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MOA 204.01 - MEDICAL ASSISTANT EXTERNSHIP/SEMINAR

Jackson Community College Fall 2005
INSTRUCTOR: 
Jean Tannis Dennerll, B.S., CMA

OFFICE: 

159 WHITING HALL , Mail Box Whiting Hall Main Office

PHONE: 

517 796 8557 (direct dial)

E-mail:  

dennerljeanm@jccmi.edu 

CREDITS:   5   
 225 hours TBA   Seminar: Tuesdays 12:00-1:55 JW 112
Student emails:    
771@stu.jccmi.edu
User name:

771

New passwords for students:  first letter of your first and last name, two digits of your birthday, last two digits of your birth year, last four digits of your student ID number
PRE-REQUISITES:  PERMISSION OF THE INSTRUCTOR. 

1.  2.5 grade in MOA 120, 111, 211, and SEC 241.  2.0 grade in all other required classes is necessary for graduation approval. 

2.  This is a capstone course and student must have completed outlined on the 
Curriculum Guide Sheet.  Exceptions are made on a per student basis by the instructor.

3.  Allied Health Department Health Form

4. CPR and First Aid Certification documentation are required.

COURSE DESCRIPTION:

The externship provides an opportunity for students to experience working in a qualified licensed health care practitioner's office or clinic.  The student will perform both clinical and administrative medical assisting while being supervised and evaluated by the office staff and monitored by the instructor.  All enrolled in Externship will complete 230 hours minimum in their clinical site and will also attend a 2.5 hour seminar each week, which supports the students to successfully complete their Externship and the CMA exam. 

Special Needs:  If you have any conditions that require special accommodation during the externship, due to physical or other limitations, please inform your instructor so that reasonable accommodations may be made.  

Note: Students are not to receive pay during their externship time, they are not to be held up to the public as employees. Therefore, regardless of the type of uniform or business clothing they wear, they must wear a name tag with JCC MA Student printed for patients to see. Students are also never to be left alone at the site during their externship, especially to do work unsupervised.
Course Materials and Textbooks required:

Palko/Palko. Q&A Review. Medical Assistant . Prentiss-Hall. 2004
AAMA CMA materials

Bonewit.  Clincal Proceedures for Medical Assistants. Saunders 2004
Kinn.  Adminstrative Medical Assisting. Saunders. 2005
Small pocket notebook

COURSE OBJECTIVES:

Within the setting of a physician's office, seminar classroom, or other approved facility the student will:

1. utilize the basic skills and knowledge gained by taking all of the Medical Assistant required courses prior to Externship;

2. positively relate with and understand the role of the office manager, physician(s), and staff, so as to become a valued member of the team;

3. positively relate with patients and their families in person and on the phone using compassion and empathy;

4. effectively work with a medical office team in relation to patient care and business functions being able to take initiative to ask for or suggest work for themselves and to complete that work with minimal supervision;

5. accept directions, instructions, and feedback given by supervisor or other office personnel as appropriate and follow through to make adjustments in behaviors or studies;

6. ask appropriate questions when in doubt about a procedure or policy, write down the information and learn it for the next encounter;

7. analyze situations and plan a course of action based on sound principles of scientific method and problem solving taught in the medical assistant courses. (nursing calls this nursing process)and then evaluate the outcome of actions and note for future actions;

8. act and speak in a professional manner as described in medical assistant text (Glencoe) and courses using proper grammar, tone of voice, and use of medical terminology;

9. Professional Appearance:

a. Clothing/ Uniform 

1. The student will always wear a name tag indicating their name and JCC Medical Assistant Student  (provided by instructor)

2. White leather type clinic shoes (no tennis, canvas shoes)

3.  White uniform slacks or skirt 

4.  No colored or print underwear

5.  Light to medium blue top (turtle neck, blouse, uniform top)

6. Short or long white lab jacket or coat (must be worn in clinical office)

7. White panty hose (support or other), knee highs (avoid thick  socks)

b. Jewelry: small post-type earrings, no large rings or bangle bracelets. Wear a watch with a digital second timer or sweep hand 
c.  Hair: clean, neat, pulled back or tied if long (avoid extremes in style and color).  Face should be clean shaven or neatly trimmed beard or mustache.

d. Make up: If you wear make up, it should be light, day wear makeup, short nail length, clear or natural nail polish, keep nails well groomed and hands well moisturized to avoid cracking, avoid long acrylic or airbrush painted nails)

10.  Cleanliness:  shower or bathe each morning before going to 
the office and shampoo hair often. Apply deodorant and 
antiperspirant and body powder. If foot odor is a problem, use a foot powder deodorant or sole inserts. Wash hands after contact with each patient, before contact with patient after being in the office, after you use the bathroom, after working in laboratory area (even though you wear gloves to do procedures).  Launder uniforms after each time they are worn.  Use color safe bleach or water softeners to keep crisp and white.  White socks and hose should be clean and not have holes or runs.  Shoes should be clean and polished.

Note: Facial or body piercing jewelry is perceived by many patients as unacceptable or unsanitary in the business and clinical setting.  If your nose, tongue, eyebrow or other facial or body parts are pierced please avoid wearing nose, eyebrow, tongue or other jewelry during externship hours. Also, if you have tattoos, cover them with clothing if possible. The instructor will tell you if it is perceived by externship supervisor that there is violation of the cleanliness or professional appearance recommendations.

12. be responsible about attendance and punctuality. Set up hours and keep them. One eight hour day absence is allowed . The student will call the medical office ASAP to report the absence or tardiness and make arrangements to make up the time missed. Also, inform the instructor at JCC of the absence. 

13. verbal orders should be avoided (especially for medications) for treatments to be performed by the student. Medication orders should be written in the chart or on a note pad and acknowledged as correct by the physician or supervisor before administering.  The student should write down the verbal order and then repeat it back to the doctor or supervisor giving the order to make sure it is correct.

14. maintain OSHA standards for safety on the job:

a. Use universal standards when handling all body fluids, used instruments, bandages and body tissues or participating in procedures which may be a potential source of infection to the student or other patients. 


b. Always wear latex gloves, appropriate eye protection or impervious gowns, and/or masks and properly dispose of equipment and other products in sharps containers, or special containers when performing any procedure in which there is a risk of spreading infections (according to techniques previously taught in MOA 111, 211, and BIO 225).

c. If an exposure occurs, rinse with water and/or wash immediately with 

anti-microbial soap. Report the incident to your supervisor.  They will administer first aid and advise you how to proceed.  Also, report the incident to your instructor ASAP. Proceed to obtain the necessary medical treatment or testing as advised.  

Handle bio-hazardous materials and chemicals with care using precautions and warnings labeled on containers and explained in the office procedure manuals for these materials.  If exposed, follow the instructions posted in the office for the specific material.  Read before hand.

NOTE: 
Students are not considered employees and are responsible for all of their own medical expenses.

15. perform only those procedures ordered by the physician for which the student has been instructed either in class or by the office staff and that is within the scope of practice outlined by the DACUM analysis of Medical Assisting printed in your Medical Assistant Manual;

16. keep the legal and ethical code of confidentiality of patient information and physician's business information as taught in MOA 112 and other classes. Breach of this ethic may be reason for immediate withdrawal of the student from the externship as well as a potential for legal action.  Because of new federal guidelines for release of information (HIPAA) students may be required to sign confidentiality agreements with their externship site and complete HIPAA training.  
17. report any problems that can not be dealt with by the student to the instructor. recognize the instructor as the liaison between the medical office and the student.  If any problems arise with questionable activities at the placement or difficulties with personnel, this should be brought to the attention of the instructor IMMEDIATELY.

18. submit weekly written reports of their activities via diary sheets including: time worked, tasks performed, interesting items and questions. Bring these to seminar to hand in.

19. participate in discussion and practice (including: clinical procedures review, resume preparation, job interviews) in seminar 2 hours per week.  More than two absences will lower the grade.

20. represent JCC's Medical Assistant Program to the community by being an example of professionalism.     

21. complete a minimum of 225 hours of externship by arrangement with the medical office staff within the 16 weeks of the semester unless other agreement made with the instructor.

22.  Substance use:   Use of tobacco, alcohol, or mood/performance altering drug products is prohibited during externship.  Smelling like smoke may offend or cause respiratory reactions in fellow workers and patients. Medical assistant students suspected of being under the influence of alcohol or mood/performance altering drugs may be asked to take a drug test or be dismissed from the externship.  

23.  Perfume/ cologne:  Use of perfume is not recommended during externship due to many patients suffering from allergies to scents.  Many healthcare facilities are becoming perfume free environments.  If you must use scent, use it sparingly.

Evaluation Criteria
   Seminar- 


Attendance    10 meetings

100

Resume and cover letter

100

Test Practice



100


Weekly Diary Sheets (10)

100

   Midterm Evaluation Form 


100 points

   Final Evaluation Form   


100 points

   Task List Form 

 

200 points

   Self Evaluation         

  
 100points

   Instructor evaluation


100

Total 1000 points



2. At around 100 hours the student will arrange a site visit with the instructor and externship supervisor for observation and discussion.  The instructor will also keep contact through telephone conferences with the physician and/or office staff supervising the student.

5. The student will meet with the instructor to discuss the above evaluations.

6. Each student will be given copies of the evaluation forms and Task Lists for specific information on performance requirements and areas to be evaluated. Upon completion these forms are kept on file within the Allied Health Department for future reference and are confidential.  The information may only be released if the student request a copy for themselves or information given during a job or other reference check.

7.  Physical form and/or Hep B vaccine waiver must be turned in before beginning externship or student will not be allowed to begin as well as CPR certification proof.

8. The instructor discretionary evaluation for effort, professionalism and overall impression will be awarded based on observation and participation in externship and seminar classes and overall impression of effort.

Grading scale: 

4.0 - 900-1000points

3.5 - 850-900points

3.0 - 800-850 points

2.5 - 750-800 points

Below 750  is unacceptable for passing this course and will therefore be graded as a 1.5 or below as appropriate. Student will be warned verbally and then in writing if externship and seminar performance is unacceptable and suggested course of action.

 GRADUATION

Students must apply for graduation through Student Services. A Commencement Ceremony is held in May of each year.  JOB PLACEMENT SERVICES

Michigan Works Employment Services provides formal placement assistance for JCC grads and students.  

Jackson Office: 517 787 8840

Lenawee Office: 517 265 5974

Hillsdale Office: 517 437 3382

Certification Examination  - CMA
 The American Association of Medical Assistants (AAMA) who accredits JCC's Medical Assistant Program also provides the Medical Assistant Certification Exam in June, October, and January each year. Application deadline is March 1 for the June exam, July 1 for the October exam, and October 1 for the January exam. The Allied Health department encourages you to take the exam ASAP for better results. Upon completion of the MA program with MA program director signature you will be eligible to take this exam at the member rate to earn the CMA credential.  Because JCC is an AAMA/CAAHEP accredited school you will only pay the member rate for the exam.  Your instructor will provide you with a current application or outline.  www.aama-ntl.org
AAMA Disciplinary Standards:  www.aama-ntl.org
The following are grounds for denial of eligibility for the Certified Medical Assistant (CMA) credential, or for discipline of Certified Medical Assistants 
· Obtaining or attempting to obtain certification or recertification of the CMA credential by fraud or deception. 
· Knowingly assisting another to obtain or attempt to obtain certification or recertification by fraud or deception. 

· Misstatement of material fact or failure to make a statement of material fact in application for certification or recertification. 

· Falsifying information required for admission to the CMA Examination, impersonating another examinee, or falsifying education or credentials. 

· Copying answers, permitting another to copy answers, or providing or receiving unauthorized advice about examination content during the CMA Examination. 

· Unauthorized possession or distribution of examination materials, including copying and reproducing examination questions and problems. 

Individuals who have been found guilty of a felony, or pleaded guilty to a felony, are not eligible to take the CMA Exam. However, the Certifying Board may grant a waiver based upon mitigating circumstances, which may include, but need not be limited to, the following: 

· The age at which the crime was committed 
· The circumstances surrounding the crime 

· The nature of the crime committed 

· The length of time since the conviction 

· The individual's criminal history since the conviction 

· The individual's current employment references 

· The individual's character references 

· Other evidence demonstrating the ability of the individual to perform the professional responsibilities competently, and evidence that the individual does not pose a threat to the health or safety of patients 

If you wish to request that the Certifying Board permit you to take the test, submit written evidence with this application of mitigating circumstances, which-in your opinion-demonstrate that your felony conviction or plea should not prevent you from taking the CMA Certification Exam. 
Consent for Release of Information : Reference

Dear Ms. Dennerll,

I would like to list you as a reference on my resume.  If you are called by a potential employer, please release appropriate information as to my performance at JCC.  I understand that all information in my MOA 204 file will be treated as confidential and this consent is specific for potential employment situations.

Sincerely,

Signature of Student

Date

Acknowledgement of agreement to requirements of externship:

I_________________________________have read the syllabus for MOA 204 including the student performance objectives and understand my responsibilities as a student.  I also understand the role of the instructor as liaison between JCC and the clinical site supervisor.  I agree to make every effort to successfully complete these objectives and abide by the guidelines for conduct, skills, and professionalism.

Student signature

2005 MOA 205 MOA Externship Seminar Schedule

Each week will offer time for discussion of externship experiences.  Sharing these, triumphs and problems is of interest to everyone.  Please bring your stories and concerns to class each week.  You are also expected to turn in your diary sheets each week.

Aug 23

Introduction to externship/ syllabus/ evaluation/placements

Student sharing. Review of MA communication/professionalism/patient relations/telephone skills/clinical skills. Ethics and externship.   




Aug 30

Group discussion of externship placements 

Medical Assistant Skills Check off Day - practice
Sept 5 , Monday - school closed for Labor Day
Sept 6

Group discussion of externship placements 

The job search process. Interviews and resumes. 
The portfolio.  Practice interviews.

Sept 13
Group discussion of externship placements 

Bring your resume and cover letter to class.

Q&A for Medical Assisting - Palko – Study Skills and Test Taking Strategies, Section 1 General Information –

 Chapter 1 Anatomy and Physiology, Medical Terminology

Sept 20
Group discussion of externship placements 

Sample   Exam .  Study  Section I– Chapter 2Law and Ethics,  Chapter 3 Professional Communications and Human Relations- Palko
Sept 27
Group discussion of externship placements 

Sample Exam.  Study Section II  - Chapter 4 Oral and Written Communications, Chapter 5 Bookkeeping, Credits and Collections
Oct 4 no school – project success day – speaker

Oct 11

Group discussion of externship placements


Section II Chapter 6 Medical Records and Office Management



Chapter 7 Insurance Coding

Oct 16-22 
Medical Assistant Week

Oct 18

Group discussion of externship placements 

Sample Exam.  Study Section II Chapter 8 Computers and Office Machines, Section III Chapter 9 Examination Room Techniques
Oct 25
Sample Exam.  Study Section III Clinical Procedures –Chapter 10 Laboratory Procedures  
Nov 1
Homework assignment Section II Chapter 11 and 12 Medications/ Pharmacology/ Emergencies/ Visual Aids
Nov 8

Catch up day
Nov 15 
Final Review Exam

Nov 22  
NO CLASS – reminder to prepare final evaluation forms

Nov 23-27 Thanksgiving Break

Nov 29
Follow up to Final Review Exam 
Dec 6

Evaluations Due/ Luncheon for all in MOA 204

Dec 13 Last day for evaluations   

MOA 204 Medical Assistant Student Information Form
Name









______
Address










Phone






Cell




Email 











Degree or Certificate Program _________________________________________

Indicate which semester you will be doing externship:

______WN 06 
_______SP06

______FL 06

___Other_____

Three top choices for externship placement (location, specific office/clinic/hospital)
Have you contacted or had promises from any of the above placements? ____________

Comments: 
I _________________________________________ (student name) have fulfilled the requirements (credit and grade) to qualify for externship according to the JCC catalog and guidesheets. 

I __________________________________________(student name) agree to comply with the policies for conduct and procedures set forth by my externship placement office and the objectives in the syllabus.
Signature





Date
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