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Welcome to Medical Assisting!   
 
 
 
Dear Medical Assisting Student: 
 
As a Medical Assistant, you are considered a skilled member of the increasingly important health 
care industry.  You will be specifically trained to work in a physician's office or related health care 
facility. 
 
The Medical Assistant must have administrative, clinical, and laboratory skills in order to meet the 
demands of today's employment market.  Your education at Plaza College will give you the 
flexibility to work in any one or all three of these areas. 
 
A career as a Medical Assistant is an excellent choice for the person who wants to be actively 
involved in work, where there is the opportunity to help others.  All signs point to a growing 
demand for medical assistants, both clinical and administrative, in the years ahead as the 
population grows and as government funds for health-care coverage and the expansion of medical 
services increase. 
 
Medical Assisting is an exciting career field in which the medical assistant has varied duties 
anywhere from assisting a doctor in an examining room to recognizing and handling an emergency 
in the waiting room to greeting patients and just being pleasant.  There is always a reason for 
coming to work in the morning. 
 
In order to better prepare you to begin your program of study, we have created a Supplemental 
Student Handbook for Medical Assistants that covers some of the entry requirements and policies 
of the program.  These include a statement of program goals, Code of Professionalism, dress code, 
health information requirements, and student membership to the American Association of 
Medical Assistants (AAMA), importance of certification and continuing education, and externship 
program information. 
 
Please read the Handbook carefully.  The Supplemental Student Handbook for Medical Assistants 
does not replace the Student Handbook; instead, it adds to the information in the main 
Handbook.  You are responsible for contents of both handbooks.  If you have any questions, 
please contact the Medical Assisting Director, Dr. Anderson.  Good luck! 
 
 
Marie Dolla 
Academic Dean 
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Accreditations 
 
Plaza College is accredited by the Commission on Higher Education of the Middle States 
Association of Colleges and Schools, an institutional accrediting agency recognized by the U.S. 
Secretary of Education and the Commission on Recognition of Postsecondary Accreditation. The 
college is authorized by the Board of Regents of the University of the State of New York to 
confer the Associate in Applied Science (A.A.S.), the Associate in Occupational Studies (A.O.S.), 
and Bachelor of Business Administration (B.B.A.) degrees. The Associate of Applied Science 
Degree in Medical Assisting 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).  The Associate in Applied Science degree in Health 
Information Technology is accredited by the Commission on Accreditation for Health 
Informatics and Information Management Education (CAHIIM).  The programs are registered by 
the State Education Department. 
 
 

Academic Mission 
 
Plaza College is a private, specialized institution that offers educational programs to students 
who desire challenging careers and a continuation of their formal education. The curriculum, 
tailored to meet the needs of a diverse population, offers students a distinct mix of business, 
liberal arts, and allied health courses. As a teaching and learning College, Plaza is committed to 
striving for excellence and professionalism in the development of its faculty, students, and staff.  
Plaza, rooted in a tradition of excellence, teaches its students the social, ethical, and cultural 
values needed to become respected members of the community. Teaching the processes of 
critical thinking, collaboration, and lifelong learning, Plaza prepares its students to participate 
and compete in today’s global economy. 
 
 
Program Goals 

 
The Medical Assisting program is committed to striving for excellence and professionalism in 
the development of its students and faculty.  Under MAERB 2015 Standards, the program must 
have the following goal defining minimum expectations:  “To prepare competent entry-level 
medical assistants in the cognitive (knowledge), psychomotor (skills), and affective (behavior) 
learning domains.”  
 
The program goals are as follows: 

 Students will demonstrate entry-level competencies in the cognitive (knowledge), psychomotor 

(skills), and affective (behavior) learning domains 

 Students will demonstrate professional growth and skill development 

 Graduates will find positions as Medical Assistants 

 Graduates will demonstrate entry-level competencies 

 The Program ensures that curriculum content covers all of the entry-level competencies 
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 The Program assesses its processes for currency, rigor, and continuous quality improvement in 

its curriculum and resources 

 The Advisory Committee will ensure that curriculum is current and relevant to practice 

 Faculty will demonstrate effective teaching methods and instructional strategies 

 Faculty will demonstrate current knowledge and expertise in areas taught 

 
 
Technical Standards 
 
Developed by the Medical Department and Approved by the Academic Standards Committee 
 

Medical Assistants are multiskilled allied health professionals specifically trained to work in 
ambulatory settings, such as physician’s offices, clinics, and group practices. They perform both 
administrative and clinical tasks that will require certain technical standards to be met in order 
to be successful and to graduate from the program.  In order to perform medical assisting 
duties, a student should have good motor skills and manual dexterity, visual acuity, and 
auditory perception.  A medical assistant must also have sufficient communication skills and 
good intellectual and emotional development to carry out duties in a responsible manner.  A 
minimum C grade must be earned in all biomedical courses and allied health courses in the 
program.  Multiple failures in core courses may lead to transfer into another program or 
dismissal from the College.  Students who do not maintain a 2.75 grade-point average may be 
counseled into another program.  Students must pass the capstone course AH1008b, which 
requires a passing score on a national exam. 
 
Plaza College complies with Section 504 of the Rehabilitation Act and the American Disabilities 
Act.  If a prospective student who is otherwise qualified requires a reasonable accommodation, 
he/she should contact the Medical Director, Dr. Darryl Anderson, at Plaza College.  The 
following technical standards must be met with or without accommodation:  
 
Technical Standards 

 
Some Examples to Demonstrate Behavior 
to Meet Standards 

  
Interpersonal abilities  Enjoys working with people; establishes a 

rapport with patients, families, coworkers, 
and supervisors 

  
Professional and ethical demeanor  Follows dress code; displays ethical 

behavior; respects confidentiality; has 
excellent attendance; demonstrates 
accountability 
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Communication abilities in written and 
verbal formats 

Communicates effectively in English in 
person, on the telephone, and in writing; 
ability to interpret oral, written, and 
diagnostic instructions in the English 
language 

  
Cognitive ability Applies knowledge learned in the program 

to real life situations; integrates 
information and makes decisions based on 
data; manages and prioritizes tasks 

  
Emotional stability and mental alertness Remains alert to surroundings and 

potential emergencies; maintains a calm 
and efficient manner in high 
stress/pressure situations 

  
Physical abilities to maneuver in small 
spaces and to reach for or lift equipment 
and patients 

Transfers patients from wheelchairs or 
exam table and back; kneels and or 
crouches to perform CPR; stoops, bends, 
reaches, and/or twists to position exam 
tables, adjusts equipment, and obtains 
supplies; work and stands for most of the 
workday 

  
Gross and fine motor abilities to provide 
safe and efficient patient care 

Lifts and carries patients and equipment 
up to 50 lbs.; Manipulates equipment and 
instruments such as microscopes, blood 
pressure cuffs, and performs tasks such as 
phlebotomy, handles biohazardous 
specimens, and calibrates instruments 

  
Tactile ability sufficient for assessment and 
performance of office/clinical procedures 

Performs palpation techniques such as in 
venipuncture; differentiates between 
temperature and pressure variations 

  
Auditory ability sufficient to monitor and 
assess health needs 

Hears patients and members of the health 
care team; hears vital signs, instrument 
timers, and alarms 

  
Visual ability sufficient for physical 
assessment, performance of duties, and 
maintenance of environmental safety 

Monitors vital signs; reads medical 
records; discriminates shapes and colors to 
identify reagents and other materials such 
as laboratory media; observes patient 
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responses such as skin color and facial 
expressions 

  
Olfactory ability sufficient to perform 
office/clinical procedures 

Distinguishes odors of drugs and liquids or 
chemicals 

 

 
MAERB Core Curriculum 
 
The MAERB has developed a core curriculum that works with CAAHEPs 2015 Standards and 
Guidelines.  The core curriculum contains cognitive, affective, and psychomotor learning 
domains which contain objectives and competencies that must be understood, applied, and 
passed.  These domains are represented by 12 content areas listed below.  A full list of affective 
and psychomotor competencies can be found at the end of this Handbook. 
 
12 Content Areas 

1. Anatomy and Physiology 

2. Applied Mathematics 

3. Applied Microbiology 

4. Infection Control 

5. Nutrition 

6. Concepts of Effective Communication 

7. Administrative Functions 

8. Basic Practices Finances 

9. Managed Care/Insurance 

10. Procedural and Diagnostic Coding 

11. Legal Implications 

12. Ethical Considerations 

 
Course Sequencing 
 
Generally, it takes a student from five to six semesters to complete the program due to the 
rigorous requirements in general education courses completed in the first two semesters.  
Placement into writing courses largely depends upon the admissions essay performance.  It is 
extremely important that theory comes before practice, and that students receive instruction 
that is progressive and sequential in nature.  Therefore, AH0010 Clinical Procedures and 
Applications I comes before AH1011 Clinical Procedures and Applications II and AH1011 comes 
before AH1013 Laboratory Procedures; and all clinical courses are completed and passed 
before the practicum course.  This is just one example, but this also exists in the other content 
areas as well.  Students are guided through the advisement and registration processes to 
remain in sequence.  In order to graduate in a timely manner, students should be positioned to 
begin Clinical Procedures and Applications I by Semester 3. 
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Course Syllabi  
 
Students will receive a syllabus for each course.  That syllabus will contain the credits to be 
awarded, a description of the course, the suggested sequence for the course within the 
program, whether the course is lecture and/or lab, the MAERB competencies and student 
learning objectives for the course, the required materials, how the students will be evaluated, 
and the assignments on a weekly basis for which the student is responsible. 
 
 
Assessment 
 
Student performance is assessed through homework assignments, projects, quizzes, tests, 
participation, portfolios, checklists containing performances or case study analysis.  The 
Program Director together with the Academic Dean reviews the academic progress of students 
enrolled in the Medical Assisting Program.  Students not meeting standards of academic 
progress may be counseled for transfer. 
 
 
Grading Policy for Affective and Psychomotor Domain Competencies 
 
Medical assisting students are required to achieve an A, B, or C grade in all core medical 
assisting core courses including medical terminology, anatomy and physiology, and 
pathophysiology/pharmacology.  Below is the College’s grading scale: 
 

Grade Numerical 
Equivalent 

A 90-100 

 B+ 85-89 

B 80-84 

 C+ 75-79 

C 70-74 

 
This above scale is used for grading all domains in all medical assisting core courses.  Specifically 
for cognitive objectives, exams and graded assignments are generally the assessment tools.  
The College exams are multiple choice, some fill-ins, and critical thinking questions.   
 
Portfolio and checklist assessment warrant further clarification.   
 
Competencies 
Competencies are skill sets that students must develop under the three domains mentioned in 
a previous section.  These are the psychomotor, cognitive, and affective domains.  Students are 
asked to perform most competencies, and these performances must be assessed through 
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competency “checklists.”  Checklists may require the student to perform steps and to produce a 
work product or to respond to case study situations.   
 
Checklists 
Checklists define the task, condition, and standard that Medical Assisting students must achieve 
in the performance of a competency.  A task such as “Obtain vital signs” may require 15 steps, 
and each step must be performed perfectly.  Students usually receive three attempts to pass a 
competency.  If the student achieves all the steps perfectly on the first try, the student receives 
an A and does not proceed with another try; if the student achieves all the steps perfectly on 
the second try, the student receives a B; if the student achieves all the steps perfectly on the 
third try, the student receives a C.  All students must achieve a minimum score of a C grade on 
competencies; otherwise, the student repeats the course.  All competencies within a course 
must be successfully achieved in order to pass the course.  A failing grade in one competency 
constitutes a failing grade in the course, and the student must repeat the course.  
 
Portfolio and Case Study Analyses 
Students in the Medical Assisting Program are asked to complete portfolio projects and case 
study analyses throughout their studies.  These portfolios are designed to integrate writing, 
research, critical thinking, and ethical reasoning that span the learning domains—one in LL254 
Composition and Research and the other in AH1000 Medical Law and Ethics.  Case study 
analysis in AH1013 Laboratory Procedures measures the development of cultural competence 
and understanding of communication barriers through the lifespan as students are asked to 
respond to situations in which the MA is expected to coach the patient to follow dietary 
instructions prescribed by the physician.  Below are the courses that include portfolio projects 
and case study analyses: 
 
Course       Competencies Integrated 
LL254 Composition and Research   Writing, research 
LS6000 Anatomy and Physiology II   Writing, research, critical thinking 
AH1000 Medical Law and Ethics Writing, research, ethical reasoning 
AH1011 Clinical Procedures and Applications Writing and critical thinking 
AH1013 Medical Laboratory Procedures  Writing, research, critical thinking 
 
 
Policies and Procedures Governing Clinical Work 
 
Safe Practices 
Students must be in scrubs and appropriate footwear at all times when in the laboratory and 
practicum portions of the program.  Hair must be tied back and jewelry minimal.  See  section 
on “dress code” regulations.  All students while in the laboratory and on the practicum site 
have a responsibility to apply safe practices to prevent injuries to themselves and others as well 
as decrease the potential for damage to equipment. 
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Training 
All students must attend the OSHA and CDC compliance sessions in AH0010 Clinical and 
Applications I.  These training sessions will inform them of best safety practices including 
personal protective equipment, biohazardous waste procedures, and emergency incident 
procedure.  This training session for students is provided during the first class meeting.  At the 
end of the training, students are OSHA certified.  Reinforcement of best practices is continued 
throughout the program.   
 
Safety Equipment 
Students are shown where the safety equipment is located and how to use it properly.  In each 
clinical area, there are containers for broken glass, sharps, such as syringes and needles, which 
must be discarded in a red, certified sharps disposal box.  Students must be aware that refusal 
to comply with safety standards will result in dismissal from the classroom or practicum site 
and may result in students not permitted to make-up missed work or hours resulting from that 
dismissal. 
 
 
Dress Code 

 
At Plaza College, we strive for professionalism both in appearance and in conduct.  The following 
information outlines what is expected of the Medical Assistant while enrolled at Plaza College.  
Please read it carefully; and if you have any questions, see the Medical Assisting Director.  
 
Professional Attire 
Scrubs.  All Medical Assisting students are required to wear blue scrubs, both in a top and pants.  
No other color variations or pattern designs are permitted.  The College sells these scrubs as part 
of the book costs for AH0010 Clinical Applications and Procedures I. 
 
Shoes.  White or black nursing type shoes or sneakers (no other colors) must be worn at all times.  
Sandals, high heels, boots, or backless shoes are not permitted. 
 
Hair, Makeup, Nails, Jewelry, and Tattoos. 
Loose, long hair must be tied back at all times.  Hair must be natural in color—no bright, unnatural 
hair colors are permitted.  Makeup must be at a minimum.  Nails must be kept short and clean.  
Excessive jewelry, dangling earrings, and bracelets are not permitted.  Body piercing is not 
permitted such as eyebrow, tongue, or nose piercing.  Tattoos cannot show. 
 
Contact Lenses 
Based on the Bio-Safety College Manual and OSHA requirements, students are not permitted to 
wear contact lenses while in the Medical Lab.  Safety glasses will be worn, if needed, for specific 
procedures. 
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Health Information 
 
A health information packet is available to students who desire to be in the Medical Assisting 
Program and can be obtained through the Admissions Department upon application to the 
College.  This packet includes important forms that must be completed by a physician and 
returned to the Medical Assisting Director, Dr. Anderson, within 30 days of the start of AH0011 
Clinical Procedures and Applications II or sooner.  Failure to do so may result in your 
discontinuation of your enrollment until the proper forms are submitted.  You can receive the 
packet from the Medical Assisting Director, from your Admissions Counselor, or from Student 
Services. 
 
Submit to the Medical Assisting Department  
 
Certificate of Medical Examination 
The Certificate of Medical Examination must be completed by a physician and returned to the 
Medical Assisting Director within 30 days of the start of AH0011 Clinical Procedures and 
Applications II or sooner.   
 
Hepatitis B Vaccine Status 
Your Hepatitis B Vaccine Status must be filed with the Medical Assisting Director within 30 days of 
the start of AH0011 Clinical Procedures and Applications II or sooner.  You are urged to receive this 
vaccination, as your externship opportunities may be affected if you do not.  You must begin the 
series of three vaccinations as early as possible in order to be fully immunized by the start of your 
externship experience or sign a Status Form waiver. 
 
Drug Testing and Background Checks 
Please be advised that most facilities require drug testing and background checks.  You may be 
denied a career opportunity of you test positive or have a history of illegal activities.  The 
background check is required as part of AH1011 Clinical Procedures and Applications II starting the 
fall 2017 semester. 
 
Submit to Student Services 
 
Student Immunization Record 
Your Student Immunization Record must be filed with Student Services within 30 days of the start 
of your program.  All students are required to comply with NYS Public Health Law 2165 that 
requires college students to show protection against measles, mumps, and rubella. 
 
Meningococcal Meningitis Vaccination Response Form 
New York State Public Law 2167 requires that all college students complete and return the 
Meningococcal Meningitis Vaccination Response Form to report their status on this very 
important vaccine.  The response form must be returned to Student Services. 
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Practicum Requirements 
 
All medical assisting students are required to complete a minimum of 180 hours of hands-on, 
off-site experience at a medical facility in their final semester.  AH1008b Medical Assisting 
Practicum is a required externship that provides the student with medical assisting experience 
in the physician’s private office or clinic.  The student will be supervised and evaluated for work 
performed in both the administrative and clinical areas while on site.  Students will not be 
compensated directly or indirectly for work performed on the externship.   
Students must provide adequate time to complete this requirement before the end of the 
program.  The assignment may involve work assignments during business hours and on 
weekends or require the student to re-arrange outside employment and/or childcare 
arrangements.  Also, AH1013 Laboratory Procedures must be completed and passed prior to 
AH1008b Medical Assisting Practicum.  Beginning fall 2017, all students must have also 
completed and passed AH1000 Medical Law and Ethics.  A student in his or her final semester 
generally completes MG230 Professional Development and AH1008b.  However, if any other 
medical assisting core course is not completed and passed (due to failing or withdrawing from 
courses in earlier semesters), the student cannot perform those skills on the practicum site; 
observation is only permitted.  The Practicum Site Manager will be notified.   More information 
will be provided through the Practicum Handbook, which will received during the student 
orientation prior to starting the practicum course. 
 
 
Graduation Requirements 
 
In order the graduate from the Medical Assisting program the following requirements must be 
met: 

1. All courses are completed and passed 

2. All MAERB competencies are completed and passed 

3. A practicum experience of 180 hours has been completed successfully 

4. The student has passed the national exam.  Plaza College is an approved testing site for the RMA 

(Registered Medical Assistant) exam (AMT)* 

5. Earned a cumulative grade-point average of at least 2.0 

6. Settled all financial obligations   

Students who withdraw and then re-enter are responsible for graduation requirements as 
published in the catalog at the time of re-entrance.  Re-enter students may need to retake 
courses if they deemed out-of-date based on aged Standards and Guidelines that would render 
the student incapable of performing to current requirements.  These decisions are reviewed by 
the Program Director, Academic Dean, and Academic Standards Committee. 
 
 
Certifications 
Some courses within the program provide instruction that lead to certification. The courses and 
certifications are indicated below: 
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AH0010 Clinical Procedures and Applications I  OSHA certification (NSC) 
AH1011 Clinical Procedures and Applications II  CPR/First Aid (AHA) 
AH154 Medical Insurance (not required for graduation) CBCS 
AH1008b Medical Assisting Practicum   Community Preparedness (FEMA) 
AH1008b Medical Assisting Practicum*    National Exam:  RMA (AMT) 
*Required for graduation--other qualifying exams:  students can also take the CMA (AAMA), 
NCMA (NCCT), CCMA (NHA), or CMAC (AMCA). 
 
 
Professionalism 
 
Medical Assisting Recognition Week 
The College celebrates the profession during the third week of October.  Students participate in 
a program to celebrate the profession.  Activities span the entire week such as education to the 
general student body on health and wellness, taking of blood pressures, etc. 
 
Candle Lighting Ceremony 
The College promotes the profession in December of each year.  Students in AH0010 Clinical 
procedures and Applications I, AH1011 Clinical Procedures and Applications II, and Laboratory 
Procedures are invited to this ceremony to induct the students into the American Association of 
Medical Assistants (AAMA).  Students who pass certification earn membership in the 
Association upon graduation. 
 
Code of Professionalism 
 
American Association of Medical Assistants (AAMA) 
 
The American Association of Medical Assistants is an organization that supports the profession 
of medical assisting and works in concert with the Curriculum Review Board to outline 
components of educational programs that are essential to the study of medical assisting.  
Please visit the AAMA website at www.aama-ntl.org to learn about the association, its mission, 
and membership benefits, and refer to the competencies published by the AAMA on the last 
pages of this handbook that support the program goals outlined on the first pages of this 
handbook. 
 
Students are entering a profession where the development of personal and ethical attributes, 
the development of respect for patients and oneself are critical.  Students, as they enter 
AH0010 Clinical Procedures and Applications I will become student members of the AAMA.  
With that membership, students will join an organization that expects individuals to be the 
consummate professional at all times.  To accomplish this, students must look and behave 
professionally as students in the classroom, on campus, and on externship, and as graduates 
employed at a health care facilities.  To be anything other than that, means that you are not 
part of the MA program. 

http://www.aama-ntl.org/
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Additionally, Medical Assisting students are asked to follow the College’s Student Code of Conduct 
that can be found in the Student Handbook on Campus Cruiser.  Also, Medical Assisting students 
will be required to follow all OSHA requirements and policies outlined in the College’s Bio-Safety 
Manual (located in the Medical Assisting Lab). 
 
In Clinical I, you will be invited to a ceremony where you will recite the AAMA Code of Ethics 
and Creed, which follows.  At that time, you will receive your Medical Assisting pin and emblem.   
 
AAMA Code of Ethics 
 
The Code of Ethics of AAMA shall set 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: 

 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. 

 
Creed 
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. 

Copyright by the American Association of Medical Assistants, Inc. Revised October 1996. 
 
 
  



16 

 

Career Placement Preparation and Student Responsibilities 
 
It is the responsibility of students enrolled in the Medical Assisting Program to cooperate with 
the Career Services Department so that they can receive assistance in practicum placement and 
employment opportunities after graduation.  These responsibilities include: 
 
Practicum Responsibilities 

 

 Students are required to attend a pre-externship meeting to review the Medical 
Assisting Practicum Program booklet. 

 Students must fulfill all practicum responsibilities as outlined in the Medical Assisting 
Practicum Program booklet. 

 Students are expected to provide reasonable availability Monday through Saturday in 
order to be placed in an externship site.  The requirement for a minimum of 15 hours a 
week over the 15 week period must be met (more time is encouraged for the extra 
experience).  Failure to do so will result in a student not completing AH1008b and not 
graduating from the Medical Assisting Program. 

 Students must attend a full semester and complete a minimum of 180 hours in an 
externship site provided by Plaza College. 

 
Documentation 
 
Students are required to provide the following documentation during the courses indicated: 

1. Current Physical Exam (AH1011) 
2. Hepatitis Status Form & required immunizations (AH1011) 
3. Correct and appropriate resume (MG230) 
4. Completed Placement Record (MG230) 
5. All Practicum Documentation (time sheets, journals, & employer and student 

evaluations) (AH1008b) 
 
Workshops 
 

 AH1013 Laboratory Procedures.  After completing AH1013 Laboratory Procedures if 
there are noted weaknesses by Dr. Anderson, the student may be required to attend 
workshops while taking AH1008 Medical Assisting Externship or may be asked to defer 
the externship course until the student has completed appropriate remediation. 

 

 AH1008b Medical Assisting Practicum.  After completing the program if there are noted 
weaknesses by Dr. Anderson, Mrs. McManus, or other instructor, or if a student is not 
able to receive a job offer after 60 days from graduation, a student will be required to 
attend mandatory workshops to assess and review medical assisting and/or job 
placement skills.  There are two scheduled workshops every month to accommodate 
day and evening students. 



17 

 

 

 Refusal to attend mandatory workshops may result in the loss of placement services. 
 
Job Offers 

 Graduates are encouraged to accept a first job offer in the Medical Assisting field to gain 
experience for the next opportunity.  Graduates who intend to refuse an offer should 
consult first with Career Services.  Graduates who refuse up to two job offers may lose 
future assistance from Career Services. 

 
 
Continuing Education 
 
As a Medical Assistant, it is important for you to keep all memberships in key organizations 
current.  Plaza College started you on the right path by providing student memberships to the 
American Association of Medical Assistants (AAMA).  It is up to you now to continue this 
membership.  As a member of the AAMA, you have access to professional journals and 
opportunities for continuing education credit or CEUs.  Pursue these opportunities on paper or 
online to remain current in your field. 
 
Also, it is most important for you to keep your certifications current in RMA, CPR/First Aid, and 
CBCS. 
 
Transfer to a Four-Year Program 
If you are interested in furthering your studies in the medical field, please contact Dr. Anderson, 
the Medical Assisting Director for further information.  The College has a BBA program, Patient 
Information Management, and approximately 56-59 credits are transferrable depending on the 
option you select within the program; see Dean Dolla for more information. 
 
 
Entry-level Competencies for the Medical Assistant 
 
*Taken from 2015 Standards and Guidelines for Medical Assisting Educational Programs 
published by the American Association of Medical Assistants 
 
2015 MAERB Core Curriculum 
Competencies 

Psychomotor & Affective Competencies 

I Anatomy & Physiology 

I.P.1.    Measure and record: 

a.    blood pressure 

b.    temperature 

c.    pulse 

d.    respirations 
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Psychomotor & Affective Competencies 

e.    height 

f.     weight 

g.    length (infant) 

h.    head circumference (infant) 

i.      pulse oximetry 

I.P.2.    Perform: 

a. electrocardiography 

b. venipuncture 

c. capillary puncture 

d. pulmonary function testing 

I.P.3. Perform patient screening using established protocols 

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

a. right patient 

b. right medication 

c. right dose 

d. right route 

e. right time 

f. right documentation 

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

I.P.6. Administer oral medications 

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. Obtain specimens and perform: 

a.    CLIA waived hematology test 

b.    CLIA waived chemistry test 

c.    CLIA waived urinalysis 

d.    CLIA waived immunology test 

e.    CLIA waived microbiology test 

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

I.P.13. Perform first aid procedures for: 

a. bleeding 

b.    diabetic coma or insulin shock 

c.    fractures 

d.    seizures 

e.    shock 

f.     syncope 
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Psychomotor & Affective Competencies 

I.A.1. Incorporate critical thinking skills when performing 
patient assessment 

I.A.2. Incorporate critical thinking skills when performing 
patient care  

I.A.3. Show awareness of a patient’s concerns related to the 
procedure being performed 

  

II Applied Mathematics 

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

II.P.2. Differentiate between normal and abnormal test results  

II.P.3. Maintain lab test results using flow sheets 

II.P.4. Document on a growth chart 

II.A.1. Reassure a patient of the accuracy of the test results 

  

III Infection Control 

III.P.1.    Participate in bloodborne pathogen training 

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

III.P.3.    Perform handwashing 

III.P.4.    Prepare items for autoclaving 

III.P.5.    Perform sterilization procedures 

III.P.6.    Prepare a sterile field 

III.P.7.    Perform within a sterile field 

III.P.8.    Perform wound care 

III.P.9.    Perform dressing change 

III.P.10.  Demonstrate proper disposal of biohazardous 
material 

a.    sharps 

b.    regulated wastes 

III.A.1. Recognize the implications for failure to comply with 
Center for Disease Control (CDC) regulations in healthcare 
settings 

IV Nutrition 

IV.P.1. Instruct a patient according to patient’s special dietary 
needs 

IV.A.1.  Show awareness of patient’s concerns regarding a 
dietary change   
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Psychomotor & Affective Competencies 

 
V Concepts of Effective Communication 

 

V.P.1. Use feedback techniques to obtain patient information 
including: 

a. reflection 

b. restatement  

c. clarification 

V.P.2. Respond to nonverbal communication 

V.P.3. Use medical terminology correctly and pronounced 
accurately to communicate information to providers and 
patients 

V.P.4. Coach patients regarding: 

a. office policies  

b. health maintenance 

c. disease prevention 

d. treatment plan 

V.P.5. Coach patients appropriately considering: 

a. cultural diversity  

b. developmental life stage 

c. communication barriers 

V.P.6. Demonstrate professional telephone techniques 

V.P.7. Document  telephone messages accurately 

V.P.8. Compose professional correspondence utilizing 
electronic technology 

V.P.9. Develop a current list of community resources related 
to patients’ healthcare needs 

V.P.10.  Facilitate referrals to community resources in the role 
of a patient navigator  

V.P.11.  Report relevant information concisely and accurately 

V.A.1.    Demonstrate:  

a.    empathy  

b.    active listening 

c.    nonverbal communication 

V.A.2.    Demonstrate the principles of self-boundaries 

  

V.A.3.    Demonstrate respect for individual diversity including: 

a.    gender 

b.    race 

c.    religion 

d.    age  
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e.    economic status 

f.     appearance 

V.A.4.    Explain to a patient the rationale for performance of a 
procedure  

  

VI  Administrative Functions 

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

VI.P.2. Schedule a patient procedure 

VI.P.3. Create a patient’s medical record  

VI.P.4. Organize a patient’s medical record 

VI.P.5. File patient medical records 

VI.P.6. Utilize an EMR  

VI.P.7. Input patient data utilizing a practice management 
system 

VI.P.8. Perform routine maintenance of administrative or 
clinical equipment 

VI.P.9. Perform an inventory with documentation 

VI.A.1. Display sensitivity when managing appointments 

  

VII Basic Practice Finances 

VII.P.1. Perform accounts receivable procedures to patient 
accounts including posting: 

a. charges 

b. payments 

c. adjustments 

VII.P.2. Prepare a bank deposit 

VII.P.3. Obtain accurate patient billing information 

VII.P.4. Inform a patient of financial obligations for services 
rendered 

VII.A.1. Demonstrate professionalism when discussing 
patient's billing record 

VII.A.2.  Display sensitivity when requesting payment for 
services rendered 

  

VIII  Third Party Reimbursement 

VIII.P.1. Interpret information on an insurance card 

VIII.P.2. Verify eligibility for services including documentation 

VIII.P.3. Obtain precertification or preauthorization  including 
documentation 

VIII.P.4. Complete an insurance claim form 
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VIII.A.1. Interact professionally with third party 
representatives 

VIII.A.2. Display tactful behavior when communicating with 
medical providers regarding third party requirements 

VIII.A.3. Show sensitivity when communicating with patients 
regarding third party requirements 

  

IX  Procedural and Diagnostic Coding 

IX.P.1. Perform procedural coding 

IX.P.2. Perform diagnostic coding 

IX.P.3. Utilize medical necessity guidelines  

 

IX.A.1. Utilize tactful communication skills with medical 
providers to ensure accurate code selection 

  

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: 

a.  privacy 

b.  release of information 

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

X.P.4.  Apply the Patient’s Bill of Rights as it relates to: 

a.  choice of treatment 

b.  consent for treatment 

c.  refusal of treatment  

X.P.5.  Perform compliance reporting based on public health 
statutes 

X.P.6.  Report an illegal activity in the healthcare setting 
following proper protocol   

X.P.7.  Complete an incident report related to an error in 
patient care 

X.A.1.    Demonstrate sensitivity to patient rights 

X.A.2.  Protect the integrity of the medical record  

  

XI  Ethical Considerations 

XI.P.1.  Develop a plan for separation of personal and 
professional ethics 

XI.P.2.  Demonstrate appropriate response(s) to ethical issues   

  



23 

 

Psychomotor & Affective Competencies 

XI.A.1.    Recognize the impact personal ethics and morals have 
on the delivery of healthcare 

  

XII  Protective Practices 

XII.P.1.  Comply with: 

a.  safety signs 

b.  symbols 

c.  labels 

XII.P.2.  Demonstrate proper use of: 

a.  eyewash equipment 

b.  fire extinguishers 

c.  sharps disposal containers 

XII.P.3.  Use proper body mechanics 

XII.P.4.  Participate in a mock exposure event with 
documentation of specific steps  

XII.P.5.  Evaluate the work environment to identify unsafe 
working conditions 

XII.A.1.    Recognize the physical and emotional effects on 
persons involved in an emergency situation 

XII.A.2.  Demonstrate self-awareness in responding to an 
emergency situation 

 
 


