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INTRODUCTION

I Welcome to the Medical Assisting Program!

We would like to take this opportunity to congratulate you as you embark upon your journey into the profession
of Medical Assisting. This is a very exciting time for you, where you will undergo educational experiences that
have been designed to provide the knowledge and skills necessary to become not only a Medical Assistant but
also an essential asset and member to the healthcare team. The HCI College team is committed to assisting you
in achieving your educational goals of successfully completing the program and passing the Certified Clinical
Medical Assistant exam (CCMA-NHA).

The HCI College Student Catalog and Medical Assisting Student Handbook
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MEDICAL ASSISTING PROGRAMMATIC OVERVIEW

Conceptual Framework
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Medical Assistant Program Technical Standards

Admission or progression in the Medical Assistant Program will be denied if a student is unable to demonstrate
the technical standards. Technical Standards are nonacademic criteria that are essential for participation in the
Medical Assistant Program. These technical standards include personal and professional attributes, skills,
knowledge, physical, medical, safety, and other requirements that an individual must meet to be eligible for
admission to the Medical Assisting Program. These core competencies are
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4. Behavioral Standard:
i. Demonstrate emotional stability to function effectively under stress and adapt to changing

environments.

Observe and collect data from recording equipment, diagnostic test strips
and measurement devices used in patient/client care.

Communicate with patient/client and members of the healthcare team in
person and over the phone in a variety of settings, including where health
team members are wearing masks and there is background noise.

Detect foul odors of bodily fluids or spoiled foods.

Detect smoke from burning materials.

. Detect changes in skin temperature.

Detect unsafe temperature levels in heat-producing devices used in patient
and client care.

Detect anatomical abnormalities, such as subcutaneous crepitus, edema, or
infiltrated intravenous fluids.

Feel vibrations such as an arterial pulse.

Maintain effective, mature, and sensitive relationships with others.
Examine and modify one’s own behavior when it interferes with others or the learning

environment.

Possess attributes that include:
1. Compassion

ok wn

Empathy
Altruism
Integrity
Honesty
Responsibility

7. Tolerance
Examples of activities related to industry standards [examples given are a small
representation of industry standards and do not include every standard]:

1. Exercise judgment:

a.

Carry out classroom and externship practicum assignments for a particular
point in the program within the time allotted

Work effectively under stress and adapt to rapidly changing environments
in the classroom and in the externship practicum setting.

Accept accountability for actions that result in errors or accidents in the
classroom, externship lab or in the practicum setting.

Deal appropriately and effectively with interpersonal conflicts that arise
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Medical Care
1 The student will be advised to seek medical attention within 24 hours of the incident.

1 The student should see a primary physician and have the necessary testing, evaluation and follow-
up performed. If the student does not have a primary physician available, the Program
Director/Externship Coordinator will direct the student to a medical facility where testing,
Bvaluation and follow-up can be done.

T During the student’s visit with the physician, a baseline blood sample may be collected
immediately following the incident with subsequent periodic samples taken later. The results of
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Hepatitis B Immunization Policy

Hepatitis B Information

Hepatitis B is a serious disease caused by a virus that attacks the liver. The hepatitis B virus may cause lifelong
infection, cirrhosis (scarring) of the liver, liver cancer, liver failure, and death. Workers who have direct contact
with human or primate blood and blood products are at risk for exposure to hepatitis B virus.

Hepatitis B VVaccine

Hepatitis B vaccine provides immunization against all hepatitis B, but not against hepatitis A or C. The vaccine
utilizes the non-infectious portion of the B virus and is produced in yeast cells. It is produced without the use of
human blood or blood products.

A full course of immunization requires three doses of the vaccine to be given at specific intervals over a 6-month
period. Most healthy people who receive the full course will develop a protective antibody against hepatitis B
virus. The duration of protection of hepatitis B vaccine is currently unknown. However post-vaccination antibody
testing can detect this, and one additional series of hepatitis B vaccination can sometimes generate immunity.

Due to the potential occupational exposure to blood or other potentially infectious materials, students may be at
risk of acquiring a hepatitis B virus (HBV) infection. The Medical Assisting team highly recommends that all
students undergo hepatitis B vaccination; however, this is not a requirement for the program.

As defined in the OSHA Bloodborne Pathogens standard, 29 CFR 1910.1030, employers are required to offer at-
risk employees the hepatitis B vaccines free of charge. Click the link below for more information.

OSHA Fact Sheet: Hepatitis B Vaccination Protection | Occupational Safety and Health Administration
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EXTERNSHIP

Pre-Externship Requirements

Prior to the start of externship, students may be required to provide evidence of the following:

1. A physical examination completed 6-8 weeks prior to the start of externship: the practitioner who
completes this examination must attest to the individual’s ability and readiness for work in a
professional capacity as a Medical Assistant (physically, mentally, and emotionally).

2. A negative TB test and/or chest x-ray when indicated (chest x-ray required every other year with
positive TB test).

3. Current immunizations and titers to affirm active immunity.

4. CPR (healthcare provider) certification by American Heart Association.

A packet of forms will be provided by the Medical Assisting Program Director and must ALL be
completed/signed prior to externship placement.

Scheduling of Externship Sites

The scheduling of students’ externships is a complex process involving the needs/requirements of the externship
sites, utilization by competing academic programs and coordination of all cohorts on site and readily available
for placement. The Medical Assisting Program will continually strive to provide students with advance notice of
a site change. However, due to external factors students should be prepared to accommodate changes in their
externship affiliation assignments, including days of the week, and times of day. No guarantees are made for the
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draws, medication administration or any other invasive procedures. All externship practicum forms are to be
signed by the externship supervisor or physician or nurse practitioner that oversees the student’s externship
experience.
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Confidentiality Agreement
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DRESS CODE

Proper professional dress and appearance are required. Approved Medical Assisting attire and College 1D badges
must be worn for ALL Medical Assisting class, skills laboratory, externship experiences, and any time they are
on campus, or at a college sponsored function representing HCI.

Required Uniforms

The following rules pertain to scrub uniforms:

= —a _—a _—_a _—_a _a

Clean, well-maintained, and pressed

Appropriately fitted (not too-tight or too-loose); fit must be conservative so as not to be revealing in nature.
Cannot be altered in appearance other than approved HCI College embroidered logo.

Cannot be worn outside of HCI College Medical Assisting related activities or events.

An optional white scrub jacket may be worn over the scrub uniform.

An optional white, long, or short-sleeved t-shirt may be worn underneath the scrub top. No sportswear or
jackets with hoodies are allowed.

Any additional clothing, (i.e. a sweater) must be in solid colors with no writing, words, or offensive
pictures. Long or short-sleeved shirts worn under scrub tops. No pullover sweaters. Scrub top must be
visible.

Students must also follow the externship facility’s dress code during externship assignment, in addition to
the HCI College policies.

Uniforms that appear worn, dingy, stained or torn must be replaced at the student’s expense.
Undergarments must be worn and not be readily visible/extending beyond the scrub top apart from a small
area at the neck of the garment.

If scrub pants are too long, they must be altered so that the hem falls at shoe level but does not touch the
floor (no folding or cuffs are permitted).

**Must always wear HCI
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Overall Appearance

To be followed in Lecture, Lab, Externship and anytime on campus or at a college sponsored function representing

HCI College.

1. Good hygiene and grooming; free of body odor and perfumes/colognes; overall body appearance must
be commensurate with a professional presentation.

2. Trimmed hair, beard, moustache, sideburns (some externship affiliates may not allow facial hair).

3. No visible tattoos: tattoos that may be visible must be covered.

4, Body piercing: One small stud permitted per ear lobe (no larger than ¥”); no other visible piercings
are allowed (no hoops or dangling earrings). This includes all facial piercings including but not
limited to, eyebrow, cheek, lip, or big ear cartilage bars, or other visible piercings.

5. Jewelry: solid metal wedding/commitment bands only; dangling earrings are not permitted; single,
simple necklace is permissible if it does not extend over uniform (certain jewelry may not be permitted
in certain externship sites).

6. Nails: short, clean, and well-manicured (not beyond tip of finger); no nail polish, décor/jewelry, or
acrylic nails.

7. Hair: Must be clean, neat, trimmed, off the collar, away from the face and secured (must not fall

forward when bending over) with bangs no longer than eyebrows; securing devices must be
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POLICIES & EXPECTATIONS

Classroom/Lab/Externship Site Etiquette

1. Students must arrive on time and stay the entire scheduled session.

2. Late students may not be allowed to enter the classroom/lab/site.

3. Turn-off cell phone and other electronic devices. The student will be asked to leave class if seen using
a cell phone or texting without Faculty permission.

4. Use laptop computers/tablets only for class work. Students are encouraged to use their laptop
computers/tablets during class only as learning aids as approved by faculty.

5. No class may be recorded without the expressed consent of the instructor.

6. Students are expected to remain engaged in the activities until the session ends.

7. Be respectful to your peers and instructors. This includes talking out of turn, interrupting discussions,
being late to class or leaving early.

8. Students are expected to participate in class discussions when appropriate and respect the opinions of
all class participants and to dialog in a professional and respectful manner.

9. Students are required to refrain from using offensive or foul language in class.

10.  Students are not permitted to bring either children or pets to class.

11.  No eating or drinking is allowed in the classrooms, computer labs or skills lab. Students are provided
with breaks for this purpose.

12.  Student must always be in uniform with ID name badge when on campus, skills lab, simulation, and
externship rotations and are accountable to uphold the HCI College Medical Assisting Program Dress
Code Policy.

13.  Students are expected to follow all aspects of the College’s conduct policy located in the HCI College
Student Catalog.

14.  Students are expected to participate in the clean-up of the lab and classroom prior to dismissal.

Classroom Expectations

Students are expected to come to class on time and ready to participate. They should wear the appropriate uniform
during class and lab time as well as their nametag or student 1D badge. Classroom etiquette is very important and
must be observed and respected by all students. For instance, students are not to put their head down on the bench
during the class as they may appear to be dosing off to others. No eating or drinking other than from sealed water
bottles/packages. Adequate break time will be provided to have a snack or get up and move around. Talking,
texting, reading emails and any other distracting activity is not permitted. Be sure to turn off or silence cell phones,
beepers, or pagers during class/lab time and place them in a purse, or backpack under the desk except for
classroom exercises that may require phone usage such as Kahoot or Google Classroom.

Academic Success

All program courses in the Medical Assisting Program must be completed with a grade of “C” (70%) or better in
order to graduate. Students are required to repeat cou grades of “D” or “F” and pill be charged tuition
and fees for repeating a course. Students must meet Satisfactory Academic Progress (SAP) to stay enrolled in
college and be eligible for Financial Aid. Please refer to the HCI College Student Catalog for details on SAP, FA
Warning, Dismissal, and Appeal processes. If a student needs to repeat a course, the student may have to wait
until the course is offered again. Students may not repeat any course more than once.
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The focus of laboratory sessions varies with didactic/classroom content; for example, a review of “order of draw”
is the context for laboratory learning experiences relating to skills associated with phlebotomy. To maximize the
potential for student learning in the classroom and laboratory sessions, maintaining flexibility in the sequencing

of teaching/learning activities in these two areas increases the likelihood that the student will be able to apply
what has been learned didactically and through externship experiences
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Medical Assistants are cross trained to perform administrative and externship duties. Administrative Duties (may
include, but not limited to):

= —a _—a _—a

1l

Greeting patients

Answering telephones

Working with electronic medical records
Coding and filling out insurance forms
Scheduling appointments

Externship Duties (may include, but not limited to):

1l

= =4 —a —a _—_a _a _—_a _a _a _a _9

How is a medical assistant different from other allied health professions?

Taking medical histories

Preparing the patient for an exam

Recording vital signs

Assisting the provider during exams
Collecting and preparing laboratory specimens
Drawing blood

Instructing patients about medication and special diets
Preparing and administering medications as directed by a healthcare provider

Sterilizing medical equipment
Removing sutures or changing dressings
Starting IV lines

Dialysis assistant

Medical assistants are one of the most versatile allied health professionals. They are cross trained to perform
externship and administrative responsibilities.

Student Participation in Program Governance

The Medical Assisting Program values input from students in developing and evaluating an effective Medical
Assisting education program that is responsive to its students, externship agencies, prospective employers, the
community, and professional standa925ties.

HCI College Medical Assisting Student Handbook
Revised July 22, 2024
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STUDENT ASSISTANCE

Academic Advisement

The Medical Assisting faculty believe in multiple methods of teaching and learning styles to maximize the
learning of our students. Classroom instruction, simulation, blended content delivery and externship placements
are some of the methods used.

Students with a grade below 70% must meet with their instructor to discuss an academic success plan. A student
who receives a test score of less than 70% is required to make an appointment with the instructor to review the
student’s status, study habits, and to plan improvements. It is imperative to communicate with faculty at various
stages throughout the semester. Frequent monitoring of grades is the responsibility of the student and should not
be neglected until the end of the module.

It is the student’s responsibility to notify faculty if they would like to make tutoring arrangements. Students
experiencing life issues should be in contact with the faculty and the Program Director prior to experiencing a
change in status.

Student Services

Please refer to the HCI College Student Catalog for the full spectrum of student services.

Accommodations

The Americans with Disabilities Act of 1990 — The Rehabilitation Act of 1973, Section 504

HCI College recognizes and accepts its obligations under The Americans with Disabilities Act (ADA) of 1990
and The Rehabilitation Act of 1973 prohibiting discrimination on the basis of a disability and requiring that
reasonable accommodations be provided to qualified disabled students in all programs and activities within the
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Student Grievances

Every student has a right to procedural due process in which a student has notice and an opportunity to be heard.
If the administration must take disciplinary measures against a student or other action related to a student, the
student may appeal the decision to the Academic Administration.

Students are encouraged to resolve problems through normal administrative channels. Prior to filing a grievance,
the student is encouraged to contact his/her instructor first, then the Program Director to determine if resolution
can be achieved within the department.

Please refer to the HCI College Student Catalog for the Grievance Policy.

STUDENT RESOURCES

Tutoring

Tutoring services are available to promote student academic success. There are faculty tutors to assist students
with specific course content.
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ATTENDANCE

Regular and punctual attendance at classes, labs and externship is expected of all students and is an important
aspect of meeting the objectives of the Medical Assisting program.

Faculty are required to take attendance and students are expected to arrive on time. Students are required to sign
into each scheduled didactic, lab, and externship site on the record provided, using Coursekey, as they arrive to

verify their attendance.

Students must submit to their Program Director all required externship time sheets every day at the end of their
schedule to record hours mandated to pass the course. Students can take a photo of the original and email it to the
Program Director. ALL originals are to be turned in at the end of the term and MUST match the ones submitted
via email. Any unapproved alterations, inconsistencies, or disproportion of hours from emailed time sheets and
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Participation

All students are encouraged to attend class regularly with enthusiasm and to complete all course assignments on
a timely basis. Attendance is essential for success in the class, as participation is measured in class, and
information covered during class lecture and discussion are essential to understanding the concepts in the course.

Absences

Any material missed as a result of absences is the responsibility of the student and should be obtained from
classmates. If you know you are going to be absent for some reason, inform the instructor in advance and turn in
written assignments ahead of time whenever possible.

Proper Notification for Lateness/Absence

Class/Lab:

Students are expected to contact the instructor and program director via e-mail or phone before the start of the
class if they will not be able to attend or will be arriving late. The message should include the reason (e.g., illness,
family emergency).

f If astudent is late for a test/exam, no additional time is given.

f If astudent is absent on the day of a test/exam, it is to be made up in a timely fashion at the discretion of
the Program Director. Make-up exams are modified from the original; there is an automatic 10% grade
deduction.

T All lab experiences missed must be made up within 5 business days of the missed experience.

Externship:
f Failing to use proper notification procedures (“no call — no show™) for Externship will be cause for
administrative action. A pattern of this unprofessional behavior may result in course failure and/or
dismissal from the program.

" NOTE: Asking a classmate to inform the instructor that you will be late/absent does NOT constitute
proper notification.

Administrative Actions for Attendance Issues

Repeat patterns of poor attendance (a maximum of three Written Warnings throughout the duration of the
program) can result in the student being dismissed from the program.

1. Written Warning: 1% offense of “no call — no show” for online, in class courses, or externship.

2. Final Written Warning: 2" offense of “no-call — no show” for online, in class courses, or externship.

3. Program Dismissal: 3" offense of ‘no call — no show” for online, in class courses, or externship.
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GRADING AND EVALUATION

Student’s grades will be based on classroom participation, homework, in-class assignments, possible projects,
and tests. The course grade will be computed according to the course syllabus for each course.

HCI College Grading System

Student performance is recorded in grades as follows:

A
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Satisfactory Academic Progress

Please refer to the HCI College Student Catalog for the Satisfactory Academic Progress Policy.

Course Repeat Policy

If a student fails any course or receives an unsatisfactory grade of less than 70% (C), the student will be required
to repeat the course.

I Depending on the length of time a student is out of the program, there could be a recommendation made
by the Program Director to have the student audit previous course(s) to help re-establish lost skills or
successfully complete a skills competency examination.

A student may only repeat the same course twice. If the student fails the same course a second time, the
student will be dismissed from the program, and will no longer be eligible for the Medical Assisting
Program.
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STUDENT CONDUCT POLICIES: ACADEMIC HONESTY &
PROFESSIONAL BEHAVIOR

The College can best function and accomplish its mission in an atmosphere of high ethical standards. As such,
the College expects students to observe all accepted principles of academic honesty. Academic honesty in the
advancement of knowledge requires that students respect the integrity of one another’s work and recognize the
importance of acknowledging and safeguarding the validity of intellectual property. Students are expected to
maintain complete honesty and integrity in all academic work attempted while enrolled at the College. Academic
dishonesty is a serious violation of the trust upon which an academic community depends.

There are different forms of academic dishonesty including, but not limited to, the following:

Academic Honesty

Acquiring or Providing Information Dishonestly

Using unauthorized notes or other study aids during an examination; using unauthorized technology during an
examination; improper storage of prohibited notes, course materials and study aids during an exam such that they
are accessible or possible to view including, but not limited to, cell phones, laptops, tablets, etc.; looking at other
students’ work during an exam or in an assignment where collaboration is not allowed; attempting to communicate
with other students in order to get help during an exam or in an assignment where collaboration is not allowed:;
obtaining an examination prior to its administration; altering graded work and submitting it for re-grading;
allowing another person to do one's work and submitting it as one's own; or undertaking any activity intended to
obtain an unfair advantage over other students.

Plagiarism

The deliberate or unintentional use of another’s words or ideas without proper citation for which the student
claims authorship. It is a policy of HCI College that students assume responsibility for maintaining honesty in all
work submitted for credit and in any other work designated by an instructor of a course. Students may not submit
the same work completed for one course in any other course, earning credit for the same work each time.
Plagiarism, because it is a form of theft and dishonesty that interferes with the goals of education, must carry
severe penalties. The penalties are as follows:

Partially Plagiarized Assignments:

I The first occurrence of a student turning in an assignment containing plagiarized material results in an
automatic “F” for that assignment.

f  The second occurrence of a student turning in an assignment containing plagiarized material results in an
automatic “F” for the course.

f The third occurrence of a student turning in an assignment containing plagiarized material results in an
automatic dismissal from the College.

Entirely Plagiarized Assignments:

f  The first occurrence of a student turning in an entire plagiarized assignment results in an automatic “F”
for the course.

f  The second occurrence of a student turning in an entire plagiarized assignment results in an automatic
dismissal from the College.
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On written papers for which the student employs information gathered from books, articles, electronic, or oral
sources, each direct quotation, as well as ideas and facts that are not generally known to the public at large, or the
form, structure, or style of a secondary source must be attributed to its author by means of the appropriate citation
procedure. Only widely known facts and first-hand thoughts and observations original to the student do not require
citations. Citations may be made in footnotes or within the body of the text. Plagiarism also consists of passing
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Falsifying Records and Official Documents
Forging signatures or falsifying information on official academic documents such as drop/add forms, incomplete
forms, petitions, letters of permission, or any other official HCI College document.

Externship Misconduct

Dishonesty in the externship setting includes but is not limited to misrepresenting completion of externship hours
or assignments; falsification of patient records; fabrication of patient experiences; failure to report omission of,
or error in, assessments, treatments, or medications; and appropriation/stealing of facility, client, staff, visitor
and/or student property.

Disclosure of Confidential Information

A high, responsible standard of conduct and professionalism is expected from each student. Students are
personally accountable for the way in which patient information and other confidential information in externship
facilities is utilized. Confidential information is never to be discussed with anyone other than those directly
involved in the care of the patient or in the legitimate use of other confidential agency information. Those having
access to patient, salary, or associate information should never browse such information out of “curiosity.” It is
to be used and accessed only for legitimate, externship/learning purposes.

A breach in confidentiality which involves discussing and/or releasing confidential patient or facility information,
or obtaining unauthorized system access, will lead to disciplinary action from HCI College.

Each student must seriously evaluate his/her daily use of confidential patient or facility information to assure its
proper use. When in doubt, students should seek clarification or direction from their immediate supervisor.

Sanctions for Violating the Academic Honesty Policy

If it is determined that the student has violated the Academic Honesty Policy:

1. The student (s) will be sent home for the day.
2. The student will be notified the following day if they are removed from the program of study.

Students who have been dismissed will not be allowed to return that semester.

HCI College believes strongly that each student against whom the College is forced to act upon, has a right to
procedural due process where the student has notice and an opportunity to be heard. If the administration must
take disciplinary measures against a student or other action related to the student, the student may appeal the
decision by submitting a letter of appeal to the Dean of Academic Affairs. The procedures for the grievance are
found in the HCI College Student Catalog.
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Professional Behavior Policy

HCI College has established a set of professional behaviors which will help students develop their knowledge
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1 The program not exceeding maximum program capacity; and
)| A review of events leading up to the dismissal with a student action plan designed by the program
director addressing professional behavior expectations.

If a student has been re-assigned to an externship education site due to a request for removal from a previously
assigned externship
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ACADEMIC AND ADMINISTRATIVE DISMISSAL

A student may be dismissed from HCI College for disregarding administrative policies.

Causes for dismissal include, but are not limited to, the following:

1

Failure to meet minimum educational standards established by the program in which the student is
enrolled.

Failure to meet student responsibilities including, but not limited to:
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Meeting of deadlines for academic work and tuition payments.

Provision of documentation, corrections and/or new information as requested.

Notification of any information that has changed since the student’s initial application.

Purchase or otherwise furnish required supplies.

Maintenance of HCI College property in a manner that does not destroy or harm it.

Return of library books in a timely manner and payment of any fines that may be imposed.

Obtaining required education and financial clearance prior to graduation and to comply with all parking
regulations.

Continued inappropriate personal appearance.

Continued unsatisfactory attendance.

Non-payment for services provided by the College.

Failure to comply with policies and procedures listed in the current HCI College Student Catalog and
student handbook; or conduc92 reW* nBT/F1 12 Tf1 0 0 1 72.024 386.59 TmO g0 g 7Re7e2e gal64(.)] TJO g 7F
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—COLEEC_
MEDICAL ASSISTING STUDENT

ACKNOWLEDGEMENT OF RESPONSIBILITIES

By initialing the following, the undersigned student acknowledges receipt of the materials listed and agreement
to abide by the policies contained within the current HCI College Student Catalog.

HCI College Admission Documentation, Externship/Classroom Skills Training, and Attendance
Policy.

Current HCI College Medical Assisting Student Handbook.

I understand that I must meet all requirements to participate in externship rotations including
completion of the health screening requirements.

I understand that 1 am to only function under the direct supervision of the site manager during all
externship experiences.

I understand that I will not be used to meet staffing requirements at the externship agency.

I understand the passing grade for any Medical Assisting course is outlined in the appropriate
syllabus.

I acknowledge that | have been fully advised that my program of study may require exposure to
blood and body fluids while performing universal precautions; as well as conducting myself in a
professional manner by attending externship sessions on time. | further acknowledge my
responsibility to only perform the above activities under direct supervision of my instructor or
externship site manager.

I agree to hold HCI College harmless for any and all consequences (including transmission of blood
borne pathogens) of such participation which are not the fault nor within the control of HCI College.

I acknowledge my responsibility under federal applicable law and agree to keep confidential any
information regarding externship facility patients, as well as any other confidential information of
the facility. | agree, under penalty of law, not to reveal to any person or persons except authorized
externship staff and associated personnel, any specific information regarding any patient. | further
agree not to reveal to any third party any confidential information from the facility.
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