by people successfully working in this field, personal qualifications, interests, aptitudes, and knowledge of skills necessary to succeed this career pathway. Students examine the historical and economic background of this field as well as current opportunities available.  In addition students will examine the personal, professional, and educational requirements needed to meet their goals.  

	Unit 1 Competency:  Upon Completion of this unit, the student is able to:

	1. Identify the personal qualifications, interests, aptitudes, knowledge and skills of successful Medical Assistant.

	2. Demonstrate an understanding of personal, professional, and educational requirements of this career field.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 3.1, 3.2, 3.3, 3.4, 3.5, 3.6, 3.7, 3.9, 7.1, 7.2, 7.3, 7.7, 7.8, 9.1, 9.2, 9.3, 9.4, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C4.1, C4.3, C6.1-C6.5, C7.1-C7.4, C8.1 Academic Standards: LS11-12.1- 11-12.6,

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 2
	Medical Assisting Clinical Role & Responsibilities
	Class Hrs.
	23
	Lab Hrs.
	5



Description:

	Students learn the basic role of the medical assistant and the ethical laws and HIPPAA regulations that they are governed by.

	Unit 2 Competency:  Upon Completion of this unit, the student is able to:

	1. History of medicine and current issues related to health care.

	2. Introduction to Allied Health Care.

	3. Role of the Medical Assistant.

	4. Interpersonal communication.

	5. Law and Ethics for the Medical Assistant.

	6. Confidentiality.

	7. HIPAA – Health Insurance Portability Accountability Act.

	8. Violence and Sexual Harassment in the workplace.

	9. Multicultural issues/Cultural linguistics Appropriate Standards (CLAS).

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 3
	Operating Computer Programs
	Class Hrs.
	20
	Lab Hrs.
	10



Description

	Students learn the basic components and operating system of computers and learn to use those tools to complete word required in a medical office.

	Unit 3 Competency: Upon Completion of this unit, the student is able to:

	1. input information

	2. retrieve data

	3. conduct research

	4. create reports

	5. statements

	6. prepare correspondence

	7. complete claim forms

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 4
	Communications
	Class Hrs.
	13
	Lab Hrs.
	10



Description

	Students will learn how to communicate effectively verbally and non-verbally with patients in the clinic and over the phone.

	Unit 4 Competency: Upon Completion of this unit, the student is able to:

	1. Provide Customer Service

	2. Use correct Telephone Techniques

	3. Difference between verbal and non-verbal communications

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 5
	Safety & Health Maintenance
	Class Hrs.
	18
	Lab Hrs.
	5



Description

	Students will learn the standard precautions for safe handling of bio hazardous material as well as the proper method for disposal.  Students will become familiarized with the OSHA regulations and the outcome of not following these regulations.  They will also learn about the spread of different types of bacteria and viruses and measures on how to minimize the spread of infections.

	Unit 5 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrate an understanding of preventive health practices, safety issues and employees responsibilities relating to personal and patient health.

	2. Occupational Safety and Health Administration (OSHA )

	3. Standard Precautions and Transmission based precautions and disposal of biohazards waste.

	4. Demonstrates understanding of breaking the chain of infection.

	5. Demonstrates understanding of emergency protocols such as fire, earthquake disaster preparedness and violence in the workplace.

	6. Demonstrates an understanding of body mechanics, ergonomics, and devices utilized in moving and transporting patients.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 6
	Body Structures & Functions
	Class Hrs.
	40
	Lab Hrs.
	15



Description

	Students will gain an overview of the body structures and their functions. 

	Unit 6 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrate knowledge of basic anatomy and physiology of the human body, addressing all body systems:

	1.1 Musculoskeletal system

	1.2 The Senses

	1.3 Nervous system

	1.4 Cardiovascular system

	1.5 Lymphatic system

	1.6 Integumentary system

	1.7 Endocrine system

	1.8 Respiratory system

	1.9 Digestive system

	1.10 Urinary system

	1.11 Immune system

	1.12 Reproductive system

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 7
	Medical Terminology
	Class Hrs.
	16
	Lab Hrs.
	10



Description

	Students gain familiarity with anatomy and physiology, and learn techniques to recognize and group medical words.

	Unit 7 Competency: Upon Completion of this unit, the student is able to:

	1. Recognize common roots, suffixes, and prefixes and combining of word parts.

	2. Demonstrate understanding of medical terminology and abbreviations through exercises related to oral pronunciation, spelling, and the appropriate utilization of terms addressing all body systems listed in objective #5.1.1 through 5.1.12.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 8
	Clinical Procedures
	Class Hrs.
	30
	Lab Hrs.
	10



Description:

	Students will familiarize and role play the proper techniques for various clinical procedures.

	Unit 8 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrates proper techniques for medical clinical exam procedures such as patient intake, taking vitals – pulse, respiration, temperature, blood pressure, height & weight, and charting documentation.

	2. Demonstrates proper techniques for assisting in both male and female Physical Examinations.

	3. Demonstrates proper techniques for Auditory and Vision screening.

	4. Demonstrate proper techniques for positioning and draping patients for medical procedures/exams.

	5. Minor office surgeries:

	5.1 Demonstrates correct method of hand washing, sterilization, disinfection, care and maintenance of instruments and equipment commonly used in minor surgeries a medical office setting. Provides assistance in minor office surgery to include pre-op and post-op care and instructions.

	6. Medical asepsis/Infection control:

	6.1 Demonstrates proper knowledge of aseptic and sterile techniques, use of autoclave, and assistance in skin preparation and wound care.

	6.2 Demonstrates competency set-up of minor surgery tray without contaminating equipment or supplies.

	7. Pharmacology:

	7.1 Preparing and administering medications.

	7.1.1 Demonstrates knowledge of drug classifications, routes of administration, and safety guidelines for administration.

	7.1.2 Demonstrates competency in administering a minimum of 10 injections in each of the following: intramuscular, intradermal, and subcutaneous.

	7.2 Physician’s Desk Reference (PDR)

	7.2.1 Demonstrates use of PDR to find basic information about various drugs.

	8. Diagnostic Procedures

	8.1 Demonstrates ability to perform common diagnostic procedures such as Electrocardiogram, (EKG), audiometer, and spirometry.

	8.2 Demonstrates basic knowledge for setting up for a sigmoidoscopy.

	8.3 Demonstrates basic knowledge of radiology, Computerized Axial Tomography (CAT ) scan, Magnetic Resonance Imaging (MRI), and ultrasound (UTZ) – theory tested only.

	8.4 Demonstrates basic knowledge in treatment modalities such as the application of heat and cold.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 9
	Math & Language Skills
	Class Hrs.
	10
	Lab Hrs.
	10



Description

	Students master basic math and language/communication skills necessary to work as an effective medical administrative assistant.

	Unit 9 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrate the ability to accurately add, subtract, multiply and divide.

	2. Demonstrate the ability to accurately calculate percentages.

	3. Demonstrate ability to perform conversions from standard to metric system.

	4. Demonstrate the ability to compose written correspondence.

	5. Demonstrate improvement in oral and written communications.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 10
	Laboratory Equipment & Procedures
	Class Hrs.
	23
	Lab Hrs.
	10



Description:

	Students gain the basic knowledge of properly handling lab equipment and performing various lab procedures.

	Unit 10 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrates proper knowledge in use of laboratory equipment such as use of the microscope, centrifuge, and other equipment.

	2. Demonstrates the ability to perform hematological tests such as, Erythrocyte Sedimentation Rate (ESR), blood glucose, cholesterol, and hemoglobin and hematocrit (H&H).

	3. Demonstrates the ability to collect, prepare, perform tests on specimens such as, urine, stool, throat cultures, and pregnancy tests.

	4. Demonstrates competency in venipunctures and capillary draws with a minimum of 10 successful blood draws.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 11
	Nutrition
	Class Hrs.
	10
	Lab Hrs.
	5



Description

	Students will learn the procedure for pre-op and post-op procedures. They will learn about various diets to help educate patients with certain medical conditions.

	Unit 11 Competency: Upon Completion of this unit, the student is able to:

	1. Will name, describe, and explain the purposes of various therapeutic diets.

	2. Will educate patients for pre-op and post-op preparation.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 12
	CPR
	Class Hrs.
	6
	Lab Hrs.
	10



Description:

	Students master basic first aid, and CPR response.

	Unit 12 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrate cardiopulmonary resuscitation for Healthcare Provider CPR Certification by the American Heart Association.

	2. Obtains Basic First Aid certification.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 13
	Performing Administrative Duties
	Class Hrs.
	15
	Lab Hrs.
	15



Description

	Students will gain the knowledge to perform basic administrative duties and the proper use of various office machines used in medical office.

	Unit 13 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrates administrative duties required by a MA Clinical including: scheduling lab work, surgical procedures, radiological procedures, answering telephones, recoding messages, and assisting with patient registration.

	2. Demonstrates proper technique in use of office equipment such as fax and duplicating machines.

	3. Acquire a basic knowledge of health insurance claims, including group and private, managed care, and government sponsored programs such as Medicare, Medi-Cal, and TRICARE.

	4. Demonstrates knowledge of health care practices, trends, philosophies, technologies, and the integration of healthcare delivery systems, (i.e. home care, hospitals, and hospice).

	5. Demonstrates an understanding of “chain of command” in healthcare settings in terms of quality of care and problem resolutions.

	Anchor Standards:2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.1, 4.2, 4.3, 4.4, 5.4, 5.6, 6.2, 6.3, 6.5, 6.8, 7.2, 7.4, 7.7, 8.1, 8.2, 8.3, 8.6, 8.7, 9.3, 10.1, 10.2,11.1, Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1, C5.2, C6.3, C6.7, C7.1-C7.4, C8.1-C8.4, C9.1-C9.5, C12.1-C12.4, C13.1-C13.4, Academic Standards: LS11-12.1- 11-12.6, RSIT 11-12.4, RRLST 11-12.2, 11-12.4, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.8 – 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 14
	Job Career Planning
	Class Hrs.
	8
	Lab Hrs.
	



Description:

	Students create a sample cover letter, personal resume, completed job application, thank you letter, and list of personal references.  They develop their personal career portfolio that contains documents for getting a job as well as a career plan and selected work samples.  Students practice appropriate interviewing techniques.

	Unit 14 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrate the ability to write a cover letter.

	2. Demonstrate the ability to complete a job application.

	3. Demonstrate the ability to write a resume.

	4. Demonstrate successful job interview skills.

	5. Successfully assemble a personal career portfolio.

	6. Conduct a job search through the use of newspaper advertisements, online resources, community agencies, and networking opportunities.

	Anchor Standards: 2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 9.4, 10.5, 11.1, 11.2, 11.3, 11.4, 11.5 Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1-C5-3, C16.1 Academic Standards: LS11-12.1- 11-12.6, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.4-11-12.6, 11-12.8, 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Unit 15
	Work-Based Learning Experiences
	Class Hrs.
	6
	Lab Hrs.
	



Description

	Students will be taught the work based expectations of punctuality, professionalism, dress, demeanor, and telephone etiquette.  Students will engage in discussions with the instructor regarding workplace experiences and the day-to-day aspects of running a small business.

	Unit 15 Competency: Upon Completion of this unit, the student is able to:

	1.Demonstrate the ability to work successfully in the Support Services Pathway.

	2. Demonstrate the ability to “go to work” with a proper attitude towards the work place expectations of punctuality, professionalism, dress, demeanor, and telephone etiquette.

	Anchor Standards: 2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 9.4, 10.5, 11.1, 11.2, 11.3, 11.4, 11.5 Pathway Standards: C1.1, C1.2, C1.5, C1.6, C5.1-C5-3, C16.1 Academic Standards: LS11-12.1- 11-12.6, WS 11-12.2, WS11-12.4-11-12.9, WHSST 11-12.4-11-12.6, 11-12.8, 11-12.10

	Standards for Career Ready Practice (SCRP)

SCRP1-Apply appropriate technical skills and academic knowledge to successfully complete this unit.

SCRP2-Collect work samples and self-assessment to include in portfolio.

SCRP4 -Create an email account and/or Google account.

SCRP6 – Practice personal health while working in the health field: proper hand washing, proper hygiene. Students will learn how diet and exercise affects a person physically/mentally and emotionally.   

SCRP7- Student will act responsibly in the classroom by following classroom rules, showing up on time, being prepared, and being an effective member of a team.  

SCRP8 – Develop and maintain a digital weekly schedule (example: Google calendar) that meets given deadlines for specific tasks.
SCRP9 – Review their role as part of a team in the classroom as well as in the workplace.
SCRP11 – Research the requirements of a desired college career and a vocational career in the medical field and write a paper on the findings.


	Totals
	Theory Hrs.
	243
	Lab Hrs.
	117
	Total Hrs.
	360


	Totals
	Externship Hours
	160
	Total Hrs.
	160


	Total Hrs.
	520
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