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Central Pennsylvania Institute
of Science and Technology

-

STUDENT HANDBOOK ACKNOWLEDGEMENT FORM

Student handbooks are compiled to acquaint students with the policies of the Central Pennsylvania Institute of
Science and Technology campus. The handbooks are available on the CPI website at www.cpi.edu. After
reviewing the handbooks, please sign below to acknowledge receipt of the handbooks and your willingness to
comply with the policies and procedures stated in the CPI Post-Secondary Education Student Handbook, The
Medical Assistant and Practicum Student Handbook and any CPI publication referred to in the handbooks. The
CPI Administrators and Joint Operating Committee reserve the right to amend the handbooks as needed.

Please sign and return this page to the Medical Assistant Program Coordinator:

Date: Print Student Name:

Student’s Signature:
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Central Pennsylvania Institute
of Science and Technology

-

MEDICAL ASSISTANT PROGRAM - STUDENT CONFIDENTIALITY AGREEMENT

I hereby acknowledge that as a student in the Medical Assistant Program at CPI, it is my responsibility to access
and use confidential information only in the course of my education duties and in a way that is consistent with the
confidentiality policy. Confidential information includes, but is not limited to, information about patients/clients,
employees, medical staff, volunteers, visitors, or fellow students. A breach of confidentiality occurs when a student
willfully, negligently or carelessly discloses or causes to be disclosed orally, electronically, or in written form, any
confidential information to any person who does not have a valid “need to know”. It is also impermissible for a
student to acquire confidential information for which they do not have a valid “need to know”, or is not authorized
to have, even if no disclosure occurs.

Violations of this agreement may subject me to civil penalties and/or disciplinary action up to and including
dismissal.

Please sign and return this page to the Medical Assistant Program Coordinator.

Date: Print Student Name:

Student’s Signature:

5|Page



‘1 Central Pennsylvania Institute
\ of Science and Technology

Students are required to read the Medical Assistant Program Student Handbook and
familiarize themselves with the policies and procedures stated within. Any questions
regarding the contents of the handbook may be directed to the Medical Assistant
Program Coordinator or to the Vice President of Post-Secondary Education within
the first week of class. Students are required to sign a form stating that they have
read, understand, agree with, and have clarified any questions regarding the Medical
Assistant Program Policies and Procedures.
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Central Pennsvlvania Institute of Science and Technology Mission Statement

The Mission of the Central Pennsylvania Institute of Science and Technology is to produce highly competent
individuals who are prepared and motivated to pursue the high skill careers of the 21* century.

CPI Medical Assistant Mission Statement

The mission of the Central Pennsylvania Institute of Science and Technology Medical Assistant Program is to prepare
medical assistants who are competent in the cognitive (knowledge), psychomotor (skills), and affective (behavior)
learning domains to enter the profession.

The Central Pennsylvania Institute of Science and Technology is under accreditation for public postsecondary
vocational education (PPVE) under the authority of the Pennsylvania State Board for Vocational Education
(PSBVE). This accreditation includes vocational programs that, at present, do not result in college credit.

Commonwealth of Pennsylvania,
Department of Education,
333 Market Street,
Harrisburg, PA 17126-0333,

www.pde.state.pa.us

The Central Pennsylvania Institute of Science and Technology is accredited by the Commission on
Accreditation of Allied Health Education Programs (www.caahep.org) upon the recommendation of the
Medical Assisting Education Review Board (MAERB).

Commission on Accreditation of Allied Health Education Programs
9355-113" St. N. #7709
Seminole, FL 33775
Phone: 727-210-2350

The Central Pennsylvania Institute of Science and Technology is accredited by the Accrediting Commission
of Career Schools and Colleges (ACCSC).

Accrediting Commission of Career Schools and Colleges
2101 Wilson Boulevard Suite 302
Arlington, VA 22201
WWw.acesc.org
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Medical Assistant Program Goals

Standard II.A: To prepare medical assistants who are competent in the cognitive (knowledge), psychomotor (skills), and
affective (behavior) learning domains to enter the profession.

The goal of the Medical Assistant Program is to prepare competent entry-level medical assistants in the
learning domains defined by the MAERB core curriculum and CAAHEP standards.

o Promote critical thinking and problem-solving abilities related to patient care.

o Provide students with comprehensive knowledge of anatomy & physiology, medical terminology,
pharmacology, administrative tasks, clinical procedures, including all practices relevant to ambulatory
care settings.

o Provide adequate hands-on experience pertaining to data entry into the electronic health record, patient
scheduling, billing, and coding.

o Train students to accurately and safely perform vital signs, medication administration, ECGs, clinical
procedures, and specimen collections.

o Promote adherence to legal and regulatory guidelines, cultural competence, and continuing education.

o Train students in professionalism, effective communication skills, and ethical behavior pertaining to
interactions with patients, families, and other members of the healthcare team.

o Prepare students to take the national certification exam.

o Promote confidence in knowledge and ability to gain employment in the ambulatory care setting.

o Train students to be an effective member of the healthcare team.

CPI Medical Assistant Core Values

The core values of Central Pennsylvania Institute of Science and Technology Medical Assistant
Program are the same as that of the American Association of Medical Assistants in that we strive to;

Actively participate in the delivery of quality health care.

Promote patient safety and well-being.

Contribute to a positive health care experience for patients.
Demonstrate integrity and respect, and protect patient confidentiality.
Advocate the essential value of certification and continuing education.
Embrace change, growth, and learning.

Definition

A Medical Assistant is an allied health professional who practices as a member of the health care
delivery team and performs a variety of administrative and clinical duties.

Cognitive (knowledge): To provide instruction in the cognitive levels to increase retention of
knowledge and generalization of learning to other settings.

Psychomotor (skills): To provide instruction in the psychomotor (skills) learning domain to
help students acquire the necessary skill sets that will complement the cognitive domain of
learning.

Affective (behavior): To provide instruction to allow students to demonstrate behaviors and
perform learned skills that reflect acquired attitudes within these levels of learning.
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Outcomes/Objectives - Diploma in Medical Assistant

The Medical Assistant curriculum is designed to provide quality education to assist the student in acquiring,
maintaining, and improving competence in the delivery of patient healthcare in various healthcare settings.
This is done in collaboration with local business, labor, and the healthcare community. Our goal is to prepare
competent entry-level medical assistants in the cognitive (knowledge), psychomotor (skills), and affective
(behavior) learning domains.

Upon completion of the Medical Assisting Diploma Program, the graduates will (minimum expectations):

L.

Demonstrate knowledge in healthcare including; medical law and ethics, medical terminology,
psychology, and anatomy and physiology of the human body;

have an in-depth knowledge of the clinical responsibilities of a medical assistant to include: asepsis
and infection control, specimen collection and processing, diagnostic testing, pharmacology, medical
emergencies and patient care and instruction;

perform and understand administrative responsibilities of a medical assistant to include: legal
concepts, communication skills, professionalism, clerical functions, bookkeeping and basic
accounting, insurance and coding, and facility management;

effectively use basic equipment utilized by a medical assistant, including: microscope, autoclave,
electrocardiograph, centrifuge, spirometer, audiometer, glucometer, and computer equipment;
perform and understand invasive and non-invasive procedures that provide pertinent information in
the diagnosis and treatment of the patient;

understand the Code of Ethics for Medical Assisting, be able to work collaboratively, and attend to
patient needs;

develop the commitment to lifelong learning and the pursuit of personal and professional growth
through the participation in educational and professional activities;

successfully pass the national certification exam for the CMA (AAMA) credential given by the
American Association of Medical Assistants (AAMA) and secure an entry-level position in the
Medical Assisting field.

CPI’s Medical Assistant Program will educate students to demonstrate excellent work ethics and
professional values. These include but are not limited to students who:

Adhere to protocols

Master entry-level competencies

Maintain a positive attitude

Model team dynamics

Demonstrate professional responsibility, initiative, and timeliness

Achieve skills for lifelong learning
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Medical Assisting Creed

The Medical Assisting Creed of the AAMA sets forth medical assisting statements of belief:

I believe in the principles and purposes of the profession of medical assisting.
I endeavor to be more effective.

I aspire to render greater service.

I protect the confidence entrusted to me.

I am dedicated to the care and well-being of all people.

I am loyal to my employer.

I am true to the ethics of my profession.

I am strengthened by compassion, courage, and faith.

The AAMA Code of Ethics for Medical Assistants

The AAMA Code of Ethics for medical assistants sets forth principles of ethical and moral conduct
as they relate to the medical profession and the particular practice of medical assisting.

Members of the AAMA dedicated to the conscientious pursuit of their profession, and thus desiring
to merit the high regard of the entire medical profession and the respect of the general public which
they serve, do pledge themselves to strive always to:

A.

B.

Render service with full respect for the dignity of humanity.

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

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

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

Participate in additional service activities aimed toward improving the health and well-being
of the community.
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CPI Medical Assistant Program Curriculum

Course Code | Course Title | Clock Hours
Term 1 (12 weeks)
BIO-120 Anatomy and Physiology I 60
MAC-076 Medical Assisting Clinical I 96
PSS-125 Pathways to Success with Integrated Technology 48
HCC-120 Medical Terminology 36
MAC-061 Introduction to Healthcare and the HER 36
Total Hours | 312
Term 2 (12 weeks)
BIO-122 Anatomy and Physiology II 36
MAC-077 Medical Assisting Clinical II 72
SOC-221 Professionalism and Employment Readiness 24
HCC-135 Medical Law and Ethical Principles in Healthcare 36
MAC-081 Medical Assistant Pharmacology 48
MAC-071 Medical Assistant Administrative | 36
HCC-122 Introduction to Medical Coding 36
Total Hours | 288
Term 3 (12 weeks)
HCC-150 Basic Phlebotomy 48
MAC-078 Medical Assisting Clinical 111 48
COM-130 Technical Writing 36
MAC-072 Medical Assistant Administrative II 36
HCC-140 Introduction to Medical Billing 48
MAP-095 Medical Assisting Practicum [ 96
Total Hours | 312
Term 4 (8 weeks)
MAP-096 Medical Assisting Practicum II 192
MAC-089 Medical Assistant Exam Preparation 16
Total Hours | 208
Total Classroom Hours: | 832
Total Practicum Hours: | 288
Total Program Hours: | 1120
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Course Descriptions

BIO-120: Anatomy and Physiology I

60 class hours

Anatomy and Physiology I is designed to give the student a basic knowledge of the anatomy and physiology of all body systems. Used in
conjunction with Medical Terminology, this course will help the student understand the human body system and how it functions, common
pathology and diseases, and diagnostic/treatment modalities.

(60 Lecture Hours — 0 Lab Hours)

Prerequisite: None

HCC-120: Medical Terminology

36 class hours

Medical Terminology is designed to give the student a working knowledge of medical terms. Students will learn medical prefixes, suffixes
and word roots which can then be used to define most medical terms correctly.

(36 Lecture Hours — 0 Lab Hours)

Prerequisite: None

MAC-061: Introduction to Healthcare & the EHR

36 class hours

Introduction to Healthcare and the EHR is designed to give the student a working knowledge of electronic health records. Students will
learn the fundamentals of systems used in various healthcare settings.

(36 Lecture Hours)

Prerequisite: None

MAC-076: Medical Assisting Clinical I

96 class hours

Medical Assisting Clinical I is designed to focus on understanding the profession of Medical Assisting and the complex interactions that
occur between the medical assistant, patients, patients’ families, and the office staff. An introduction to basic medical assisting skills
includes: obtaining vital signs, instruction on electrocardiography, patient education, aseptic techniques, Standard Precautions, sterilization
techniques, use of equipment, handling of biohazardous materials, knowledge of instruments, exam positions, obtaining medical histories,
diversity, and charting.

(54 Lecture Hours — 42 Lab Hours)

Prerequisite: None

PSS-125: Pathways to Success with Integrated Technology

48 class hours

Pathways to Success with Integrated Technology assists students in developing strategies and skills necessary for success in higher
education. Topics include transitioning to post-secondary learning, setting academic goals, managing time and keeping organized, learning
and studying, preparing for and taking tests, understanding policies, and utilizing electronic resources. Students will learning and practice
fundamental skills in composing documents, spreadsheets, and presentations. During the course, students will be given the tools to help
them attain academic success, and to become independent, motivated learners.

(24 Lecture Hours — 24 Lab Hours)

Prerequisite: None

BIO-122: Anatomy and Physiology 11

36 class hours

Anatomy and Physiology II involves discussion and demonstration to enhance understanding of the material presented in the previous
Anatomy & Physiology course. Instruction will facilitate student understanding of physiological concepts and clinical application towards
diagnosis and treatment of various disorders.

(36 Lecture Hours — 0 Lab Hours)

Prerequisite: BIO-120

MAC-077: Medical Assisting Clinical I1

72 class hours

Medical Assisting Clinical II is a continuation which includes interviews, developing communication techniques, setting up for minor
office surgeries and procedures, proper equipment operation, specimens collection, and administration of injectable medication.

(30 Lecture Hours — 42 Lab Hours)

Prerequisite: MAC-076
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MAC-071: Medical Assisting Administrative I

36 class hours

Instruction presented in Medical Assistant Administrative I is directly related to the duties that are performed in a medical office setting. A
number of subjects are covered extensively including filing, preparing medical insurance forms, bookkeeping, basic accounting skills,
interpersonal communication, telephone management, appointment scheduling, correspondence preparation, and computer operations in the
medical office.

(36 Lecture Hours — 0 Lab Hours)

Prerequisite: HCC-120 & MAC-061

COM-130: Technical Writing

36 class hours

Technical Writing involves the study and practice of writing in professional settings. It is designed to help students learn and apply
concepts of effective written communication appropriate for careers in technical and trade fields. Topics presented include identifying keys
to effective writing, the writing process, collaborative writing, electronic communications, preparing professional correspondences,
designing documents, writing instructions and procedures, and preparing presentations.

(36 Lecture Hours — 0 Lab Hours)

Prerequisite: PSS-125 (pre or co req) or demonstrated proficiency in word processing software

HCC-135: Medical Law and Ethical Principles in Healthcare

36 class hours

Medical Law & Ethical Principles in Healthcare will include ethical scenarios and related issues, such as legal guidelines and requirements
for healthcare. Students will be taught to identify and respond to issues of confidentiality, perform within legal and ethical boundaries, and
document appropriately. Ethical issues will be explored within the context of current laws and cases, which structure medical practice.

(36 Lecture Hours — 0 lab hours)

Prerequisite: None

MAC-081: Medical Assisting Pharmacology

48 class hours

Medical Assisting Pharmacology provides the student with an understanding of pharmacology for allied healthcare professionals. Emphasis
is placed on knowledge of medications, their use, dosage calculations, classification of drugs, and proper methods of administration.

(36 Lecture Hours — 12 Lab Hours)

Prerequisite: BIO-120 & BIO-122

SOC-221: Professionalism and Employment Readiness

24 class hours

Professionalism and Employment Readiness is designed to prepare the student for the job search and entry into the workplace. The course
will commence with teaching the student how to construct a resume, cover letter and thank-you note. The student will learn essential
interview techniques and will complete a mock interview. The course will conclude with an overview of the basic concepts of
professionalism in the workplace.

(24 Lecture Hours — 0 Lab Hours)

Prerequisite: COM-121, COM-130 or COM-135

MAC-078: Medical Assisting Clinical 11T

48 class hours

Medical Assisting Clinical III is the continuation of the clinical component of Medical Assisting to include: identifying and recognizing
medical emergencies; first aid techniques; and CPR review.

(24 Lecture Hours — 24 Lab Hours)

Prerequisite: MAC-077

MAC-072: Medical Assisting Administration I1

36 class hours

Medical Assisting Administration II provides instruction in the administrative component of medical assisting. Topics of discussion
include: use and operation of office equipment; billing and collection procedures; and accounts receivable and payable. Instruction will also
be given on the scheduling of inpatient and outpatient admissions and procedures, organizing a patient’s medical record/chart, and proper
filing of medical records.

(36 Lecture Hours — 0 Lab Hours)

Prerequisite: MAC-071
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MAP-095: Medical Assisting Practicum I

96 course hours

Students will have the opportunity to participate in an unpaid externship at a clinical site practicing within the scope of training for a
medical assistant. The student will utilize the skills learned throughout their education experience.

(0 Lecture Hours — 0 Lab Hours — 96 Externship Hours)

Prerequisite: BIO-120, BIO-122, HCC-120, HCC-135, MAC-061, MAC-071, MAC-076, MAC-077

HCC-150: Basic Phlebotomy

48 class hours

Basic Phlebotomy addresses the following topics: Standard Precautions; infection control; specimen collection and processing; skin and
venipuncture procedures; hematology; and serology.

(30 Lecture Hours — 18 Lab Hours)

Prerequisite: None

HCC-122: Introduction to Medical Coding

36 class hours

Introduction to Medical Coding introduces diagnostic (ICD-10 cm) and procedural (CPT) coding as well as completion of insurance claims
for a variety of healthcare insurance programs. Students will learn to code physician office services utilizing current coding references,
coding rules and their proper application.

(30 Lecture Hours — 6 Lab Hours)

Prerequisite: BIO-120, HCC-120

MAP-096: Medical Assisting Practicum II

192 course hours

The Medical Assistant student gains additional practical experience in a physician’s office or clinic utilizing skills and competencies
acquired throughout the program. Students will document all procedures and duties they performed or observed throughout each day.
(0 Lecture Hours — 0 Lab Hours — 192 Externship Hours)

Prerequisite: Successful completion of all courses in terms 1-3

MAC-089: Medical Assistant Exam Preparation

16 class hours

This course prepares students for their AAMA-CMA certification examination using practice exams and review materials.
(16 Lecture Hours — 0 Lab Hours)

Prerequisite: Successful completion of all courses in Terms 1-3 in Medical Assisting Program

HCC-140: Introduction to Medical Billing

48 class hours

This course introduces the student to health insurance and reimbursement. The student will learn principles of medical billing related to
proper claim form preparation, submission payment processing, and the follow up process.

(20 Lecture Hours — 28 Lab Hours)

Prerequisite: HCC-122

COM-121: Fundamentals of Public Speaking

36 class hours

The course will focus on the classic rhetorical triangle-- audience, purpose, and message--by using three major rhetorical appeals of ethos,
pathos, and logos. The student will focus on preparing, delivering, the speech, evaluating, and improving delivery of the speech.

(36 Lecture Hours — 0 Lab Hours)

Prerequisite: None
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Technical Standards: In order to perform the tasks required of a medical assistant, certain physical capabilities are
required. Students must demonstrate the ability to perform required functions as a routine part of classroom,
laboratory, or while during the practicum. Students should be aware that successful completion of the Medical
Assisting Program will depend upon the ability to meet the following technical standards.

Physical requirements: Major activities of this job include frequent walking, standing, and light physical effort
performed on a level surface. Some carrying, lifting, kneeling, bending, reaching, and squatting are involved in the
medical office. Testing procedures require the student to use a computer and telephone and employ writing and
organizational skills. Manual dexterity, mobility and good vision that includes near acuity, depth perception and
accommodation are physical requirements necessary for test performance and close technical work.

Communication requirement: Communication expected of the student includes writing, speaking, hearing, and
dealing with the public. Electronic communications via computers, printers, interfaces, and fax machines are
utilized in this job role. Inter-relationships define the broad level of communication needs involved in these
technical responsibilities.

Cognitive requirement: Cognitive requirements for the medical assistant student include reading, writing, simple
arithmetic, math reasoning, weighing, measuring, and analyzing data and report information. Judgment and actions
required of the medical assisting student in performing and reporting analyses under supervision could result in
decisions regarding management.

Working environment/safety: The medical assistant's work environment is indoors in an office/clinical setting.
There are mechanical, electrical, chemical, and infectious material hazards in existence. Infectious material hazards
involve regular exposure to disease-bearing specimens, body fluids, wastes and risk of blood-borne disease.
Electrical and mechanical hazards exist in areas of equipment use. Laboratory testing procedures may expose the
student to some odorous chemicals and specimens. Phlebotomy procedures require contact with patients under a
wide variety of circumstances and conditions. The work environment in the medical office is subject to frequent
interruptions and at times, irregular hours. Occasional pressure due to multiple calls and inquiries exists.

Safety for the medical assisting student is provided in the form of personal protective equipment and barrier
precautions. Gloves face shields, goggles, fluid resistant lab coats and manual pipetting devices are used.
Additionally, adequate lighting, ventilation, adjustable work surfaces, sufficiently located utilities and area security
are present in the medical office.

General Statement: The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills
required of personnel so classified. For additional information, visit the American Association of Medical Assistants
web site at www.aama-ntl.org.

15| Page



MENTAL AND PHYSICAL QUALIFICATIONS
REQUIRED OF APPLICANTS TO MEDICAL ASSISTANT TECHNOLOGY

Minimum acceptable mental and physical qualifications of an applicant for professional medical assisting include
the following abilities:

1.

2.

10.

Frequently work in a standing position and do frequent walking.

Lift and transfer patients up to six inches (6”’) from a stooped position, then push or pull the weight up to
three feet (3°).

Lift and transfer patients from a stooped to an upright position to accomplish exam table-to-chair and chair-
to-exam table.

Physically apply up to ten pounds (10#) of pressure to bleeding sites, or in performing CPR.

Respond and react immediately to verbal instructions/requests and to auditory signals from monitoring
equipment; perform auditory auscultation without impediment.

Physically perform up to a twelve-hour shift clinical laboratory experience.

Physically close and distance visual activities involving objects, persons, and paperwork, as well as
discriminate depth and color perception.

Discriminate between sharp/dull and hot/cold when using both hands.
Perform mathematical calculations for medication preparation and administration.

Communicate effectively, both orally and in writing, using appropriate grammar, vocabulary, word usage,
and interpersonal skills.

Applicants to the Medical Assistant Technology Program are responsible for determining their own eligibility in
light of these qualifications, for informing the college of any potential problem areas, and for identifying the
Medical Assistant Technology Department any particular accommodations they may need. Students with
disabilities are encouraged to register with the Educational Support Services - Disabilities and may utilize these
services to determine appropriate accommodations. Students with disabilities who enter the program do so with the
understanding that they will be expected to meet course requirements with any REASONABLE accommodation
that may be provided by the college.
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Medical Assisting Program Technical Standards

Effective: September, 2009 Scope: Medical Assisting Students
Contact: Medical Assisting Program Director
Forms: Medical Assisting Technical Standards Acknowledgement Form

Technical standards are requirements for admission to or participation in an educational program or activity. The academic &
nonacademic standards, skills & performance requirements are demanded of every participant in an educational program.
Academic standards include courses of study, attainment of satisfactory grades and other required activities. Nonacademic
standards include those physical, cognitive and behavioral standards required for satisfactory completion of all aspects of the
curriculum and development of professional attributes required at graduation.

Technical standards must be met with or without accommodations. A student seeking admission into the medical assisting
program at Central Pennsylvania Institute of Science and Technology should carefully review these non-academic technical
standards and decide if he or she has any limitations that may restrict or interfere with the satisfactory performance of any of
these requirements. The applicant should consult with the program director to discuss any individual situation that would
prohibit the applicant from meeting any of these technical standards. The applicant may also contact the Coordinator of
Disability Services, with any concerns or complaints regarding these standards.

The Medical Assistant specializes in the application of scientific knowledge and theory in the skillful performance of their
profession. Therefore, all applicants should possess:

Physical Standards:

e Lifting Requirements: 50 pounds. Lift and carry equipment and patients up to 50 pounds. Support and assist patients in
and out of a wheelchair, and on and off an examination table. Frequency of the lifting requirement is 0-25% of the
time.

¢ Pushing requirement 200 pounds. (Push a patient weighing 200 pounds in a wheelchair).
e Average percent of time during a regular workday spent walking, squatting, sitting, bending reaching is 25%.
e Average percent of time during a regular workday spent standing is 75%.

e Kbneel, bend, stoop and/or crouch to perform CPR, assist patients, and to retrieve items from cabinets located below
waist level.

e Bend, reach above shoulder height, and or twist to position examination table, adjust equipment, or obtain supplies.

¢ Fine motor dexterity should be adequate to grasp with both hands, pinch with thumb or forefinger, to manipulate
equipment and delicate instruments such as microscopes, sphygmomanometers, and perform tasks such as
phlebotomy, electrocardiography, drawing up and administering parenteral medications, handling small containers of
potentially biohazardous specimens (one inch by one inch), using sample measuring devices such as capillary tubes,
setting up and maintaining a sterile field, putting on personal protective equipment, and operating controls on
instruments and equipment, operating multi-line telephone systems, computer keyboards, and ten-key adding
machines, and the ability to talk on the telephone and write simultaneously.
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Tactile Standards

o Palpate pulses, muscle contractions, bony landmarks and edema.

o Differentiate between temperature and pressure variations.
Visual Standards

e Adequate visual acuity, such as is needed in the preparation and administration of all forms of medication,
the performance of diagnostic laboratory procedures, and for observation necessary in patient assessment
and care.

e Read accurately numbers, letters, and cursive writing on instruments, equipment, computer screens and
paper.

o Discriminate shapes and color in order to identify reagents and other materials such as laboratory media,
stained preparations and the physical properties of various body fluids.

o All the above with or without corrective devices.
Auditory Standards

e Adequate auditory perception to receive verbal communication from patients and members of the health care
team either in person or over the telephone.

e Hear heart sounds, blood pressure sounds, patient distress sounds to assess health needs of patients.
e Hear instrument timers and alarms.

e Hear over the telephone, paging systems or intercom in order to communicate with patients and other
members of the health care team.

o All of the above with or without corrective devices.
Communication Standards

e Adequate communication skills (verbal, nonverbal, and written) to interact effectively with individuals.

e Speak in the English language in clear, concise manner in order to communicate with patients (such as
interviewing and taking patient history, obtaining chief complaint, and providing patient education regarding
treatment plans, disease prevention, or health maintenance), families, healthcare providers, other members of
the healthcare team and the community.

o Comprehend oral and written language including medical terminology in order to communicate with
patients, families, healthcare providers, other members of the healthcare team and the community.

o Write in English clearly, legibly, for documentation in the medical record, completion of forms, and to
initiate written communication.

Mental/Cognitive Standards

o Sufficient intellectual and emotional functions to plan and implement assigned duties in a responsible
manner.
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o Function safely, responsibly and effectively under stressful situations.

e Remain alert to surroundings and potential emergencies.

o Interact effectively and appropriately with patients, families and coworkers.

o Display attitudes and actions consistent with ethical standards of medical assisting.
e Maintain composure while managing and prioritizing multiple tasks.

o Communicate an understanding of the principles of confidentiality, respect, tact, politeness, collaboration,
teamwork and discretion.

o Handle difficult interpersonal situations in a calm and tactful manner.
e Remain calm, rational, decisive, and in control at all times, especially during emergency situations.
e Maintain cleanliness and personal grooming consistent with close personal contact.

e Function without causing harm to others if under the influence of prescription or over-the-counter
medication.

o Function without causing harm to others. This would include situations that may result from any mental or
physical conditions.

Medical Assisting students must complete a Medical Assisting Technical Standards Acknowledgement Form and
submit it to the Program Coordinator upon admission to the program.

OCCUPATIONAL RISKS

Medical Assisting is a profession with many rewards, as practitioners can perform both administrative and clinical
services, filling several roles in a variety of healthcare environments. The Bureau of Labor Statistics clearly outlines that
it is a growth field, with an anticipated 18% growth from 2020 to 2030.

Medical Assistants work directly with providers and patients, with the goal of providing healthcare and ensuring patient
safety. It is a position with a great deal of responsibility.

As with any healthcare position, there are certain occupational risks that come into play with being a medical assistant,
and those hazards include the following:

e Exposure to infectious diseases

e Sharps injuries

e Bloodborne pathogens and biological hazards

e Chemical and drug exposure

e Ergonomic hazards from lifting, sitting, and repetitive tasks

e Latex allergies

e  Stress
At the same time, there are protections set up with the Occupational Safety and Health Act (OSHA), and those
protections are particularly important within a healthcare environment. OSHA has a series of standards that protect the
safety of healthcare workers and patients.
Accredited medical assisting programs are required to teach students about the hazards that they face on the job and the
protocols that can be put into place to ensure a workplace culture that prioritizes safety.
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SCHOOL CANCELLATIONS

As a residential post-secondary institution committed to providing a quality education, CPI will try to remain open
and encourage its instructors, staff, and students to report even during periods of inclement weather. However, there
may be times when weather conditions necessitate cancelling classes, delaying the start of classes, and/or to closing
the institution early.

1. The decision to cancel classes will be made by administration and the School Reach system will be activated
to notify all students and employees. Additionally, a message confirming the cancellation will be put on the
local radio stations and television networks.

2. When the institution cancels classes, certain programs may still require students report for clinical,
externships, and/or classes. Remember, the closing of CPI does not necessarily mean all programs are
cancelled for the entire day.

3. There may be times when inclement weather occurs in the middle of the day. If this happens, the institution
will attempt to communicate the cancellation to students as early as possible.

4. Student safety is important. Students are urged to use sound judgment in the event the institution is open, but
weather prohibits a student from safely making it to class.

If a class is cancelled or the institution’s campus is closed for any reason, it is each student’s responsibility to contact the
instructor(s) for information about assignments related to the canceled class sessions. It is strongly suggested that the student
do this as soon as they are notified a class session will be canceled or the campus closed so any alternative or makeup
assignments may be completed prior to the next scheduled class. If a program is using an online course system, students are
expected to log into the course for directions from the instructor regarding assignments/work related to the canceled class
session. Please note that a student’s failure to contact the instructor(s) may result in an unexcused absence and lost credit for
any work missed. Students who do not receive a call from the School Reach System should contact CPI to ensure their contact
information is correctly entered into the system.

SEVERE WEATHER ALERT

In the event of a severe thunderstorm or tornado warning, students will be notified via intercom.

1. Students located inside campus buildings should seek safe space in the lowest building level, or center of an interior
room (interior hallway, closet, etc.) away from windows, doors, and outside walls. Students should aim to put as many
walls as possible between themselves and the outside. Students should get under a sturdy table and use their arms to
protect their head and neck. When possible, students should avoid glass walls, the cafetorium or other free-span areas,
and should never open windows.

2. Students located outside who cannot get inside a building should lie flat in a depression or ditch and cover their head
with their hands and remain aware of potential flooding. Students should watch out for flying debris. Students should
never try to outrun a tornado in a vehicle; instead, they should leave the vehicle for safer shelter.

3. After the storm has passed, the student should check for injuries and call Emergency 911 to summon help
immediately. Students should also be aware of possible safety issues such as debris, downed power lines, utility leaks
and unsafe structures. CPI administrators may conduct Weather Alertness Drills to aid in preparing students and
employees for a weather event.
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Institution Emergency Preparedness Plan

The institutional emergency preparedness plan ensures that Central Pennsylvania Institute of Science and Technology has the
ability to provide continuity of academic instruction and support services in the event of an unanticipated interruption that may
result in short-term or long-term closure of the campus.

The preparedness plan is in place to ensure that there is minimal disruption to student learning. The President and/or Vice-
president is responsible for directing instructors and staff to initiate the preparedness plan procedure. Instructors will
communicate with students to provide an alternative method of course delivery while maintaining the academic integrity of
course materials.

Central Pennsylvania Institute of Science and Technology utilizes a Learning Management System (LMS) enabling an
efficient and seamless transition from in-person instruction to distance education. Instructors are trained in preparation for a
swift transition to remote instruction. The IT department is aware of the preparedness plan and will be available to provide
support to staff and students.

Medical Assistant Program Emergency Preparedness Plan

In accordance with Commission on Accreditation of Allied Health Education Programs (CAAHEP) 2022 Standards and
Guidelines, Standard [.B.3 and MAERB Policy 227, The Central Pennsylvania Institute of Science and Technology will
follow the Emergency Preparedness Plan outlined in this document. The preparedness plan is in place to assure continuity
of education services in the event of an unanticipated interruption.

In the event of unanticipated interruptions, which may include, but are not limited to, unexpected departure of key
personnel, natural disaster, public health crisis, fire, flood, power failure, failure of information technology services, or
other events that may lead to inaccessibility of educational services, the Medical Assisting program will utilize the
following preparedness plan to assure continuity of education services. Continuity of education is the main focus for each
adaptation to the plan.

e Unexpected departures of key personnel that cannot be immediately replaced will warrant schedule changes of
students and current faculty. As necessary, with instructor departures, the Program Director/Practicum Coordinator
and/or other Medical Assisting instructors will substitute until a qualified replacement is onboarded and appropriately
trained.

¢ In the event of an unexpected departure of the Program Director/Practicum Coordinator:

o The Vice President of Post-Secondary Education, Student Services Coordinator, and the program instructors
have continuous access to all curriculum content and resources available via the LMS to ensure continued
curriculum delivery.

o Ifaccess to the LMS is unavailable, Instructors have alternate electronic access via their personal accounts
with the publishers and/or hard copies of the program textbook, study guide, course exams, answer keys,
resources, and competency assessment forms.

o Inthe event of extended internet outage, course content in the LMS can be downloaded and viewed offline.

o The Vice President of Post-Secondary Education, Student Services Coordinator and all program Instructors
will be provided with the most recent electronic and hard copies of the program Handbook, schedule, and
Course Syllabus and Curriculum Guide at the start of every cohort.

o All instructors and clinical site directors will receive copies of clinical schedules and contacts prior to students
starting their practicum to ensure awareness and continuity of schedules.
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o Upon completion and submission of each Annual Report Form, an electronic copy will be shared with
the Vice President of Post-Secondary Education to assure programmatic continuity, along with all the raw
data.

o The Vice President of Post-Secondary Education will have copies of all signed Affiliation contracts for the
Medical Assisting program.

For any event that leads to the inability to access educational services on campus, the following guidelines are to be utilized:

o Communication of all program status changes will be through Handbook updates, email notifications, and course room
announcements. All efforts will be made to execute communication of program status changes within 48 hours of the
event. All communication and correspondence should be maintained in a file. Communication should be with the
institution, faculty, students, and clinical affiliates when necessary or when changes occur.

o The Student Services Coordinator can provide updated information to students on how to access student resources
pertaining to security and success within Central Pennsylvania Institute of Science and Technology.

o Virtual instruction methods will take the place synchronously to deliver the theory portion of the core curriculum.
Skills will be scheduled when in-person instruction can resume. If other options are available such as using another
facility with sufficient resources to demonstrate and evaluate skills this method will be utilized to provide continuity of
the educational experience. Skills will continue to be documented on paper with signatures.

o Virtual instruction methods will be monitored for effectiveness by evaluating student progress and providing
additional e-learning resources to assist students with adapting to this modality.

o Classroom and labs are equipped to hold virtual instruction via BlackBoard, Zoom, and Microsoft Teams. Central
Pennsylvania Institute of Science and Technology utilizes the BlackBoard Learning Management System for
assignments, discussions, and quizzes. Respondus Lockdown Browser will be utilized for all quizzes and exams.
Central Pennsylvania Institute of Science and Technology will support the technology required. (Including but not
limited to wi-fi hotspots and laptop loaner programs.) IT requests will be monitored.

o Program enrollment interviews and information sessions will be conducted virtually utilizing the same documentation
until the program faculty can return to on ground interviews.

o Clinical assignments affected may delay graduation time due to the clinical hour requirements. In the event clinical is
delayed, the Practicum Coordinator will work with each individual clinical site to determine current availability and/or
changes to schedules that may be necessary. If a site is no longer able to accommodate a student, all efforts will be
made to find an alternative site in a timely manner. There will be no change in clinical assessments or meeting clinical
graduation requirements.

o In the event graduation will be delayed, the Program Director/ Practicum Coordinator will provide each student with
an action plan to complete their education. All documents will be maintained.

o Provide any information that may help document how outcomes were affected by the interruption.
o Document any overlap of clinical slots due to the circumstances.

o Notify the Program Advisory Committee of the change. If necessary, plan an emergency meeting to assist with
emergency plans. (For long term interruptions).

o Notify MAERB as appropriate. Maintain all records of action plans and courses of strategy for the emergency
duration.
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POLICY REVIEW PROCEDURE

PURPOSE

To provide an ongoing system for reviewing the educational effectiveness of the Medical Assistant Program and to
ensure fair practice in operational policies.

BACKGROUND
All policies and procedures of the Medical Assistant Program must reflect the mission and the policies of CPIL.

PROCEDURE

All program policies and procedures are reviewed annually and revisions are made as necessary following this
review.
The revised policies and procedures will be distributed to all Medical Assistant Students as per protocol.
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CONFIDENTIALITY

PURPOSE
To ensure that confidentiality is maintained in professional relationships with patients/clients, instructors, fellow
students, practicum affiliations and CPI.

BACKGROUND

In 1996, Congress enacted the Health Insurance Portability and Accountability Act (HIPAA), which is designed to
safeguard health care information and set guidelines for electronic transmission, use, and disclosure of health care
information. Based upon the HIPAA regulations, the Medical Assistant Program at CPI protects the confidential
nature of information gained from educational practice, and stipulates that students in the program will function
with discretion and integrity for all contact they have with patients/clients, fellow students, instructors, and other
health care professionals.

PROCEDURE
1. Information obtained from the patient/client is to be discussed privately and for professional reasons.
2. Students will handle all written, oral, and electronic communication of said information securely and
privately.
3. Patient/client information that is discussed for educational purposes in classes or seminars should be
presented in a way that the identity of the individual is not revealed. This may require that the student
eliminate or generalize details to maintain anonymity.

For more information on the student’s rights and confidentiality statements refer to the Family Education Rights and
Privacy Act (FERPA) that can be found on the web at http://www?2.ed..gov/policy/gen/guid/fpco/ferpa/index.html
After reading the above information, please sign the “Student Confidentiality Agreement” on page 9 of this book.
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ATTENDANCE

PURPOSE

The MA Program recognizes that illness and other unscheduled emergencies arise on occasion. The Program is committed to
supporting its students during these short-term emergencies. The MA Program is also committed to developing professional
Medical Assistants. Consistent attendance is a job requirement and necessary to maintain medical office/facility operations.
The MA program attendance standards parallel the standards expected in the local healthcare community. All absences are
recorded and reported to the Adult Education and Financial Aid offices. (Please also see CPI’s overall school policy on
attendance guidelines as well as those dealing with financial aid at the end of this policy)

PROCEDURE

1.
2.

10.

11.

12.

13.

15.

16.

Students are expected to attend all scheduled classroom and practicum activities.

Should a student need to report off or tardy at any time, the student is required to call the Program
Coordinator at 359-2793 ext.297 at least one hour prior to the start of classroom and/or practicum activities.
If there is no answer, the student is expected to leave a voicemail message with their name.

Students may send the course instructor an e-mail message regarding their absence, this must be done at
least one hour prior to start of classroom and/or practicum activities.

If the absence occurs during the clinical practicum, the student will follow the practicum call off procedure.
Students are encouraged to provide documentation for absences to be considered excused. Examples of
excused absences may include military, bereavement, extended illness, jury duty, participation in
professional or school function.

Excessive absenteeism contributes to a student’s poor performance in both theory and practicum
components of the program. Students attendance will be recorded and reviewed weekly.

Absenteeism of greater than 10% of the term hours, may impact financial aid status.

Makeup for time missed will be determined the Program Coordinator, and must be completed before the
beginning of the next term.

Students exceeding the 10% term absences for more than 1 term will be placed on probation and subject to
dismissal.

It is the responsibility of the student to contact all instructors regarding missed work. Make-up assignments
are at the discretion of the individual instructor/coordinator.

If the students’ absence or tardiness results in missing an exam and the student is permitted to make up the
missed exam, then they are required to make up the exam within 7 days. Refer to the Exam policy (MA-
200).

Students who are absent two times without notice may be dismissed from the program. This will also apply
to any student tardy without prior notice.

If the students’ absence or tardiness results in missing skills competency assessment, then the student must
complete the competency evaluation within 7 days.

Make-up Time is permitted only in instances approved by the Program Coordinator (extreme emergencies or
excused absences listed above) and is only granted in the event the student is failing to meet Financial Aid
requirements. See CPI Post-Secondary Handbook for Federal Student Aid Absence Policy.

Attendance may be factored into the final grade for a course, refer to individual course syllabi for
information.

NOTE ON FEDERAL STUDENT AID EXCUSED ABSENCE POLICY: CPI follows the guidelines as set
forth by the Federal Student Aid Handbook, which states as follows: Once a student has reached the mid-point of
his/her training program, Financial Aid (grants or loans) may be withheld if a student has missed ten percent (10%)
or more assigned program hours.
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CONDUCT

PURPOSE

The standard of ethics and conduct for the Medical Assistant student is dictated by those moral and personal
qualities expected in the professional role (i.e. Honesty, integrity, responsibility, dependability, accountability,
concern for others, etc.) The MA Student will recognize the importance of appropriate professional conduct and
will adhere to the guidelines contained in this policy. Demonstration of unprofessional behavior at any time during
enrollment may be cause for dismissal.

Misconduct refers to:

a) Student behavior that is detrimental to the learning process
b) Intentional disregard of CPI policies, rules, and procedures

PROCEDURE

L.

o

Each student shall attend and participate in all learning experiences designed to meet the objectives of the course in

which they are enrolled.

Each student shall conduct themselves in a manner that is educational and professional in nature. Pronounced and

repeated unprofessional behavior during classroom instruction renders the student unsuitable for the patient care

environment, thus unsuitable for clinical practicum placement. Examples of unacceptable behaviors: Whispering,

gossiping, sleeping, eye-rolling, negative gestures/comments, use of internet during classroom discussion for non-class

purposes, and eating in classroom.

Program instructors will take appropriate action regarding student conduct which is:

a) Brought to the attention of the instructor as being problematic to self/others. *Abusive behavior will not be
tolerated.

b) Destructive and negatively impacting the learning environment.

¢) Offensive and/or aggressive towards instructor, faculty, staff and students of CPIL.

d) Directly reflects the program, school and the profession in a negative manner.

In Cases deemed misconduct by instructor, coordinator, or administration:

a) The instructor or administration will provide the student with verbal notice of the misconduct and appropriate
corrective action.

b) If misconduct still exists after the verbal notice, the instructor or administration will provide the student with a
written notice of misconduct and appropriate corrective action.

¢) If the written notice of misconduct does not provide remediation, repeated occurrences of misconduct may result
in the student being suspended or removed from the course or program.

d) If a student is involuntarily removed from a course or program as a result of misconduct, the student may appeal
the decision in writing. The student must follow the CPI grievance procedure.

e) See CPI Post-Secondary Handbook for more information regarding misconduct and gross misconduct.

The student shall observe all rules and regulations relative to the program, and clinical practicum sites.

MA students are required to demonstrate safe practice at all times while enrolled in the MA Program.

A student may be dismissed from the Medical Assistant program for unsafe clinical practice and/or unprofessional

behavior.
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EVALUATION (PERFORMANCE FEEDBACK)

PURPOSE To outline the process for making students aware of their academic standing, performance
assessment and growth as a healthcare professional. Each student is evaluated at pre-determined intervals
on the knowledge, skills, and abilities they acquire during their training in the Medical Assisting program.

PROCEDURE

1. Students will receive feedback regarding their academic performance at the mid-point and
conclusion of each course. More often if deemed necessary.

2. Unsatisfactory evaluation (s) may be just cause for disciplinary action (probation / program
dismissal)

3. Instructors have final authority for all grading decisions.

4. Students having concerns about an earned grade or academic standing in the MA program are
encouraged to meet with the course instructor to discuss the matter and seek resolution.

o [f satisfactory resolution does not occur after meeting with the Program Coordinator, the
student is encouraged to meet with the Vice President of Post-Secondary Education.

5. Final grades are calculated according to the guidelines presented in the course syllabi.

6. Students will receive feedback regarding their growth as a healthcare professional (affective
domain) at the end of each term and more frequently if necessary.

7. All competency assessments will be graded. The student is given 3 attempts to successfully
complete a competency.

8. Students must complete all competency assessments prior to advancing to the next term.
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ACCIDENTS OR INCIDENTS

PURPOSE
To provide guidelines for reporting accidents and incidents that involves Medical Assistant students.

PROCEDURE

In case of an accident or injury, no matter how minor, the student must complete an “Accident
Report Form™ and submit to the instructor.

a) Examples of incidents are as follows:

1.

(98]

VVVVY

Needle sticks

Perforation of rubber gloves by laceration with specimen, vial, lancet, needle, etc.

Exposure of mucous membranes to body fluids (i.e. splashing)

Exposure of skin cuts or abrasions to body fluids

Falls, burns allergic reactions fainting (syncope), or any incident that involves or necessitates
medical interventions.

All injuries must be reported to the instructor immediately.
Students will be financially responsible for incurred expenses related to treatment for injuries.
Exposure Plan:

a)
b)

c)
d)

The area of exposure should be cleaned thoroughly with soap and water.

Baseline and follow-up Hepatitis and HIV laboratory procedures may be necessary. These
procedures are voluntary; however failure to have baseline and 6 week follow-up (if baseline is
negative) will waive the school’s liability in this regard.

Baseline HbsAg and HIV testing must be performed within 24 hours of the incident.
Additional follow-up procedures will be determined by the healthcare facility where testing is
performed and in accordance with the current CDC recommendations.

All results should be forwarded to the school’s Adult Education Office who will collaborate
with the healthcare facility on appropriate treatment and counseling.

Should a student have an accidental needle stick with a “dirty” (used) needle, the student who
performed the needle stick and was penetrated, the student who the needle was used on, and a
representative of the school may report to the nearest medical facility for the appropriate care
and testing.

5. Incidents of a non-exposure nature will be managed on an individual basis and may include seeking
medical interventions if necessary.
6. Medical Emergencies will be managed by contacting 911.
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DRUG & ALCOHOL USE, POSSESSION OR USE OF TOBACCO

Please refer to the Post-Secondary Student Handbook regarding polices and guidelines pertaining to Drug,
Alcohol, and Tobacco at CPI and our affiliated practicum sites.
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STUDENT GRIEVANCE PROCEDURE

PURPOSE

The purpose of this procedure is to assist with the process of determining equitable solutions to a claim of the
aggrieved party. Any student(s) having a grievance against the Central Pennsylvania Institute of Science and
Technology or its employees, should follow the procedures listed:

PROCEDURE

STEP I: Arrange to speak with the coordinator of the program, if in place, to resolve the problem within five (5)
calendar days of the occurrence of the alleged grievance.

STEP II: Any student initiating an alleged grievance shall request a meeting to formally present the grievance and
support in writing to the Program Coordinator. This request must be within seven (7) days after the occurrence of
the alleged violation of the program policies and/or procedures. The Program Coordinator shall reply in writing to
the aggrieved party within five (5) days after the initial presentation of the grievance. If the program does not have a
Coordinator, proceed to Step III.

STEP III: The next step, should the above action be unsatisfactory, involves the student initiating the alleged
grievance shall present the grievance in writing to the Vice President of Post-Secondary Education within five (5)
days after the decision of the Coordinator. The Vice President of Post-Secondary Education shall render a decision
and reply n writing to the aggrieved party within five (5) days of receipt of complaint.

STEP IV: If the action in Step III fails to resolve the grievance to the satisfaction of the aggrieved party, the
grievance shall be referred in writing to CPI’s President. The President will meet to discuss the matter with the
aggrieved party and shall officially notify the aggrieved party, in writing, of the final decision on the grievance
within five (5) days of receiving the complaint.

NOTE: CPI is licensed by the State Board of Private Licensed Schools and accredited by the Accrediting
Commission of Career Schools & Colleges (ACCSC). Any grievances that are not resolved at the institutional level
may be forwarded to the State Board of Private Licensed Schools, Pennsylvania Department of Education, 607
South Drive, Floor 3E, Harrisburg, PA 17120 and/or the Accrediting Commission of Career Schools & Colleges,
2101 Wilson Blvd., Suite 302, Arlington, VA, 22201. See ACCSC Complaint Review Process Form on page 99.
During the Grievance Procedure, the student should continue to participate and abide by the program and course
requirements, as permitted by the Vice President of Post-Secondary Education, until a final decision has been made.

APPEAL PROCESS

Students can appeal a grade when they feel a mistake or an unfair practice has occurred. All
appeals must be submitted in writing to the Vice President. The appeal must include: a
detailed description of the reason for the appeal, information concerning actions taken with the

classroom instructor, if any, and must be signed and dated. The Vice President will respond
within (5) program session days. At this time, if the conflict is not resolved, a meeting will be
arranged with all parties involved.
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RE-INSTATEMENT / RE-ADMISSION

PURPOSE
A student who has withdrawn from CPI MA Program for any reason and wished to be readmitted must

apply for readmission.
PROCEDURE

1. A student dismissed or who has withdrawn will remain out of school until the needed course are
offered again by the program.

2. The decision to readmit any student rests with the faculty, coordinator of the program, and
administration.

3. If the decision was made to deny readmission, the student may submit a written appeal to the faculty

and coordinator for reconsideration.
4. A student who seek readmission must do so within 5 years from the date of withdraw. Beyond 5
years, the student may need to repeat the entire program.
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ARTICULATION OF HOURS / CREDITS

PURPOSE
To inform students of the Medical Assistant Program’s policy towards awarding credit for outside training
or education.

PREFACE / DESCRIPTION

Articulation of Credit: The process of accepting and awarding partial or full credit toward CPI’s Medical
Assistant Program from components of other CAAHEP Accredited Medical Assistant Programs or from
other regionally accredited colleges/universities will involve full faculty, staff and administrative review of
the articulating program’s curriculum. Full or partial credit for hours/credits will then be determined by
administration. If credit is approved, requested materials for consideration of articulation will be required.
CPI makes no guarantee that course/hours/credits will be accepted for articulation.

REQUIREMENTS

For articulation consideration, courses must be from a regionally accredited post-secondary institution.
Students must have earned a 3.0 or higher in the course that is verified by the institution’s transcript.
Students may be required to produce course descriptions for programs that they request articulation
consideration.

PROCEDURES
CPI will consider courses/programs/credits/hours for articulation that meet the above requirements by following the
procedures outlined below:

e For health care related courses/programs (e.g. Anatomy & Physiology, Introduction to Medical Assisting
others...), students requesting articulation consideration must have completed their training/program within
Syears for CPI’s consideration for articulation. CPI faculty and staff will review the student request and will
make an articulation determination. A Credit by Exam (CRX — comprehensive exam developed by CPI
faculty) test will not be required.

e For healthcare related courses/programs (e.g. Anatomy & Physiology, Introduction to Medical Assisting,
others...) taken beyond 5 years, CPI may consider articulation if the student successfully completes a CRX
test. The student is responsible for the cost of administering this test.

e For courses/programs taken from a CAAHEP accredited Medical Assistant Program, if the program was
taken within 5 years, student will be provided with 100% articulation. CAAHEP accredited health courses
taken beyond 5 years may require a CRX test administered by CPI at student’s expense.

e General courses taken from an accredited institution — may be articulated, or through CRX, based upon the
year the course was taken and its alignment with CPI’s Medical Assistant Program. The Vice President of
CPI (Director of Adult Education) will make the final determination of articulation for these courses.

Advanced Placement

CPI does not participate in the Advanced Placement Program. This program gives students the opportunity to earn
college credit while in high school. There are no comparable courses with those currently offered at CPI.
Experiential Learning

CPI does not participate in the Experiential Learning Program. It is understood that sometimes learning that
students have completed academically, professionally, or personally does not come with a transcript or any other
form of documentation. Thus students are permitted to demonstrate what they have learned to determine if they are
eligible for academic credit. At this time CPI does not accept credit for this.
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DISMISSAL

PURPOSE

To establish guidelines which set forth definitions and procedures for handling instances where students
fail to maintain academic standards, engage in unsafe practices and/or conduct themselves in a manner
which is deemed inconsistent with the standards set forth by professional medical organizations, CPI MA
Program, and/or clinical practicum sites.

PROCEDURE
1. Dismissal from the MA Program will result at any time during the academic calendar under the
following circumstances.
a) Failure to maintain academic progression
i. Inaccordance with the Medical Assistance Academic Progression Policy, students may be
dismissed from the program after earning a grade less than 75% in any Medical Assistant
Program course.
ii. In some instances, students may earn a grade less than 75% in single course and still continue
in the program on a remedial/probationary basis.
b) Unsafe practices in the classroom, laboratory or practicum setting
i. Dismissal for unsafe clinical practice may occur at any time during the academic term.
Dismissal is based on unsafe behavior demonstrated by the student as determined by an
instructor, practicum mentor and/or supervisor in conjunction with the Practicum
Coordinator, Program Coordinator and/or Vice President of Post-Secondary Education.
ii. Dismissal may be based upon:
1. Any potentially life-threatening incident
2. Any incident contributing to the injury or death of another
3. Any incident of unsafe student health policies
(a) Failure to maintain control of health disorders or practice health maintenance.
(b) Failure to protect self, peers, staff, faculty and/or the community at large from actual
health hazards.
(c) Failure to adhere to the drug & alcohol use policy.
c¢) Failure to maintain professional standard of conduct.

2. Dismissal from the program may involve progressive disciplinary action or immediate dismissal
depending on the nature and severity of the situation/event(s)

3. If a student is dismissed from the clinical practicum site for any reason, he/she may be responsible
for finding a practicum site that will allow him/her to complete the required clinical practicum
hours. The student will not be permitted to complete clinical practicum at any facility without a
written Affiliation Agreement in place. If a practicum site agrees to accept a dismissed student, the
Practicum Coordinator will secure the written Affiliation Agreement according to CPI institutional
policies/guidelines. The student will be responsible for all incurred expenses related to securing a
replacement site and monitoring student completion of the clinical practicum.

4. Refer to CPI Adult Education Student Disciplinary Policy for additional information regarding
misconduct, gross misconduct and disciplinary procedures.
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Cell Phone, Personal Electronic Device (PED) & Classroom Computer Use

PURPOSE

The Medical Assistant Program at Central Pennsylvania Institute of Science and Technology is committed
to educationally sound uses of technology in the classroom and laboratory settings, to providing a secure
learning environment and to preventing disruption of student’ and instructors’ educational experiences.

PROCEDURE
1. Cell phone use is prohibited during class, lab and practicum.

2. Classroom computers, laptops or any other similar PED may be used for note-taking or specified
course activities.
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EXAMINATIONS /ACADEMIC INTEGRITY

Please refer to the Post-Secondary Student Handbook regarding polices and guidelines pertaining to
Academic Integrity.
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ACADEMIC PROGRESSION

PURPOSE

Academic progress of a student enrolled in the Medical Assistant program is based upon academic
achievement, clinical achievement, health, background clearances, and adherence to the policies and
procedures of Central Pennsylvania Institute of Science and Technology and the Medial Assistant Program
Student Handbook of Policies and Procedures.

All requirements as stated in this policy and procedure handbook must be met.

PROCEDURE

1. All courses listed in the Medical Assistant program must be passed prior to entry into the next term.
Students must complete all theory with at least a “C” (75%) grade or better and all competency
requirements with a passing score within 3 attempts.

2. The Medical Assistant Program consists of four (4) terms. See current curriculum overview for
more details.

3. Progression through the curriculum is based upon the completion of all required Medical Assistant
courses at each level.

4. Graduation from the program is based upon satisfactory completion of the course objectives,
competencies and practicum.

The grading scale for the Medical Assistant Program is as follows:

Grade Scale
90-100% A
80-89% B
75-79% C
<75% F
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CPR POLICY

PURPOSE
To advise students of CPR certification requirements for clinical practicum.

PROCEDURE

1. Current BLS for Healthcare Provider certification is a practicum requirement of the Medical
Assistant Program.

2. All students are advised to complete a CPR course that will cover their enrollment throughout the
length of the practicum.

3. Students who need assistance with finding the appropriate course should contact the Program
Coordinator.

4. It will be the responsibility of the student to pay any fees involved with this certification.

5. A BLS card is required through the American Heart Association. Must include Adult, Child, Infant
and 2-person CPR with AED, written exam, and manikin skills competency check — off.

6. Students must submit a current copy of their CPR certification card to the Program Coordinator that
will be maintained in the student’s file and documented on the Practicum Requirements Checklist.

7. Students are not permitted to attend their clinical practicum site without a current CPR certification
card. (Certification must remain current throughout the entire practicum.)

8. It is the responsibility of the student to renew any certifications that will expire prior to practicum
completion.

9. Upon re-certification, students must submit proof via a new certification card to the Program

Coordinator.
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WORKER’S COMPENSATION

PURPOSE
To inform students of CPI’s policy regarding worker's compensation.

PROCEDURE

1. Central Pennsylvania Institute of Science and Technology understands and acknowledges that
students assigned to clinical practicum sites are not employees of the affiliating agencies.

2. TItis also understood that the affiliating agencies will not provide students with workman's
compensation benefits or group health insurance benefits normally provided to employees.

3. Emergency medical care will be made available at affiliating agencies. Expenses incurred will be
the student’s responsibility.

4. Ttis recommended that each student carry health insurance during their education.

5. Provision of emergency medical care shall not be constructed as providing or agreeing to provide
worker’s compensation or group health care benefits to students.
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CPI

Central Pennsylvania Institute of
Science and Technology

Medical Assistant Practicum
Handbook

2025-2026

Polices & Procedures

The information contained in this handbook is accurate at the time of publication.
Changes in policy, requirements, and regulations may occur during the year.

Continuous Notice of Nondiscrimination

The Central PA Institute of Science and Technology (CPI) is an equal opportunity educational institution and will not discriminate on the basis of race,
color, age, creed, religion, sex, sexual orientation, ancestry, national origin, marital status, pregnancy, or handicap/disability in its activities or programs as
required by Title VI, Title IX, and Section 504. For information regarding civil rights or grievance procedures, contact the Title IX and Section 504
Coordinator at jmartin@cpi.edu, 540 North Harrison Road, Pleasant Gap, PA 16823 (814) 359-2793, ext. 240. For information regarding services,
activities, and facilities that are accessible to and usable by persons with disabilities, contact the Section 504 Coordinator.
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Clinical Practicum Experience

Clinical practicum is a two-part supervised field experience (total of 288 hours) in which the medical assistant
student will gain experience in a physician’s office or clinic utilizing both administrative and clinical skills acquired
throughout their participation in the program. In term three, of the medical assistant program the student will begin
with observation hours until all applicable cognitive objectives, psychomotor and affective competencies are
achieved. No psychomotor or affective competencies will be performed in a practicum prior to the competencies
being achieved in a supervised classroom or lab. The hours are scheduled 1 day per week, 8 hours per day for 12
weeks (96 hours). During observation, the students will be encouraged to ask questions and take notes. In term four,
the student will begin the hands on portion of the supervised field experience. The students is scheduled 3 days per
week, 8 hours per day for 8 weeks (192 hours). The student will document all procedures and duties performed or
observed. Additionally, students will summarize their clinical experiences at the end of each day and establish goals
to achieve. All documentation is collected by the Practicum Coordinator and will contribute toward the student’s
final grade.

In the clinical setting, students will be provided with a variety of learning opportunities that will give them a basic
understanding of the services available in the physician’s office or clinic. The medical assistant program at CPI, is
affiliated with various clinical sites throughout Central Pennsylvania. These affiliates have designated staff
members that serve as mentors and/or supervisors to assist students in their administrative and clinical experiences.
The mentors/supervisors are available to explain policies, procedures, and to give constructive feedback. The
mentor/supervisors will provide feedback to the Practicum Coordinator regarding student’s attendance and
performance.

To advance to clinical practicum, students must complete all required vaccinations, a physical examination, urine
drug screening, BLS certification, and required clearances. These requirements must be kept up to date. The
physical examination, urine drug screening, and clearances must be completed within one year of the clinical
practicum experience. The Practicum Coordinator will keep documentation of completion on file.

All necessary competencies required in the classroom and/or laboratory setting must be completed by the student,
and a copy of the evaluation must be on file with the Practicum Coordinator before the student is permitted to begin
clinical practicum. The Practicum Coordinator reserves the right to adjust the minimum course requirements within
the medical major courses (based on the needs of the local medical community) and further reserves the right to
prohibit anyone from participating if the minimum standards are not met.

Students entering clinical practicum understand they are visitors at the clinical site and agree to abide by the rules,
regulations, polices, and procedures of the site. The student is expected to maintain the highest degree of
professionalism at all times.

The student is aware at the beginning of the Medical Assistant program (as stated in the Policy & Procedure

handbook) that they are responsible for transportation to and from the practicum site and that the practicum is an
unpaid educational experience.
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Practicum Prerequisites

MAP-095: Practicum I- BIO-120, BIO-122, HCC-120, HCC-135, MAC-061, MAC-071, MAC-076, MAC-077, SOC-221

MAP-096: Practicum II- Successful completion of all courses in terms 1-3.

Additionally, as previously outlined, the students will need to provide documentation of all required clearances and procedures required by

the Medical Assistant Program and the clinical site. The practicum health requirements and clearances are listed below.
Practicum Health Requirements & Clearances
1.  Two-step tuberculin skin test (TST) or blood assay for M. tuberculosis (BAMT) within 12 months of beginning
clinical rotation (form provided)
2. Physical Examination (form provided)

2. Immunization Verification: (form provided)
. Rubella Immunity (laboratory evidence or proof of vaccination)
. Rubeola (Measles) Immunity (laboratory evidence or proof of vaccination)

(] Mumps Immunity (laboratory evidence or proof of vaccination)
. Varicella (chickenpox) Immunity (laboratory evidence or proof of vaccination)

®  Tdap Immunity (proof of vaccination)
3. Hepatitis B Vaccination or signed declination
(Hepatitis B vaccination is encouraged for students, and is the responsibility of the individual)
Influenza Vaccination or signed declination (Current seasonal vaccine)
COVID Vaccination or signed declination
BLS Certification (American Heart Association BLS Provider)- must be up to date
PA State Police Clearance within 12 months of beginning clinical rotation
Child Abuse History Clearance within 12 months of beginning clinical rotation
Federal (FBI) Criminal Background Check within 12 months of beginning clinical rotation
10. 10-Panel Urine Drug Screening (If student has positive result, a prescription will need to be provided)

LR N A

Note: Some clinical affiliates may require additional procedures and clearances for the student to participate.

Orientation

Students will complete a clinical orientation. This orientation will either be scheduled at the clinical site or will be
completed through virtual modules provided by the site/organization. The purpose of the orientation is to make
students aware of the general policies and procedures prior to beginning. The orientation will also outline proper
call-off procedure and use of the electronic health record. The clinical rotation schedule will be determined by the

clinical site and provided to the students at orientation.
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Scope of Practice

Certified Medical Assistants perform delegated clinical and administrative duties within the supervising physician’s
scope of practice consistent with the CMA’s education, training and experience. As such, these duties shall not
constitute the practice of medicine.

Trained in both clinical and administrative skills, the medical assistant supports healthcare practitioners in
administering to the needs of the patients. They may also operate specialized equipment and perform standard
laboratory tests. Office administration duties may include but are not limited to patient scheduling, client/insurance
billing, and data entry.

The scope of practice for medical assistants refers to the number and types of procedures medical assistants perform
as professionals within the parameters of employment. Medical Assistants are dependent professionals who
perform delegated tasks contained in a job description and allowed by state law. It is difficult to provide a national
standardized job description. The uniqueness of each medical facility, the varying requirements of each state, as
well as the medical speciality of the physician’s practice, affect the medical assistant’s scope of practice. Also,
various duties of medical assistants are often the same as those of licensed health professionals.
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Practicum Professional Conduct Policy

The Medical Assistant student will recognize the importance of appropriate professional conduct and will adhere to
the established code of ethics. Medical Assistant students will recognize the imporatnce of the Patient’s Bill of
Rights and Patient Confidentiality and the ethical-legal implications of performing medical laboratory procedures.
Students are required to exhibit professional and appropriate behavior in the clincial practicum settings.
Pronounced and/or repeated unprofessional behavior during clinical instruction renders the student unsuitable for a
patient care environment, thus, unsuitable for clinical practicum. Demonstration of unprofessional behavior at any
time during the practicum may be cause for dismissal.

Medical Assistant students must exhibit the following characteristics, which are necessary to be a productive
member of the health care team. Failure to demonstrate the following characteristics may be cause for dismissal
from the Medical Assistant program:

e cooperation

e a positive professional attitude

e integrity and honesty

e respect for patient confidentiality & right to privacy

e respect and courtesy towards instructors, administrators, preceptors, employees, and visitors to the
healthcare facility

e compassion and kindness toward colleagues and patients

e responsibility and dependability (maintain outstanding attendance record)

¢ initiative, enthusiasm and an interest in learning

e appropriate (conservative) professional attire and grooming habits

e professional conduct under stressful conditions

e professional conduct when receiving constructive criticism

e refrain from abusive behavior towards others

Additionally, Medical Assistant students will be required to demonstrate safe practice at all times while enrolled in
the program. Dismissal for unsafe practice may occur at any time while the student is enrolled in the Medical
Assistant program. Dismissal is based upon unsafe behavior demonstrated by the student and may include:

e One potentially life-threatening event; or
¢ One incident contributing to the injury or death of another; or
e Two or more incidents of unsafe practice identified at any time during the length or enrollment in the
Medical Assistant program.
¢ One incident of unsafe student health practice including, but not limited to:
Failure to maintain control of health disorders or practice health maintence;
Failure to protect self, peers, staff, faculty and the community at large from health hazards;
o Failure to adhere to the chemical substance policy as outlined in the MA Program Policy and
Procedure manual,;
o Failure to report, in writing, all health disorders and pregnancies to the Program Coordinator.
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Any violation of the following may be cause for dismissal from the CPI Medical Assistant Program:

Violations of attendance policy set forth by clinical site and/or the CPI Medical Assistant Program.
Insubordination, including willful negligence or refusal to perform tasks in the manner assigned.
Intoxication, possession, use or distribution of alcohol beverages on the grounds of the school or clinical
practicum site.

The possession, use, abuse or distribution of controlled substances (including prescription drugs) on the
grounds of the school or clinical practicum site.

Unauthorized release of confidential information.

Theft of school or clinical practicum property including careless or intentional damage to property owned by
the facility.

Failure to observe and adhere to established laboratory safety and infection control policies or any
demonstration of unsafe behavior.

Conduct which is considered unprofessional, inappropriate or offensive in class, lab or at the clincial
practicum.

Dismissal for Unprofessional Behavior

Dismissal for unprofessional behavior may occur at any time during enrollment in the MA program. Dismissal is
based upon unprofessional conduct demonstrated by the student in the clinical setting. The following represents
examples which may be considered as a basis for dismissal from the practicum and/or the program:

Failure to adequately prepare for clinical learning experiences.

Failure to communicate accurate and complete information verbally and/or in writing.

Failure to report unsafe or incompetent practice of peers or other health care team members to the clinical
supervisor/preceptor, Practicum or Program Coordinator.

Failure to practice within the limitations of the student’s role as defined by their preceptor.

Failure to accept responsibility for own behavior.

Failure to accept responsibility for patient care and well-being.

Failure to seek appropriate guidance from clinical preceptor/supervisor or designee.

Failure to comply with clinical attendence policy defined in this manual &/or clinical site.

Failure to maintain respect for patients, health care team members, faculty, peers, and visitors to the medical
facility.

Failure to maintain confidentiality.

Failure to maintain patient’s Bill of Rights.

Failure to respect the property of the clincial site, employees and visitors.

Offensive or abusive behavior.

Flagrant mishandling or theft of private property.

Academic or professional dishonesty.
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Practicum Student Appearance Policy

1. All students are required to wear navy blue uniforms which includes a scrub top bearing the “CPI Medical
Assistant Student” logo on the front. (NOTE: students are required to purchase the appropriate attire at their
own expense prior to beginning the clinical practicum).

2. Only when directed by the clinical site, students may wear Smart Casual Business attire consisting of:
e khaki, twill, or cotton pants or skirts — making sure they are the appropriate length
e sweaters, cardigans, knit or button-down tops with modest necklines
e sheath dress — no sun dresses — of appropriate length and modest neckline
e solid colors work better than bright patterns — think conservative attire
e clothing should fit appropriately, avoid loose or tight fitting garments

Students are NOT permitted to wear jeans, crop pants, tank tops, crop tops, sheer or revealing tops at the
clincial site.

3. The uniform must be professional looking and odorless at all times. Compliance with this standard
mandates the student wear properly fitted attire in a professional manner (clothing must not be too tight nor
too loose and must completely cover the student’s private body parts) Additionally, clothing must be clean
and wrinkle-free.

4. Students must wear neutral colored sneakers which are clean and odor-free. No open-toed or open-heeled
shoes are permitted at the clincial site, including casual dress days.

5. Since patients and employees of the facility may have pulmonary disorders that may be triggered by
particular odors, the student must present to the clinical site clean, free of body odor, perfumes (including
scented soaps and creams) and tobacco smoke.

6. Students must have CPI identification tags (or photo ID assigned by the clinical site) on at all times while
completing practicum hours. The tag must be worn on the outermost layer of clothing and be clearly visible
by patients and employees at the clinical site.

7. For infection control and safety reasons, jewelry must be minimized. Students are permitted to wear only
one pair of small, non-dangling earrings, a wedding band/engagement ring and/or a wrist watch.

8. Since hands are the most common transmission of pathogens, students must maintain appropriate hygiene
that consists of minimizing jewelry and proper nail grooming. Nails may not exceed % inch in length and
must be free of debris under the nail bed. Students are discouraged from wearing nail polish however, if
necessary, they may only wear colorless, translucent (clear) polish. Students are not permitted to wear
artificial nails, gels or decorative nail apparel at any time.

9. Hair must be clean, free of scented products, and neat. If hair is shoulder length or longer, it must be pulled
back and secured with at tie or band. Facial hair (beards and mustaches must be clean, neatly trimmed and
short).

10. All tatoos with offensive slogans, graphics, or appearance must be covered.
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Practicum Tobacco Free Policy

The hazards of tobacco are well-known in the medical community. Tobacco use is the number one cause of
preventable illness and death across the nation. Allowing students to use tobacco products does not demonstrate
safe healthcare practices. Therefore, tobacco use is prohibited at ALL clinical affiliates. This tobacco-free policy is
intended to improve the health of students, patients, visitors. and the community at large.

Tobacco is defined as cigarettes, smokeless tobacco, electronic cigarettes, cigars, pipes, smokeless tobacco
(chewing tobacco), and all devices intended to simulate smoking.

Practicum Cell Phones and Electronic Devices Policy

Since students are guests at the clinical site and their focus is on maximizing clinical training opportunities in a
limited amount of time, they are NOT permitted to bring or use personal cell phones or any other personal electronic
devices (PED) into the clincial site. Students who wish to bring phones and other electronic devices along to the
clinical site MUST leave the devices in their vehicle. No student is permitted to use a cell phone or personal
electronic device while at the clinical facility for any reason.

In the event of an emergency, students should advise family members to contact them directly at the clinical site
(the contact information should be obtained from the preceptor/supervisor on the first day at the site). Should the
student anticipate an emergency call, they must notify the clinical preceptor/supervisor and the Practicum
Coordinator. Personal calls to the clincial site of a non-emergent nature are NOT acceptable and are grounds for
disciplinary action, including potential dismissal from the program

Practicum Attendance Policy

It is important that the Practicum Coordinator is notified when a student is unable to attend practicum. It is the
students' responsibility to work with the Coordinator to ensure necessary practicum time is made-up to fulfill the
minimum hour requirement to graduate. For additional policies, refer to the Central Pennsylvania Institute of
Science & Technology's latest Student Publication.

Practicum Call-Off Procedure

1. If you will be late or absent, you must notify the Medical Assistant Practicum
Coordinator at CPIL.

2. Ifyou will be late or absent, you must notify your practicum site as required by
institutional policy. (Institutional policy provided at orientation)

3. The practicum site representative will inform the Practicum Coordinator at CPI via
phone/email, of any student lateness or absence so that the “Practicum Hour
Verification Form” can be accurately updated and maintained.

4. The Practicum Coordinator at CPI will periodically check-in with the practicum site
representative to confirm accuracy of each students completed hours.

5. You will be provided a practicum sign-off form. This form will require you to
document the hours completed at your practicum site each day, and the initials of your
preceptor. This form is the student’s responsibility and will be used to verify completed
hours.

MAKE-UP WORK:
It is the students' responsibility to inquire about make-up hours for practicum. Completing make-up hours
may be needed to meet the requirements to graduate.
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CLINICAL PRACTICUM - Phlebotomy: Venipuncture

PURPOSE
To ensure the student is aware of the guidelines regarding the Phlebotomy Course offered at CPI and
acquiring the required venipunctures to qualify for the NHA Certified Phlebotomy Technician exam.

PROCEDURE

1.

The NHA Certified Phlebotomy Technician (CPT) Certification Guidelines stipulate:

To be eligible to earn an NHA CPT certification, the individual must meet both of the following
requirements:

* Possess a High School Diploma, or the equivalent.

* Have successfully completed a training program or one year of work experience within the field.

Training/work experience must include a minimum of 30 successful venipunctures and 10
successful capillary sticks. These venipuncture and capillary sticks must be performed on live
individuals. Candidates are prohibited from using mannequins to meet this requirement. (For
Phlebotomy Technician only)

Candidates must be able to provide written proof of training or experience and/or documentation of
education completion upon request.

Students enrolled in the Medical Assistant program may be scheduled to rotate through the
laboratory department at affiliated clinical practicum sites to gain access to live individuals to
complete the required venipunctures.

Students who are absent (for any reason) during their scheduled time at the lab, are at risk of not
being able to be rescheduled. Makeup time is at the discretion and availability of the practicum site.
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Practicum Grading Policy

The practicum is a graded component of the Medical Assistant program. All students are required to successfully
complete the practicum with a final grade of 75% or better to graduate.

Final Grade
Weekly Assessments 50% of final grade
Weekly Practicum Journals 20% of final grade
Practicum Disease Review Forms 20% of final grade
Performance Fulfillment 10% of final grade
Competencies Pass/Fail

Grade Scale

90-100% A
80-89% B
75-79% C
<75% F

Clinical Practicum Key Personnel

Program/Practicum Coordinator
CPI employee who is responsible for coordinating and overseeing the Clinical Practicum component of the Medical
Assisting Program at Central PA Institute of Science and Technology.

Clinical Coordinator
Employee of Clinical Affiliate (clinical site) who is responsible for coordinating and overseeing the students’
training at the clinical affiliate (site). This person may or may not be directly involved with the training of the
student at the clinical site. Commonly, this person is responsible for the following activities:

¢ Clinical orientation

e Student scheduling

e Tracking student attendance

e Handling student inquires about the clinical site, changes to schedule, etc.

Clinical Preceptor / Supervisor

Employee of the Clinical Affiliate (clinical site) who is responsible for overseeing the students’ training on a given
day. This person is directly involved with the training of the student at the clinical site. This person may change on
a daily basis, depending on the site.
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Medical Assistant Program General Safety Policy

The purpose of this safety policy 1s to ensure a safe environment for all students, faculty/staff and patients throughout
completion of the Medical Assistant Program. This can be achieved through maintaining and implementing the
comprehensive safety procedures outlined in this handbook and by CAAHEP, OSHA, CDC, and our local affiliates.

PO

All Medical Assistant students and faculty must maintain a safe and professional environment at all tumes.
Policies and procedures related to safety will be reviewed and reinforced throughout the program.

All incidents or accidents should be reported immediately to the Program Director and will be documented.
Students and faculty must adhere to Standard Precautions and OSHA Bloodborne Pathogens Standards at all
times.

Personal Professional Equipment (PPE) must be wom when there 1s risk of exposure.

Hand Hygiene 1s required before and after all lab procedures or patient interactions.

The proper disposal of sharps and other biohazard materials will be monitored and enforced.

All students must follow safety protocols outlined by the instructor during all lab/clinical sumulations.

No cating, drinking or cell phone use 1n stmulation area.

. Equipment must be properly mamntained, and inspected for safe use and function.

. Students must submit proof of health requirements/immunizations prior to patient interaction during practicum.
. Practicum sites will review site-specific safety requirements during student ortentation.

. Faculty/Instructors are responsible for modeling and enforcing safety protocols at all tumes

. Compliance with safety policy and guidelines 1s required for continued participation in the Medical Assistant

Program. Unsafe or disruptive behaviors will result 1n disciplinary action, and can result 1n dismssal from
program.
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CENTRAL
PENNSYLVANIA
INSTITUTE

OF SCENCE AND TECHNOLOOY

Student Name:

CPI Medical Assistant Program

Observation Date:

Clinical Site:

Approximate # Hours at Site:

Evaluator Name:

Approximate time on Admin. tasks:

Evaluation Date:

Approximate time on Clinical Tasks:

Please evaluate the student on a scale of 0-5 according to the criteria listed below:

1
2
3
4
5
N/A

Unacceptable Performance
Poor Performance
Satisfactory Performance
Good Performance
Superior Performance

Not Applicable

Job Knowledge

Comm

Ability

Student is able to make pertinent and accurate observations.

Studentis able to adjust priorities when necessary.

Student raises relevant questions.

unications

Student expresses verbal communications clearly and concisely.

Student expresses written communications clearly and concisely.

Student demonstrates active listening skills.

Student utilizes proper grammar with communications.

Student utilizes correct medical terminology during verbal & written communications.
Student respects and maintains confidentiality during communications.
Student demonstrates appropriate communication with physician and staff
Student demonstrates appropriate communication with patients and visitors.
to Learn

Student seeks opportunities to gain knowledge/experiences.

Student demonstrates assertiveness/initiative in developing skills.

Student asks appropriate questions for clarification.

Professionalism

Student gets along well with staff, physicians and patients.

Student demonstrates a helpful and enthusiastic attitude.

Student is punctual to the clinical site and returning from lunch and breaks.
Student interacts with a patient-centered focus.

Student abides by facility policies and procedures.

Student is suitably dressed for the clinical environment.

Student demonstrates understanding of cultural diversity and appears non-judgmental.

Student responds in a positive manner to questions, suggestions & constructive criticism.

What is/are the student's primary strengths?

What is/are the student's primary areas for improvement?

Weekly Evaluation
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Additional comments or suggestions.

Evaluator Signature:

Students are expected to average a score of 4 or better in Communications, Ability to Learn & Professionalism. If the student averages a score < 4 in these
areas, may we share your feedback? YES NO

Please return completed form to Briana Couturiaux Blazina via e-mail at bcouturiaux@cpi.edu or fax (814)548-7106.
Thank you for being a mentor to the student and for providing feedback on their performance.
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| CENTRAL
PENNSY LVANIA
INSTITUTE

| OFSCENCE AND TECHNOLOGY

Practicum Sign-off Form

NAME

All students are scheduled to complete a total of 288 hours of clinical externship. The student is expected to complete all practicum
hours and attend all scheduled days unless severe extenuating circumstances exist and can be verified. It is required that the student
meets the minimum practicum hour requirement established by MAERB. Absences and requested time off are per the discretion of the
Practicum Coordinator. The student is responsible for rescheduling missed hours with the Practicum Coordinator. The student must

follow the procedures for reporting off as mandated by the Clinical Site and Practicum Policy and Procedure Handbook.

5 LUNCH Q TOTAL HOURS
WEEK #1 Date 5 £ (Total EE
@ = . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
£ 2 LUNCH @ TOTAL HOURS
WEEK #2 Date s E (Total 2 E
@ = . “E Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
2 LUNCH o TOTAL HOURS
WEEK #3 Date 5 £ (Total =
@ = . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
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WEEK #4 Date E E (Total ° g TOTAL HOURS
@ = . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY
Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
= LUNCH o TOTAL HOURS
WEEK #5 Date s E (Total 2 E
@ = ) woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY
Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
= LUNCH o TOTAL HOURS
WEEK #6 Date s E (Total 2 E
@ = ) woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY
Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:

HOURS:




t o LUNCH @ TOTAL HOURS
WEEK #7 Date s E (Total 2 E
v . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
t 9 tuncH @ TOTAL HOURS
WEEK #8 Date s E (Total 2 E
& = . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY
Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
[} HUReE L] TOTAL HOURS
WEEK #9 Date 52 (Total =
@ = . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
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Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
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o LUNCH o TOTAL HOURS
WEEK #10 Date 5 £ (Total =
» F . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY
Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
o LUNCH o TOTAL HOURS
WEEK #11 Date 5 £ (Total EE
&aE . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY
Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
o LURIgs: ) TOTAL HOURS
WEEK #12 Date 5 £ (Total EE
&aE . woE Worked
Minutes)
MONDAY Preceptor Signature:
TUESDAY
WEDNESDAY Missed Time:
THURSDAY
Make-up Date(s):
FRIDAY
SITE: TOTAL Approved by:
HOURS:
Student Signature: Date
CPI Practicum Coordinator: Date
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CENTRAL
PENNSY LVANIA
INSTITUTE

OF SCENCE AND TECHNOLOOY

Practicum Disease Review

List the 3 most common diseases/disorders treated at this office/site:
1.

Select one of the diseases/disorders, In your own words, briefly explain the
pathophysiology of this disease/disorder:

How is this disease/disorder diagnosed? (What tests are performed?)
For each listed test, explain how it is performed:
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What medications or treatments are used to manage the
disease/disorder:

List any additional information about this disease/disorder that you
found interesting or important:
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| CENTRAL
PENNSY LVANIA
INSTITUTE

| OFSCENCE AND TECHNOLOGY

Medical Assistant Program

Weekly Practicum Journal

Name:

Date(s):

Preceptors Name(s):

Site:

Goal(s) this week:

List Administrative Tasks Observed or Performed:

List Administrative Tasks Observed or Performed:
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Please provide a brief summary of your day, and self-evaluation. The self-
evaluation is a time to reflect on skills that you perform well and others that

need more practice:

Summary of the day:

Self-Evaluation:

Additional comments, questions, or concerns:
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PENNSY LVANIA

INSTITUTE

OF SCENCE AND TECHNOLOGY

o~ PI | CENTRAL

NHA requires that students perform 30 successful venipunctures and 10 capillaries before testing for

certification.

Each successful draw needs to be signed and dated by a supervisor/mentor.

Successful Venipunctures

(Minimum of 30 successful required)

Successful Capillary Sticks
(Minimum of 10 successful required)

Date
completed:

Mentor Signature

Date
completed:

Mentor Signature

1.

S AN R Pl el Il e

9

10.

=[0|%0 [N |w| v

11.

12.

13.

14.

15.

16

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

Student Name:

Term:
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NAME:

CENTRAL
PENNSY LVANIA
INSTITUTE

OF SCENCE AND TECHNOLOOY

COMPETENCY EVALUATION OF TASKS
MEDICAL ASSISTANT PROGRAM

TASK / SKILL | DATE

If PERFORMED,
Competency
Level

OBSERVED
PERFORMED

Can Perform
Independent
Needs Assistance

Evaluator
Initials

TASK / SKILL | DATE

OBSERVED
PERFORMED

If PERFORMED,

Competency
Level

Can Perform

Evaluator
Initials

Independent
Needs Assistance

EVALUATOR SIGNATURE:

INITIALS:

EVALUATOR SIGNATURE:

INITIALS:

Institution Name: Central Pennsylvania Institute of Science and Technology

Student Name:
Date of Graduation:
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Psychomotor Competencies

I. Anatomy,

Master Competency Checklist
2022 MAERB Core Curriculum

Physiology, and
Pharmacology Grade Pass Date | Int.
I.P.1 Accurately measure and record:
_abloodpressure
__b.temperature
Gpdlse
_d.respirations
_eheight
_f.weight (adultandinfant)
_glength(infant)
__h.head circumference (infant)
i. oxygen saturation
P2 Perform the following procedures:
__aelectrocardiography
__b.venipuncture
__Ccapillary puncture
d. pulmonary function testing
I.P.3 Perform patient screening following established protocols
P4 Verify the rules of medication administration:
__a.rightpatient
__b.right medication
__Crightdose
__d.rightroute
__erighttime
f. right documentation
I.P.5 Select proper sites for administering parenteral medication
I.P.6 Administer oral medications
I.P.7 Administer parenteral (excluding IV) medications
I.P.8 Instruct and prepare a patient for a procedure or a treatment
I.P.9 Assist provider with a patient exam
I.P.10 Perform a quality control measure
I.P.11

Collect specimens and perform:
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e. CLIA waived microbiology test

I.P.12 Provide up-to-date documentation of provider/professional-
level CPR

P13 Perform first aid procedures
__a.bleeding
__b. diabetic coma orinsulinshock
_Gstroke
_d.seizures
__e.environmentalemergency

f. syncope

Il. Applied

Mathematics

I.P.1 Calculate proper dosages of medication for administration

I1.P.2 Record laboratory test results into the patient's record

I.P.3 Document on a growth chart

I.P.4 Apply mathematical computations to solve equations

II.P.5 Convert among measurement systems

I1l. Infection

Control

l.p.1 Participate in bloodborne pathogen training

.p.2 Select appropriate barrier/personal protective equipment
(PPE)

l.p.3 Perform handwashing

l.p.4 Prepare items for autoclaving

I.P.5 Perform sterilization procedures

l.P.6 Prepare a sterile field

l.p.7 Perform within a sterile field

I.p.8 Perform wound care

I.P.9 Perform dressing change

l.P.10

Demonstrate proper disposal of biohazardous material

b. regulated waste

IV. Nutrition

IV.P.1

Instruct a patient regarding a dietary change related to a
patient's special dietary needs

V. Concepts of

Effective

Communication

V.P.1 Respond to nonverbal communication

V.p.2 Correctly use and pronounce medical terminology in health
care interactions

V.P.3

Coach patients regarding:
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b. medical encounters

V.p.4 Demonstrate professional telephone techniques

V.P.5 Document telephone messages accurately

V.P.6 Using technology, compose clear and correct correspondence

V.p.7 Use a list of community resources to facilitate referrals

V.P.8 Participate in a telehealth interaction with a patient

VL.

Administrative

Functions

VI.P.1 Manage appointment schedule, using established priorities

VI.P.2 Schedule a patient procedure

VI.P.3 Input patient data using an electronic system

VI.P.4 Perform an inventory of supplies

VIl.Basic

Practice

Finances

VILP.1 Perform accounts receivable procedures to patient accounts
including posting:
_acharges
_b.payments

c. adjustments
VII.P.2 Input accurate billing information in an electronic system
VII.P.3 Inform a patient of financial obligations for services rendered

VIIL. Third-Party
Reimbursement

VIIl.P.1

Interpret information on an insurance card

VIII.P.2 Verify eligibility for services

VIII.P.3 Obtain precertification or preauthorization with
documentation

VIII.P.4 Complete an insurance claim form

VIII.P.5 Assist a patient in understanding an Explanation of Benefits

(EOB)

IX. Procedural
and Diagnostic

Coding

IX.P.1 Perform procedural coding

IX.P.2 Perform diagnostic coding

IX.P.3 Utilize medical necessity guidelines

X. Legal

Implications

X.P.1 Locate a state's legal scope of practice for medical assistants
X.P.2

Apply HIPAA rules in regard to:

b. release of information
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Professional
Considerations

X.P.3 Document patient care accurately in the medical record

X.P.4 Complete compliance reporting based on public health
statutes

X.P.5 Report an illegal activity following the protocol established by
the healthcare setting

X.P.6 Complete an incident report related to an error in patient
care

XI. Ethical and

XL.P.1

Demonstrate professional response(s) to ethical issues

XIl. Protective

Practices
XI.P.1 Comply with safety practices
XIl.p.2 _Demonstrate properuseof:
a.eyewashequipment
b. fire extinguishers
XI.P.3 Use proper body mechanics
XIl.P.4 Evaluate an environment to identify unsafe conditions

Affective Competencies

Al Demonstrate critical thinking skills Grade | Pass | Date | Int.
A2 Reassure patients
Demonstrate empathy for patients'
A3 concerns
A4 Demonstrate active listening
A5 Respect diversity
A6 Recognize personal boundaries
A7 Demonstrate tactfulness
A8 Demonstrate self-awareness
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Central Pennsylvania Institute
of Science & Technology

540 N. Harrison Road, Pleasant Gap PA

814-359-2793

www.cpi.edu

Find us on:

facebook.
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