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To Students

Youforfeit your chancefor life at its fullestwhenyouwithhold your besteffort in learning. When

you giveonly the minimumto learning,you receiveonly the minimumin return. Even withyour
parent’sbestexampleandyourteachers’bestefforts, in the endit isyour work that determines

how much and how well you learn. When you work to your full capacity, you can hope to attain
the knowledge and skills that will enable you to create your future @ndrol your destiny.If
youdo not, youwill haveyourfuture thrustuponyou byothers. Take hold of your life, apply your
gifts and talents, and work with dedication and selfscipline. Have high expectations for

yourself and convert every challenge into opportunity.

The National Commission on Excellence In Education



IRSOVERVIEW

INDIANRIVERSTATECOLLEGHEHRSC)s a public, comprehensivecollegewith a statewide and
national reputation for excellence. Located in Florida’s Treasure Coast region, each of the
College’s five campuses provide unparalleled educational environments.

IRSGervesapproximately30,000studentsannuallyand offers more than 100
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The following items are found in the Health Science Division Student Handbook

(Ths list has been updated as d2824.)

1. Health Science Division Purpose Statement

2. Health Science Statement of Ethics

3.  Health Science Plagiarism Regulation

4.  Email/Contact Information

5. Health Science Use of Electronic Regulation

6. Health Science Confidentiality Statement

7. Health Science Grading

8. Health Science Retention Regulation

9. Health Science Probation Regulation

10. Health Science Readmission and Dismissal Regulatio
11. Health Science Complaint Guidelines

12. Health Science Liability, Accident and Insurance Regulation
13. Health Requirements

14. Health Science Post Exposure Protocol

15. Health Science Background Check Regulation
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MEDICAIASSISTINBROGRAM
Indian RiverStateCollege

INTRODUCTION

Medical assistants are muitkilled health professionals specifically educated to work in
ambulatoryhealth care settingsperforming administrativeand clinicalduties. The practice of
medical assisting directly influences the public’s health and vestlg, and requires mastery of






AMERICAN ASSOCIATION OF MEDICAL ASSISTANTS
CODE OF d,/ ~

The code of Ethics of the American Association of medical Assistants (AAMA) shall set forth the
principles of ethical and moral conduct as they relate to the medical profession and the particular
practice of medical assisting.



MEDICAIASSISTINBROGRAMURRICULUM
(1,300 Clock-hours)

This 1300 clockour selective admission certificate program prepares the student for specific
clinical, laboratory, and administrative roles as a Medical Assistant employed in a physician’s
office, clinic or other ambulatory health care setting. Classroom theory and clinical practice
prepare the student to perform a wide range of tasks ranging from examinai@mntechniques
to assistingwith minor surgery, administeringmedications, educating patients, performing
diagnostic procedures including drawing blood and electrocardiography, scheduling
appointments, maintaining patient files, and completing insuraioces. Practizim experience
includessupervised,uncompensatedfield work in a physician’s office or other appropriate
facility.
e Classes are required to be taken in a specific order, as displayed in the Medical Assisting
Guided Pathway.
e The full-time daytime program begins in the Fall semester, consists of 9 months of
didactic education, skills training, and externship, and has a completion date in June.

Students must complete all other Medical Assisting program classes and obtain authorization
from the Progam Director before enrolling in the following courses, which are held in the final
semester of the Program:

MEAOQ0952 Medical Assisting Seminar MEA0O800
MedicalAssistingPracticum
(Please note, MEAQO8OO requires 170 full-time, day-time hours.)

AdmissionCriteria
In order to enroll in the Medical Assisting program, applicants must meet the followariteyia:
1. 18 years of age anlder
College admissions complete
Currentphysical examination and immunizations
Negative drug screen and criminal background check
Proof of personal healtmsurance
Valid CPR certification prior to enrollment (must remain valid for the entire length of the
program)
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The Medical Assisting Program Goals are assessed by the degree to which the program achieves
the following_Learning Outcomes:

1. The graduate will demonstrate knowledge of medical terminology, anatomy, physiology,
diseases and disorders and appropriate verbal; andverbal communication in any type
of ambulatory care setting.

2. The graduate will demonstrate critical thinking based upon competency in the profession,
by applyng quality control measures in health and safety policies and procedures to
prevent illness and injury.

3. The graduate will demonstrate appropriate action and behavior in legal and ethical
situations using knowledge of basic patient psychology and patient education skills in any
type of ambulatory care setting.

4. The graduate will demonstrate knowledge and competency of medical front-



4. The gradingcale used by the program follows the IRSC Health Science grschega:
A =93 1tal00
B =851t092
C=76to084
D =70to/5
F = 69 andbelow

5. Anincompletegrade(l) is givento astudentwho, althoughpassinghe majority of the
given course, hasot completed the full class requirements. At the time that graaies
submitted,the studentwill be givenalist of work not yetcompletedand an explanation of
how completion of the requirements will contribute to the final grade.

6. In the eventthe student doesnot meet the minimum standardsof 76%in acourse, the
course may be repeated one time. If a 76% or higher is not achieved on the second
attempt, the student will be dismissed from the program.

7. If a student withdraws from or fails the program during the first semester, the student
must reapply to the program. The student’'s application will be given the same
consideration as all other applicants applying for the Medical Assistogygam.

8. All clinical and classroom assignments are to be handed iimen

9. Individual course syllabi further detail specific academic standards relative to any given
course.

10.  Attendance is mandatory.

Attendance

1. An accurate record of attendance is kept for each class and clinical.

2. Students are required to be in attendanage the classroom and/or clinical setting on
assigned days. Attendance policies are outlined in course syllabi.

3. Tardiness is considered unprofessal conduct. Students should be seated and ready to
begin class at the designated class time.

4, If a student is late to class, the student should enter quietly so as not to disturb the class
in session. At the end of the class period the student should inform the instructor as to
the reason for the tardiness. It is the responsibility of the student to be certain that all
information, assignments, etc., are obtained.

5. Absence from lecture, labs, and clinical:

. “A student’s serious illness” means andidion such as surgery, hospital



Thestudent must contact the instructor and Program Director viaal message
or phone at least 30 minutes prior to the scheduled class time.






Accidents

All accidents that occur while on clinical assignments resulting in patient, clinical facility
personnelpr personalnjuryto the studentand/ordamageo equipmentmustbereported within

24 hours of the occurrence. The Clinic Instructor or Medical Assisting Program Director should
report all incidences immediately to the Health and Wellness Center at IRSC. The Florida
Community College Risk Management Consortium Actiheident Report must be completed

at the Health and Wellness Center, IRSC Massey campus, in addition to the clinical facility’s report
form.

StudentEmployment

Clinicalrotation schedulingwill not be arrangedaround a student’semploymentschedule. It is
expected that the student’s education comes first. Employment should in no way interfere with
the student’s academic or clinical responsibilities.

Indian RiverState CollegeStudentldentification

Students are requiretb have an official College Identification badge, and to apply the Medical
Assisting patch to the left sleeve of each uniform.

The badge will have the student’s full name, picture and the title “Medical Assisting Program”
belowtheir name. These badges must be obtained from Student Services on the Massey Campus
in the KSU building. The Medical Assisting patch can be purchased at the IRSC bookstore at the
Main Campus.

StudentDressCode

The personal appearance and demeanor of Medical Assisting students reflect both the College
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CLASSROOM/LABORAT®RGULATIONS

The complex nature of the classroom and laboratory portions of the Medical Assisting Program
curriculum demand that specific guidelines be set anldesdd to regarding studerdattendance.
Thecontinuity of patient/client carerequiresthat the studentattend allclassroom|aboratory
sessionsandclinicalrotationsfor aprogramtotal of 1300clock hours.

1.

2.

Prompt and regular attendance is expected on all class and lab days. Accurate records of
attendance are kept for class and laboratory.

Onlystudentsenrolledinthe classarepermittedin the classroomNochildrenare allowed

in class or clinical facilities.

Cellphonesandanyother type of technicalequipmentareto beturned off andkept out of

site. Digital/Apple watches are not permitted in class or lab. Cell phones may be kept on
vibrate only, in the event of expected emergency contact. Class disruptions due to cell
phones will be cause for (1) warning, (2) probation.

Audio recording devices may be used in the classroom only with the instructor’s
permission. Further information regarding audio recording is included on the class syllabi.
Under no circumstances are visual devices or cameras to be used in the classroom or
clinical setting.

Students not following the Medical Assistant dress code will lose points for attendance
and/orwill bedismissedrom classandconsiderecabsentfor the day.

Students must adhere to the concept of confidentiality regarding all tests/examinations.
Information about the nature of items on any exam may not be shared with other
individuals.

Students making poor progress in a course or who have irregular attendance, giwlehe
written notice of unsatisfactoryprogressandwill be requiredto meetwith the Program
Director.

Safety regulations regarding the use of all equipment are presented at the start of each semester.
It is imperative that these standards be adhered to in order for a safe ament to be
maintained in the classroom and in the laboratory area.

1.

2.

Students are to practice only those techniques presented in the lecture or
laboratory.

Students are expected to inform the faculty any hazard such agater on the floor,
frayedelectrical wires, etc.

Students
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Practicum Skills Competency Assessment

Medical Assisting students are expected to gain experience in administrative, clinical, and
diagnostic competencies during their clinical hours. It is understood that students may not be
offered the opportunity to practice each skill while assigned to a clinical site. For this reason,
each student has documented successful achievement of 100% of the MAERB Core Curriculum
psychomotor and affective competencies PRIOR to entering a clinical setting. The Practicum
Skills Competency Assessment Tracking Sheet found in the appendix of this handbook is
included as a reference only and it is not necessary for the site supervisor to document skills.
Practicum evaluation forms will be provided to the site supervisor during and at the completion
of the student’s clinical rotation.

PROGRAMLOMPLETION

In order to obtain the certificate of completion, the student must meet the following
requirements:

- Successfully complete programquirements.

- Students must not have any financial holds and all fees must be paid for by the students.

- Students must comply with TABE requirements by scoring 581+ in math, 584+ in reading,
and 572+ in language or have an A.A. Degree, A.S. Degree or higher degree, or qualify for
an exemption under Senate Bill 1720.

Upon completing the specified requirements, the student is eligible to be granted a certdfcate
completionfrom IndianRiverStateCollegeandapplyto takethe Certification Exam. Information
about the exam will be provided during the Medical Assisting program.
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APPENDIX
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Master CompetencyChecklist
2022MAERBCoreCurriculum
Indian River State College

Thislistisprovidedasareferenceonly. Thedocumentfor final evaluationof the student will be
provided by the Program Director/Clinical Coordinator at the end of the 170-hour clinical
rotation.

Students are expected to complete as many competencies as possible in the Clinical/Externship
setting, however, all competencies are taught and practiced in the classroom setting
throughout the program. Each student has documented successful achievement of 100% of the
MAERB Core Curriculum psychomotor and affective competencies PRIOR to entering a clinical
setting.

Psychomotor& Affective Competencies
| Anatomy, Physiology and Pharmacology
I.P.1. Accuratelymeasureandrecord:

a. bloodpressure
b. temperature
pulse

respirations
height
weight (adultandinfant)
length (infant)
headcircumferencginfant)
I. Ooxygensaturation
[.P.2. Performthe following procedures:
a. electrocardiography
b. venipuncture
c.capillarypuncture
d. pulmonaryfunctiontesting
|.P.3.Performpatientscreeningollowingestablishedprotocols
I.P.4.

sle|~o|a| o
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IV Nutrition
IV.P.1llnstructa patientregardinga dietary changerelatedto a patient’s specia
dietary needs

V Conceptof EffectiveCommunication
V.P.1Respondo nonverbalcommunication
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VI Third Party Reimbursement

VIII.P.1lInterpretinformationon aninsurancecard
VIII.P.2Verifyeligibility for services

VIII.P.30btainprecertificationor preauthorizatiorwith documentation

VIII.P.4Generateaninsuranceclaimform
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Affective Competencies

A.l1 Demonstratecriticalthinkingskills

A.2 Reassur@atients

A.3 Demonstrateempathyfor patients’concerns
A.4 Demonstrateactivelistening

A5 Respectiversity

A.6  Recogniz@ersonaboundaries

A.7 Demonstratdactfulness

A.8 Demonstrateselfawareness
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ACKNOWLEDGEMEQFCORIPERFORMANGHANDARDS

Thepracticeof Medical Assisting
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AGREEMENIOTERMS
(Initial each statement, full signature required below)

By my signature below, | acknowledge that | have received my personal copy of the Medical
Assisting Student Handbook. | have read and understand its contents and |tagedede
by the policies,rules, and regulationsstated therein.

| understand that | must attend all required hours during each semester in order to progress
throughthe program,andthat anyclassjab, or clinicaltime missedmustbe madeup before
a grade s assignedfor the class.

| understand that in order to progress through the Medical Assisting program, | must maintain
satisfactory progress and maintain a “C” average or higher in l&clical Assistingourse.

| understand that the 10-hour practicum portion of the program isithout renumeration
and is scheduled during daytime hours ofilg. 8:30 a.m-5:00 p.m.).

| understandthat as a clinical student | may be exposedto environmentalhazardsand
infectious diseases including, but not limited fyberculosis, Hepatitis B and HIV (AIDS)
while in a clinical facility.

| understandthat information that hasbeen disclosedto me from the patient’srecords is
protected for confidentiality by state law. State law prohibits me from making any disclosure
of information without the specific written consent of the person to whom such information
pertains, or as otherwise permitted by state law. A general authorization for the release of
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WAIVEROFLIABILITANDINFORMEIRZONSENT

Name:

| willingly consent to participate in all laboratory activities, treatments, and practice sessions
as a human subject (i.e. patient) for educational purposes at Indian RivelCallegeThese
treatmentsmaybe renderedby facultyor by fellow students.lt is my responsibility to inform

the Program Director or instructor of any information or medisatieghat will limit or bar
mefrom the aboveparticipation.lunderstand
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GROUNDS FOR DISMISSAL FROM THE

MEDICAL ASSISTING PROGRAM

Astudentmaybe dismissedat anytime duringthe programfor violationof anyone of the
grounds listed below:

1. Failirg grades in_aniledical Assisting course.
2. Insubordination.

3. The conviction and/or known use of, distribution of, or possession of illegal drugs
or controlled substances.

4. Failure to complete clinical assignments.

5. Failue to meet all course and program objectives.

6. Unprofessional or unethical conduct.

7. (Cheating (academic dishonesty) or falsification of official documents.
8. Breach of confidentiality.

9. Violations at a clinical site such as theft or misconduct,or behavior that
threatens the safety of patients, themselves or others.

10. Dismissal from a clinical site for argason.

Student Signature:

Print Name;

Date of Signature:
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