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COURSE DESCRIPTION

This 16- week program of study is design to provide you with the knowledge and skills that are required for you to become a Medical Assistant. The Medical Assistant program educates students to collect blood and process blood and body fluids, perform medical front and back office tasks, and clinical procedures under the supervision of a Physician or Nurse Practitioner. Medical Assistants typically work in concert with clinical laboratory personnel and other healthcare providers in clinics or other healthcare facilities. Through classroom work and skills lab training, students learn to collect blood specimens by venipuncture, finger sticks, heel sticks, vision and hearing screening. Upon successful completion, students are prepared to sit for the NHA National Certification Exam.
Licensure / Certification – although not required for employment, certification reflects the competency learned and skills obtained through this training and provides an advantage when seeking employment. 
COURSE GOALS
· Prepare students for success in a healthcare career path leading to post-secondary programs that license healthcare professionals.

· Develop the basic skill, ability to perform skills, and knowledge base necessary to apply the principles or competencies performed in the health care industry.

· Develop attitudes consistent with those expected of an individual working in the health care industry and society in general.

· Reinforce and apply basic skills relating to reading, writing, science, mathematics and communication.

· Complete the requirements necessary for Medical Assistant Certification.

Textbook:  Medical Assisting, 14th, Brigitte Niedzwiecki, Julie Pepper, P. Ann Weaver
Program Requirements

· Criminal Background Check, Social Security Card, Driver’s License
· 12th grade or higher education
· Hepatitis B vaccine and TB skin test
· Clinical shoes and solid, Grey scrub pants and tops. No open shoes are toes are allowed.
· Student is required to locate extern medical facility that utilizes Medical Assistants to complete 160 clock hours of clinical experience. Student is expected to abide by the code of conduct presented by externship training facility.  Failure to comply with designated facility may result in termination from clinical site and inability to complete our program.  Instructor must approve externship clinical site.

· Admissions Test with General Math and English Essays
COURSE GRADING

The student's grade will be determined by: written test scores, participation, written assignments, and class work.

Test Grades with 75% or higher 
Overall class average must be 75% or greater to take the NHA- Medical Assistant Exam. 
No student will be allowed to take the National Exam with less than 352 clock hours of classroom/lab/ externship.
 Grading Assessment will be graded as follows: written exam and practical. Written exams 75% or higher.  Practical will be a minimum of 75% or higher to pass. If unsuccessful on first attempt of practical; student will be allowed a 2nd re-attempt for return demonstration to complete within 30 days of first attempt. Remediation for Failed 2nd Attempt- Student will return during the next scheduled course to attempt practical portion that was not successful to achieve a score of 75% or higher. This remediation class will consist of 4 hours for a charge fee of $100.00. Student will be allowed under certain circumstances to complete program by the end of the next scheduled course with appropriate documentation of; obituary for immediate family, court order appearance, or doctor’s excuse. Failure to complete program within the next scheduled program will result in termination from the medical assisting program. Student must successful complete re-attempt to proceed to externship. 
Classroom Attendance Policy

Class Schedule: Monday through Thursday; 9am to 1:15pm or 5:00pm to 9:15pm

Daily attendance is mandatory. Students are required to be on time for beginning of class, stay until class is dismissed, and return promptly from lunch break.

Instructor keeps a daily attendance record.

If an absence from all or part of a class and/or clinical day is unavoidable, you will need to discuss the situation with your Instructor. Make up arrangements and availability will be at the discretion of the instructor. Make up arrangements may result in the delay of program completion.

**Some possible options include:

· Making up work before or after class or during class breaks

· Completing assignments at home

· Making up the time and work with a future class

· If you miss over 8 total hours of class and do not make arrangements for make-up work, you may be terminated from the program.

· Any student who is ill, with vomiting, diarrhea, fever, or sore throat must not attend class or clinical.
***All students must sign in daily on an attendance sheet at the beginning of class. 
No student will be allowed to take the National Exam with less than 352 hours classroom/ lab hours or an overall class average less than 75%. 
Refund Policy

All refunds shall be made without requiring a request from the student and within forty-five
(45) days from the date that the institution terminates the student or determines withdrawal by the student.
1. Refunds for Classes Canceled by the Institution:
If tuition and fees are collected in advance of the start date of the program and the institution cancels the class, 100% of the tuition and fees collected will be refunded. The refund shall be made within thirty (45) days of the planned start date.
2. Refunds for a student that does not start class or requests cancellation within three (3) days after signing contract:
If tuition and fees are collected in advance of the start date and the student does not begin class, 100% of the tuition and fees collected will be refunded.  The refund will be made within thirty (45) days of the class start date.
3. Refunds for Withdrawal after Class Commences and more than three (3) business days after signing the contract:
(i)Refunds are determined based on the proration of the tuition and percentage of program completed at withdrawal, up until 50% of the program.
(ii) If a student withdraws after completing 50% of the program, no refund of tuition is required.

