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ELIGIBILITY CHECKLIST FOR INSTITUTIONS OFFEREING

MEDICAL ASSISTANT PROGRAMS

   
a.
It is (1) a public or private institution at the postsecondary level accredited by an agency recognized by the U.S. Department of Education or Council on Higher Education Accreditation (CHEA) whose principal activity is education, (2) a hospital or laboratory-based training school, or (3) a program in a Veteran’s Administration hospital, a rehabilitation facility, or a federally-sponsored Armed Forces program.tc  \l 3 " c. It is either a hospital or a vocational institution (nonprofit or for profit) in the private sector."
PRIVATE 

tc  \l 3 ""
   PRIVATE 
b.PRIVATE 

tc  \l 3 ""

PRIVATE 
Its program is vocational in nature and is designed to lead to employment. tc  \l 3 " d. Its principal activity is educational in nature."
PRIVATE 

tc  \l 3 ""
   PRIVATE 
c.
It is located in the United States or its territories.  

PRIVATE 

tc  \l 3 ""
tc  \l 3 " e. It has been continuously providing instruction as an institution for at least the prior two years and has had at least one graduating class in the medical assistant education program."
PRIVATE       PRIVATE 
d.
The coursework required for graduation, including didactic instruction and externship, externship, provides the following: 


(i.)
Medical Assisting


(1) attainment of entry-level competencies (see Program Requirements and Curriculum for Medical Assistants in Chapter VI), and (2) at least a six month (24 weeks), full-time program of training.
SECTION H - Instruction, Curriculum and Programs

Subsection 1 – Curriculum.
PRIVATE 
IV.H.1.a.
Program length, course sequence and method of instructional delivery are appropriate to the educational objectives of the program.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.H.1.b.
An institution maintains course syllabi that fully and clearly describe the important characteristics of each course and meet the requirements of Appendix G (Syllabi).  

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.H.1.c.
An institution provides a current course syllabus to each student at the beginning of each course.  

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.H.1.e.
Course content is appropriate in length and sufficient in scope and depth to reflect current knowledge and practice.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.H.1.f.
Standard academic conversion methodology is applied in calculating and awarding academic credit.

	Compliance Rating:          ( Exceeds Standard      ( Meets Standard     (  Violates Standard     (  N/A

	



Subsection 2 – Instruction and Resources.

IV.H.2.a.
Instruction is sufficiently comprehensive in scope and depth to achieve published educational objectives.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.H.2.b.
Instructors effectively use contemporary teaching strategies and practices.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.H.2.c.
Adequate and appropriate learning resources exist to complement the program(s).
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.H.2.d.
Supplementary instructional materials are legible and relevant to the educational course content and objectives of each program.

	Compliance Rating:          ( Exceeds Standard      ( Meets Standard     (  Violates Standard     (  N/A

	


IV.H.2.e.
Instructional continuity is maintained through faculty stability.

	Compliance Rating:          ( Exceeds Standard     (  Meets Standard     (  Violates Standard     (  N/A

	


SECTION I - Examinations and Student Progress

Subsection 1 – Scheduling and grading of examinations.

IV.I.1.a.
Examinations and other evaluative techniques are scheduled and adequately assesses the achievement of stated objectives, competencies and curriculum goals, and are appropriate to the length of the program(s).  
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.I.1.b.
Instructors promptly grade examinations and review the results with students.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 2 - Student experience.
IV.I.2.

The training environment exposes students to applicable work experiences in theory, clinical, and laboratory courses.
	Compliance Rating:          ( Exceeds Standard    (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 3 - Individual differences.
IV.I.3.

An institution provides students with academic progress reports and academic advising as necessary to meet their individual educational needs.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 4 - Externships and external clinical experiences.

IV.I.4.a.
Externships and external clinical experiences are appropriate and adequate to serve the diverse needs of the program(s).

	Compliance Rating:          ( Exceeds Standard     ( Meets Standard     (  Violates Standard     (  N/A

	


IV.I.4.b.
Appropriate supervision and evaluation of student performance is provided during an externship.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 5 – Student academic progress.

IV.I.5.c.
An institution encourages and assists students who are experiencing difficulty in progressing satisfactorily in their programs.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


Subsection 6 – Student record maintenance.

IV.I.6.b.
An institution maintains records of externship and clinical site evaluation and of student performance during externships and external clinical experiences.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.I.6.c.
An institution maintains accurate records of graduate placement activities in compliance with Appendix F, Section A (Records Maintenance).

	Compliance Rating:          ( Exceeds Standard      ( Meets Standard     (  Violates Standard     (  N/A

	


SECTION J - Student Services

Subsection  1 - Student assistance.

IV.J.1.a.
Referral information is provided to assist students experiencing personal difficulties as requested by the student or when deemed necessary. 
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.J.1.b.
An institution provides a variety of student support services.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 2 – Student orientation. 
IV.J.2.

A scheduled and organized orientation is provided for all students prior to or during the first week of classes. 
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 


tc  \l 1 ""
SECTION K - Student Satisfaction

Subsection 1 - Student  satisfaction.
IV.K.1.

Students are satisfied with the training and educational services offered by an institution. 
	Compliance Rating:          ( Exceeds Standard      (   Meets Standard     (  Violates Standard     (  N/A

	


SECTION L - Faculty

Subsection 1 – Supervision.
IV.L.1.

Program(s) are sufficiently supervised.
	Compliance Rating:          ( Exceeds Standard      ( Meets Standard     (  Violates Standard     (  N/A

	



Subsection 2 – General faculty requirements.
IV.L.2.a.
Faculty consists of qualified individuals.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.L.2.b.
The faculty consists of a sufficient number of instructors in relation to an institution's enrollment, programs, and stated educational objectives.  

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.L.2.c.
Personnel records for all full-time and part-time faculty, which meets the requirements of Appendix F, Section B (Records Maintenance) are up to date and maintained in a well-organized and easily accessible manner.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.L.2.d.
Faculty meetings are held on a regular basis and the minutes are recorded.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 3 - Teaching load.
IV.L.3.a.
The laboratory ratio of students to instructor normally does not exceed 20 to 1.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.L.3.b.
The teaching load of instructors is reasonable at all times and allowance is made for non-instructional duties.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 4 – In-service training.
IV.L.4.
A regular program of in-service training, provided by an institution for the improvement of the faculty skills in teaching methodology, is conducted and documented at least twice annually.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 5 – Professional Development.

IV.L.5.a.
A faculty development plan is reviewed and updated annually.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


IV.L.5.b.
The faculty and staff actively participate in professional growth activities.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


SECTION M – Physical Environment

Subsection 1 - Instructional facility.
IV.M.1.

The physical environment is conducive to instruction and learning.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 2 – Safety.

IV.M.2.
The physical plant and equipment comply with all local, state, and federal safety requirements.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


CHAPTER V – DEGREE PROGRAM STANDARDS

tc  \l 3 "
"
PRIVATE 
SECTION A – Occupational and Applied Science Degrees

( This Section Not Applicable

PRIVATE 

Subsection 1 – Basic requirements.tc  \l 3 "
Subsection 1 - Basic requirements."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.A.1.

All courses and experiences are clearly postsecondary in nature and are occupational in content and objective.tc  \l 3 "V.A.1.
All courses and experiences are clearly postsecondary in nature and must be trade, technical, or vocational in content and objective."
tc  \l 1 "IV.H.1.a.
The program length and course sequence are appropriate to the educational objectives of the program."
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 


tc  \l 3 ""
PRIVATE 

Subsection 2 – Faculty.

PRIVATE 


tc  \l 3 ""
PRIVATE 
V.A.2.

Faculty consists of qualified individuals.
tc  \l 1 "IV.H.1.a.
The program length and course sequence are appropriate to the educational objectives of the program."
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 

Subsection 3 – Learning Resources.tc  \l 3 "
Subsection 3 - Library."
PRIVATE 
V.A.3.

Adequate and appropriate learning resources exist to complement the program(s).

tc  \l 1 "IV.H.1.a.
The program length and course sequence are appropriate to the educational objectives of the program."
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 

Subsection 4 – Curriculum.tc  \l 3 "
Subsection 3 - Library."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.A.4.a.

A program meets the required minimum level of credit hours (or its recognized equivalent) in total content and hours of occupational and general education courses.
Associate of Occupational Science

a. 60 semester hours, 90 quarter hours, or its recognized clock hour equivalent in total content  (normally two academic years); 

b. 45 semester hours, 67.5 quarter hours, or its recognized clock hour equivalent in the occupational area for which the degree is awarded; and

c. Nine semester hours, 13.5 quarter hours, or its recognized clock hour equivalent in general education or applied general education courses.

Associate of Applied Science

a. 60 semester hours, 90 quarter hours, or its recognized clock hour equivalent in total content (normally two academic years); 

b. 30 semester hours, 45 quarter hours, or its recognized clock hour equivalent in the occupational area for which the degree is awarded; and

c. 15 semester hours, 22.5 quarter hours, or its recognized clock hour equivalent in general education courses.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


V.A.4.b.
The primary purpose of occupational degree programs is technical in nature with courses focused on the attainment of necessary skills to enter a chosen employment field.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 


tc  \l 3 ""

PRIVATE 
SECTION B – Academic Associate Degrees
( This Section Not Applicable


Subsection 1 -Basic Requirements.tc  \l 3 "
Subsection 1 - Curriculum."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.B.1.

Courses and experiences are clearly postsecondary in nature and emphasize both the achievement of vocational objectives and general education.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


tc  \l 3 "V.B.1.
The program is a minimum of\:"
PRIVATE 

Subsection 2 – Faculty.tc  \l 3 "
Subsection 2 - Admissions."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.B.2.a.

Faculty consists of qualified individuals.

PRIVATE 


tc  \l 3 ""
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 

Subsection 3 – Learning Resources.tc  \l 3 "
Subsection 3 - Library."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.B.3.a

Adequate and appropriate learning resources exist to complement the program(s).tc  \l 3 "V.A.3.
Appropriate library resources exist to complement the program(s)."
PRIVATE 


tc  \l 3 ""
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 
V.B.3.b.

An individual with appropriate professional experience and education supervises an institution’s library.

PRIVATE 


tc  \l 3 ""
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 

Subsection 4 – Student Services.tc  \l 3 "
Subsection 3 - Library."
V.B.4.
Institutions offering degree programs provide comprehensive student services appropriate to the number of programs and size and characteristics of the student body.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 

Subsection 6 – Curriculum.tc  \l 3 "
Subsection 1 - Curriculum."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.B.6.a.
The program meets the required minimum level of credit hours (or its recognized equivalent) in total content, and hours of occupational and general education courses:

d. 60 semester hours, 90 quarter hours, or its recognized clock hour equivalent in total content (normally two academic years); 

e. 30 semester hours, 45 quarter hours, or its recognized clock hour equivalent in the occupational area for which the degree is awarded; and

f. 15 semester hours, 22.5 quarter hours, or its recognized clock hour equivalent in general education courses.

PRIVATE 


tc  \l 3 ""
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


V.B.6.b.  
Program curricula reflect the achievement of vocational objectives with a concentration on general education.

PRIVATE 


tc  \l 3 ""tc  \l 3 "
c.
Six semester hours or nine quarter hours in general education courses.  General education courses are courses that assist the graduate to use the occupational skills learned.  Courses in technology, communications, applied mathematics, and social sciences are examples of appropriate courses in general education for the AOS degree."PRIVATE 


tc  \l 3 ""
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


SECTION C – Baccalaureate DegreePRIVATE 



( This Section Not Applicable

PRIVATE 

Subsection 2 – Program supervision & faculty

PRIVATE 


tc  \l 3 ""
PRIVATE 
V.C.2.a.

An individual with appropriate qualifications supervises the program(s) offered by the institution.
tc  \l 3 "V.A.2.
The program director has an earned degree at least one level higher than the degree offered by the institution."
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 
V.C.2.b.

Faculty consists of qualified individuals.
tc  \l 3 "V.A.2.
The program director has an earned degree at least one level higher than the degree offered by the institution."
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


V.C.2.c.

Faculty assignments and teaching loads must be reasonable.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


V.C.2.d.

Instructional continuity is maintained through faculty stability.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 

Subsection 3 – Library and instructional resourcestc  \l 3 "
Subsection 3 - Library."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.C.3.a.

Adequate and appropriate library resources exist to complement the program(s).
tc  \l 3 "V.A.3.
Appropriate library resources exist to complement the program(s)."
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


V.C.3.b.
An individual with appropriate professional experience and education supervises the institution’s library.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


V.C.3.c.
The institution encourages student and faculty use of the library resources available.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	



Subsection 6 – Curriculumtc  \l 3 "
Subsection 1 - Curriculum."
PRIVATE 


tc  \l 3 ""
PRIVATE 
V.C.6.a.
The program meets the required minimum level of credit hours (or its recognized equivalent) in total content, and hours of occupational and general education courses:

g. 120 semester hours, 180 quarter hours, or their equivalent normally earned over a period of eight semesters, 12 quarters, or their equivalent.  Transfer and award of credit for appropriate work at other institutions may be granted.  

h. 60 semester hours, 90 quarter hours, or their equivalent in the area of concentration for which the degree is awarded, not to include subject matter considered general education courses; and

i. 36 semester hours, 54 quarter hours, or its recognized clock hour equivalent in general education courses.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 
V.C.6.b.
Program curriculum must approximate the standards found at other institution’s offering bachelor’s degrees.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 
V.C.6.c.
Program enrollment in upper division courses is sufficient to support regularly scheduled classes and laboratory work.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 



CHAPTER VI - EVALUATION STANDARDStc  \l 3 "
CHAPTER VI - EVALUATION STANDARDS"
PRIVATE 
MEDICAL ASSISTING PROGRAMtc  \l 3 "
MEDICAL ASSISTANT PROGRAM"
PRIVATE 


tc  \l 3 ""
PRIVATE 
In addition to the general evaluation standards identified in Chapter IV, which apply to all institutions, the following standards apply specifically to Medical Assistant programs.

Note:
Institutions offering a degree program must meet additional requirements outlined in Chapter V.tc  \l 3 "In addition to the general evaluation standards identified in Chapter IV, which apply to all institutions, the following standards apply specifically to Medical Assistant programs."
PRIVATE 


tc  \l 3 ""
PRIVATE 
SECTION A - Evaluation Standardstc  \l 3 "SECTION B - Evaluation Standards"
PRIVATE 


tc  \l 3 ""

Subsection 1 - Competencies and Curriculum.
PRIVATE 


tc  \l 3 ""
VI.A.1.a.
The program meets the competencies required of the profession.  

PRIVATE 1.
PROFESSIONALISM

PRIVATE (a)
project a positive attitude tc  \l 3 "(a) project a positive attitude "
PRIVATE (b)
maintain confidentiality at all timestc  \l 3 "(b) maintain confidentiality at all times"
PRIVATE (c)
be a "team player" tc  \l 3 "(c) be a \"team player\" "
PRIVATE (d)
be cognizant of ethical boundariestc  \l 3 "(d) be cognizant of ethical boundaries"
PRIVATE (e)
exhibit initiativetc  \l 3 "(e) exhibit initiative"
PRIVATE (f)
adapt to change tc  \l 3 "(f) adapt to change "
PRIVATE (g)
evidence a responsible attitudetc  \l 3 "(g) evidence a responsible attitude"
PRIVATE (h)
be courteous and diplomatictc  \l 3 "(h) be courteous and diplomatic"
PRIVATE (i)
conduct work within scope of education, training, and ability

PRIVATE 2.
COMMUNICATIONtc  \l 3 "2. COMMUNICATION"
PRIVATE (a)
be attentive, listen, and learntc  \l 3 "(a) be attentive, listen, and learn"
PRIVATE (b)
be impartial and show empathy when dealing with patientstc  \l 3 "(b) be impartial and show empathy when dealing with patients"
PRIVATE (c)
adapt what is said to the recipient's level of comprehensiontc  \l 3 "(c) adapt what you say to the recipient's level of comprehension"
PRIVATE (d)
serve as liaison between Physician and otherstc  \l 3 "(d) serve as liaison between Physician and others"
PRIVATE (e)
use proper telephone techniquestc  \l 3 "(e) use proper telephone techniques"
PRIVATE (f)
interview effectivelytc  \l 3 "(f) interview effectively"
PRIVATE (g)
use appropriate medical terminologytc  \l 3 "(g) use appropriate medical terminology"
PRIVATE (h)
receive, organize, prioritize, and transmit information expedientlytc  \l 3 "(h) receive, organize, prioritize, and transmit information expediently"
PRIVATE (i)
recognize and respond to verbal and non-verbal communicationtc  \l 3 "(i) recognize and respond to verbal and non-verbal communication"
PRIVATE (j)
use correct grammar, spelling and formatting techniques in written works

(k)
principles of verbal and nonverbal communication

(l)
recognition and response to verbal and non-verbal communication

(m)
adaptation for individualized needs

(n)
application of electronic technology

(o)
fundamental writing skills

(p)
professional components

(q)
allied health professions and credentialingtc  \l 3 "(j) use correct grammar, spelling and formatting techniques in written works"
PRIVATE 3.
ADMINISTRATIVE DUTIEStc  \l 3 "3. ADMINISTRATIVE DUTIES"
PRIVATE (a)
perform basic secretarial skillstc  \l 3 "(a) perform basic secretarial skills"
PRIVATE (b)
prepare and maintain medical recordstc  \l 3 "(b) prepare and maintain medical records"
PRIVATE (c)
schedule and monitor appointmentstc  \l 3 "(c) schedule and monitor appointments"
PRIVATE (d)
apply computer concepts for office procedurestc  \l 3 "(d) apply computer concepts for office procedures"
PRIVATE (e)
locate resources and information for patients and employerstc  \l 3 "(f) locate resources and information for patients and employers"
PRIVATE (f)
manage physician's professional schedule and traveltc  \l 3 "(g) manage physician's professional schedule and travel"
(g)
schedule inpatient and outpatient admissions

(h)
file medical records

(i)
prepare a bank statement and deposit record

(j)
reconcile a bank statement

(k)
post entries on a day sheet

(l)
perform billing and collection procedures

(m)
prepare a check

(n)
establish and maintain a petty cash fund

(o)
post adjustments

(p)
process credit balance

(q)
process refunds

(r)
post NSF funds

(s)
post collection agency payments

(t)
apply managed care policies and procedures

(u)
obtain managed care referrals and pre-certification

(v)
perform diagnostic coding

(w)
complete insurance claim forms

(x)
use physician fee schedule

PRIVATE 4.
CLINICAL DUTIEStc  \l 3 "4. CLINICAL DUTIES"
PRIVATE (a)
interview and record patient historytc  \l 3 "(a) interview and take patient history"
PRIVATE (b)
prepare patients for procedurestc  \l 3 "(b) prepare patients for procedures"
PRIVATE (c)
apply principles of aseptic techniques and infection controltc  \l 3 "(c) apply principles of aseptic techniques and infection control"
PRIVATE (d)
take vital signstc  \l 3 "(d) take vital signs"
PRIVATE (e)
recognize emergenciestc  \l 3 "(e) recognize emergencies"
PRIVATE (f)
perform first aid and CPRtc  \l 3 "(f) perform first aid and CPR"
PRIVATE (g)
prepare and maintain examination and treatment areatc  \l 3 "(g) prepare and maintain examination and treatment area"
PRIVATE (h)
prepare patient for and assist physician with routine and specialty examinations and treatments and minor office surgeriestc  \l 3 "(h) assist physician with examinations and treatments"
PRIVATE (i)
use quality controltc  \l 3 "(i) use quality control"
PRIVATE (j)
collect and process specimenstc  \l 3 "(j) collect and process specimens"
PRIVATE (k)
perform selected CLIA-waived tests (i.e. “kit tests such as pregnancy, quick strep, dip sticks) that assist with diagnosis and treatmenttc  \l 3 "(k) perform selected tests that assist with diagnosis and treatment"
PRIVATE (l)
screen and follow up patient test resultstc  \l 3 "(l) screen and follow up patient test results"
PRIVATE (m)
prepare and administer oral and parenteral medications as directed by Physiciantc  \l 3 "(m) prepare and administer medications as directed by Physician"
PRIVATE (n)
maintain medication and immunization recordstc  \l 3 "(n) maintain medication records"
(o)
wrap items for autoclaving

(p)
perform sterilization techniques

(q)
dispose of biohazardous materials

(r)
practice standard precautions

(s)
perform venipuncture

(t)
perform capillary puncture

(u)
obtain throat specimen for microbiological testing

(v)
perform wound collection procedure for microbiological testing

(w)
instruct patients in the collection of a clean-catch mid-stream urine specimen

(x)
instruct patient in the collection of fecal specimen

(y)
perform urinalysis

(z)
perform hematology

(aa)
perform chemistry testing

(bb)
perform immunology testing

(cc)
perform microbiology testing

(dd)
perform electrocardiograms

(ee)
perform respiratory testing

(ff)
perform telephone and in-person screening

PRIVATE 5.
LEGAL CONCEPTStc  \l 3 "5. LEGAL CONCEPTS"
PRIVATE (a)
determine needs for documentation and reportingtc  \l 3 "(a) determine needs for documentation and reporting"
PRIVATE (b)
document accuratelytc  \l 3 "(b) document accurately"
PRIVATE (c)
use appropriate guidelines when releasing records or informationtc  \l 3 "(c) use appropriate guidelines when releasing records or information"
PRIVATE (d)
follow established policy in initiating or terminating medical treatmenttc  \l 3 "(d) follow established policy in initiating or terminating medical treatment"
PRIVATE (e)
dispose of controlled substances in compliance with government regulationstc  \l 3 "(e) dispose of controlled substances in compliance with government regulations"
PRIVATE (f)
maintain licenses and accreditationtc  \l 3 "(f) maintain licenses and accreditation"
PRIVATE (g)
monitor legislation related to current healthcare issues and practices

(h)
perform risk management procedures

tc  \l 3 "(g) monitor legislation related to current healthcare issues and practices"

PRIVATE 

tc  \l 3 ""

PRIVATE 6.
OFFICE MANAGEMENTtc  \l 3 "6. OFFICE MANAGEMENT"
PRIVATE (a)
maintain physical planttc  \l 3 "(a) maintain physical plant"
PRIVATE (b)
operate and maintain facilities and perform routine maintenance of administrative and clinical equipment safelytc  \l 3 "(b) operate and maintain facilities and equipment safely"
PRIVATE (c)
inventory equipment and supplies tc  \l 3 "(c) inventory equipment and supplies "
PRIVATE (d)
evaluate and recommend equipment and supplies for practicetc  \l 3 "(d) evaluate and recommend equipment and supplies for practice"
PRIVATE (e)
maintain liability coveragetc  \l 3 "(e) maintain liability coverage"
PRIVATE (f)
exercise efficient time managementtc  \l 3 "(f) exercise efficient time management"
PRIVATE 7.
INSTRUCTIONtc  \l 3 "7. INSTRUCTION"
PRIVATE (a)
orient patients to office policies and procedurestc  \l 3 "(a) orient patients to office policies and procedures"
PRIVATE (b)
instruct patients with special needstc  \l 3 "(b) instruct patients with special needs"
PRIVATE (c)
teach patients methods of health promotion and disease preventiontc  \l 3 "(c) teach patients methods of health promotion and disease prevention"
PRIVATE (d)
orient and train personneltc  \l 3 "(d) orient and train personnel"
PRIVATE 

tc  \l 3 ""
PRIVATE 8.
FINANCIAL MANAGEMENTtc  \l 3 "8. FINANCIAL MANAGEMENT"
PRIVATE (a)
use manual and computerized bookkeeping systemstc  \l 3 "(a) use manual and computerized bookkeeping systems"
PRIVATE (b)
implement current procedural terminology and ICD-9 codingtc  \l 3 "(b) implement current procedural terminology and ICD-9 coding"
PRIVATE (c)
analyze and use current third-party guidelines for reimbursementtc  \l 3 "(c) analyze and use current third-party guidelines for reimbursement"
PRIVATE (d)
manage accounts payable and receivabletc  \l 3 "(d) manage accounts payable and receivable"
PRIVATE (e)
maintain records for accounting and banking purposestc  \l 3 "(e) maintain records for accounting and banking purposes"
PRIVATE (f)
process employee payrolltc  \l 3 "(f) process employee payroll"
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 


tc  \l 3 ""
VI.A.1.b.
The program’s curriculum is sufficient in depth and breadth to enable graduates to acquire the knowledge necessary to become an entry-level professional in the Medical Assisting field.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


COURSE CONTENT FOR MEDICAL ASSISTANTS

PRIVATE 1.
Orientationtc  \l 3 "1. Orientation"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Introduction and review of programtc  \l 3 " a. Introduction and review of program"
PRIVATE 
b.
Employment outlooktc  \l 3 " b. Employment outlook"
PRIVATE 
c.
General responsibilitiestc  \l 3 " c. General responsibilities"
PRIVATE 

tc  \l 3 ""
PRIVATE 2. 
Anatomy and Physiologytc  \l 3 "2. Anatomy and Physiology"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Anatomy & Physiology

PRIVATE 
b.
Diet and nutritiontc  \l 3 " b. Diet and nutrition"
PRIVATE 
c.
Study of diseases and etiology


d.
All body systems


e.
Diagnostic/treatment modalities

PRIVATE 

tc  \l 3 ""
PRIVATE 3. 
Medical Terminology tc  \l 3 "3. Medical Terminology "
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Basic structure of medical words (roots, prefixes, suffixes, spelling & definitions)tc  \l 3 " a. Basic structure of medical words (roots, prefixes, suffixes, spelling & definitions)"
PRIVATE 
b.
Combining word elements to form medical words

PRIVATE 
c.
Medical Specialties and short forms


d.
Medical abbreviations

PRIVATE 4. 
Medical Law and Ethics tc  \l 3 "4. Medical Law and Ethics "
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Ethical decisions, medical jurisprudence and confidentialitytc  \l 3 " a. Ethical decisions, medical jurisprudence and confidentiality"
PRIVATE 
b.
Legal terminology pertaining to office practice

PRIVATE 
c.
Medical/ethical issues in today's society


d.
Risk management

tc  \l 3 " c. Discussion of various medical/ethical issues in today's society"
PRIVATE 5. 
Psychology of Human Relationstc  \l 3 "5. Psychology of Human Relations"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Dealing with difficult patients with normal/abnormal behaviortc  \l 3 " a. Dealing with difficult patients with normal/abnormal behavior"
PRIVATE 
b.
Caring for patients with special and specific needstc  \l 3 " b. Treating patients with special and specific needs"
PRIVATE 
c.
Caring for cancer and terminally ill patientstc  \l 3 " c. Managing cancer and terminally ill patients"
PRIVATE 
d.
Emotional crises/patients and/or familytc  \l 3 " d. Emotional crises/family"
PRIVATE 
e.
Various treatment protocols


f.
Basic principles


g.
Developmental stages of the life cycle


h.
Hereditary, cultural, and environmental influences on behavior standardstc  \l 3 " e. Various treatment protocols"
PRIVATE 

tc  \l 3 ""

PRIVATE 6. 
Pharmacologytc  \l 3 "6. Pharmacology"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Occupational math and metric conversionstc  \l 3 " a. Occupational math and metric conversions" (drug calculations)

PRIVATE 
b.
Use of PDR's and medication books

PRIVATE 
c.
Common abbreviations used in prescription writingtc  \l 3 " c. Common abbreviations used in prescription writing"
PRIVATE 
d.
Legal aspects of writing prescriptionstc  \l 3 " d. Legal aspects of writing prescriptions"
PRIVATE 
e.
FDC and state lawstc  \l 3 " e. FDC and state laws"
PRIVATE 
f.
Medications prescribed for the treatment of illness and disease based on a systems method

tc  \l 3 " f. Medications currently prescribed for the treatment of illness and disease based on a systems method"
PRIVATE 7. 
Medical Office Business Procedures/Managementtc  \l 3 "7. Medical Office Business Procedures/Management"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Manual and computerized records management tc  \l 3 " a. Manual and computerized records management "
PRIVATE 

(1)
Patient case histories (confidentiality)tc  \l 3 " (1) Patient case histories (confidentiality)"
PRIVATE 

(2)
Filingtc  \l 3 " (2) Filing"
PRIVATE 

(3)
Appointments and schedulingtc  \l 3 " (3) Appointments and scheduling"
PRIVATE 

(4)
Inventory/controltc  \l 3 " (4) Inventory/control"
PRIVATE 
b.
Financial managementtc  \l 3 " b. Financial management"
PRIVATE 

(1)
Basic bookkeepingtc  \l 3 " (1) Basic bookkeeping"
PRIVATE 

(2)
Billing and collectionstc  \l 3 " (2) Billing and collections"
PRIVATE 

(3)
Purchasingtc  \l 3 " (3) Purchasing"
PRIVATE 

(4)
Banking and payrolltc  \l 3 " (4) Banking and payroll"
PRIVATE 
c.
Insurance (including HMO's, PPO's, co-pays, CPT coding, etc.)tc  \l 3 " c. Insurance (including HMO's, PPO's, co-pays, CPT coding, etc.)"
PRIVATE 
d.
Equipment and Supplies (including ordering/maintaining/storage/inventory)tc  \l 3 " d. Equipment and Supplies (including ordering/maintaining/storage)"
PRIVATE 
e.
Reception, public and interpersonal relationstc  \l 3 " e. Reception, public and interpersonal relations"
PRIVATE 

1.
Telephone techniquestc  \l 3 " 1. Telephone techniques"
PRIVATE 

2.
Professional conduct and appearancetc  \l 3 " 2. Professional conduct and appearance"
PRIVATE 

3.
Professional office environment and safetytc  \l 3 " 3. Professional office environment and safety"
PRIVATE 
f.
Office safety and securitytc  \l 3 " f. Office safety and security"
PRIVATE 

tc  \l 3 ""
PRIVATE 8. 
Basic Keyboardingtc  \l 3 "8. Basic Keyboarding"
PRIVATE 
a.
Office Machines, transcriptions, computerized systems/medical data processing tc  \l 3 " a. Office Machines, transcriptions, typing (35 wpm exit speed minimum), computerized systems/medical data processing "
PRIVATE 
b.
Transcribing medical correspondence and medical reportstc  \l 3 " b. Transcribing medical correspondence and medical reports"
PRIVATE 
c.
Medical terminology reviewtc  \l 3 " c. Medical terminology review"
PRIVATE 

tc  \l 3 ""

PRIVATE 9. 
Medical Office Clinical Procedurestc  \l 3 "9. Medical Office Clinical Procedures"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Basic clinical skills (e.g., vital signs)tc  \l 3 " a. Basic nursing concepts and disciplines (e.g., vital signs)"
PRIVATE 
b.
Basic skills and procedures used in medical emergenciestc  \l 3 " b. Basic skills and procedures used in medical emergencies"
PRIVATE 
c.
Patient examinationtc  \l 3 " c. Examining room "
PRIVATE 

1.
Patient historiestc  \l 3 " 1. Patient histories"
PRIVATE 

2.
Patient preparationtc  \l 3 " 2. Patient preparation"
PRIVATE 

3.
Physical exam

PRIVATE 

4.
Instrumentstc  \l 3 " 4. Trays and instruments"
PRIVATE 

5.
Assisting the physiciantc  \l 3 " 5. Assisting the physician"
PRIVATE 

6.
Housekeepingtc  \l 3 " 6. Housekeeping"
PRIVATE 
d.
Medical Equipmenttc  \l 3 " d. Medical Equipment"
PRIVATE 

1.
Electrocardiogram, centrifuge, etc. tc  \l 3 " 1. Electrocardiogram/Treadmill"
PRIVATE 

2.
Physical Therapy

PRIVATE 

3.
Radiographytc  \l 3 " 3. Radiography"
PRIVATE 


a)
Safetytc  \l 3 " a) Safety"
PRIVATE 


b)
Patient preparationtc  \l 3 " b) Patient preparation"
PRIVATE 


c)
Radiography of chest and extremities tc  \l 3 " c) Radiography of chest and extremities "
PRIVATE 
e.
Medical Asepsis/Sterilization and minor office surgery 

PRIVATE 
f.
Specialtiestc  \l 3 " f. Working With specialties"
PRIVATE 
g.
First Aid, CPRtc  \l 3 " g. First Aid, CPR"
PRIVATE 
h.
Injections (dosage calculations):tc  \l 3 " h. Injections (calculations and safety)\:"
PRIVATE 

1.
IMtc  \l 3 " 1. IM"
PRIVATE 

2.
Subqtc  \l 3 " 2. Subq"
PRIVATE 

3.
IDtc  \l 3 " 3. ID"
PRIVATE 
i.
Universal precautions in the medical office

PRIVATE 

tc  \l 3 ""
PRIVATE 10. 
Medical Laboratory Procedurestc  \l 3 "10. Medical Laboratory Procedures"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Orientationtc  \l 3 " a. Orientation"
PRIVATE 

1.
Laboratory equipment and maintenancetc  \l 3 " 1. Laboratory equipment and maintenance"
PRIVATE 

2.
Safety tc  \l 3 " 2. Safety "


3.
Storage of chemicals and supplies

PRIVATE 

4.
Fire Safetytc  \l 3 " 3. Fire Safety"
PRIVATE 

5.
Care of microscope (introduction)tc  \l 3 " 4. Care of microscope (introduction)"
PRIVATE 
b.
Urinalysis



1.
Specimen collection

PRIVATE 

2.
Physicaltc  \l 3 " 1. Physical" exam

PRIVATE 

3.
Chemical analysistc  \l 3 " 2. Chemical"
PRIVATE 

4.
Microscopic examtc  \l 3 " 3. Microscopic"
PRIVATE 
c.
Hematology tc  \l 3 " c. Hematology quality control"
PRIVATE 

1.
Personal protective equipmenttc  \l 3 " 1. Personal protective equipment"
PRIVATE 

2.
Specimen collectiontc  \l 3 " 2. Specimen collection"
PRIVATE 


a.
Venipuncturetc  \l 3 " a. Venipuncture"
PRIVATE 


b.
Finger puncturetc  \l 3 " b. Finger puncture"
PRIVATE 

3.
Hemoglobintc  \l 3 " 3. Hemoglobin"
PRIVATE 

4.
Hematocrittc  \l 3 " 4. Hematocrit"
PRIVATE 

5.
WBC



6.
RBCtc  \l 3 " 5. WBC"
PRIVATE 

7.
Slide prepstc  \l 3 " 6. Slide preps"
PRIVATE 

8.
Serology

PRIVATE 


a.
PRIVATE Blood typingtc  \l 3 " b. Blood typing"
PRIVATE 


b.
Blood morphologytc  \l 3 " c. Blood morphology"


9.
Quality Control 

PRIVATE 
d.
Basic blood chemistries tc  \l 3 " d. Basic blood chemistries and etiology of disease"
PRIVATE 
e.
HIV/AIDS and blood borne pathogenstc  \l 3 " e. HIV/AIDS and bloodborne pathogens"
PRIVATE 
f.
OSHA Compliance Rules and Regulationstc  \l 3 " f. OSHA Compliance Rules and Regulations"
PRIVATE 11. 
Career Developmenttc  \l 3 "11. Career Development"
PRIVATE 

tc  \l 3 ""
PRIVATE 
a.
Instruction regarding internship rules, regulationstc  \l 3 " a. Instruction regarding internship rules, regulations"
PRIVATE 
b.
Job Search, professional development and successtc  \l 3 " b. Job Search, professional development and success"
PRIVATE 
c.
Goal setting, time management, employment opportunitiestc  \l 3 " c. Goal setting, time management, employment opportunities"
PRIVATE 
d.
Resume writing, interviewing techniques and follow-uptc  \l 3 " d. Resume writing, interviewing techniques and follow-up"
PRIVATE 
e.
Dress for success


VI.A.1.c.
The program is the appropriate length for the resulting credential.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


VI.A.1.d.
An appropriate externship is provided.

	Compliance Rating:          ( Exceeds Standard      ( Meets Standard     (  Violates Standard     (  N/A

	



Subsection 2 – Program Supervision

PRIVATE VI.A.2.a.
A program supervisor possesses the necessary experience to supervise the program and holds an appropriate credential.  

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE VI.A.2.b.
PRIVATE A physician, physician assistant or nurse practitioner currently licensed in a jurisdiction

within the United States and is associated with the staff and faculty in a consulting capacity.tc  \l 3 "VI.B.2.b. A physician currently licensed in a jurisdiction within the United States, or an advisory committee of appropriate health care professionals with experience in the field of medical assisting, is associated with the staff and faculty in a consulting capacity." 

tc  \l 3 "VI.B.2.a. The experience, size, and practical experience of the faculty is appropriate."
	Compliance Rating:          ( Exceeds Standard      ( Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE 

tc  \l 3 ""

Subsection 3 – Resource Materials, Equipment and Supplies.
PRIVATE 

tc  \l 3 ""
PRIVATE VI.A.3.a.
Reference books include current information on medical assisting, administrative and clinical procedures, and other references and periodicals complementing the coursework for Medical Assistants.
	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


PRIVATE VI.A.3.b.
The equipment and supplies are readily available, appropriate and sufficient for the delivery of didactic and supervised clinical and administrative practice components required in the medical assistant curriculum.  Equipment is in good working order.

	Compliance Rating:          ( Exceeds Standard      (  Meets Standard     (  Violates Standard     (  N/A

	


APPENDIX F

PRIVATE 
RECORD MAINTENANCE CHECKLISTtc  \l 3 "
RECORD MAINTENANCE CHECKLIST"
PRIVATE 
Institutions are encouraged to maintain records in an easily accessible and orderly fashion as a variety of records will be reviewed by the visitation team during announced and unannounced visits, including, but not limited to, the following: (INDICATE COMPLIANCE BY PLACING A CHECKMARK (() NEXT TO EACH STATEMENT OR WRITING “ NO” FOR NON-COMPLIANCE)tc  \l 3 "Institutions are encouraged to maintain records in an easily accessible and orderly fashion as a variety of records will be reviewed by the visitation team during announced and unannounced visits, including, but not limited to, the following\: (INDICATE COMPLIANCE BY PLACING A CHECKMARK (_) NEXT TO EACH STATEMENT OR WRITING “ NO” FOR NON-COMPLIANCE)"
PRIVATE 


tc  \l 3 ""
PRIVATE 


tc  \l 3 ""

PRIVATE 


tc  \l 3 ""
PRIVATE 
B.
Faculty

PRIVATE 


tc  \l 3 ""
PRIVATE 
1.
Employment application.

PRIVATE 


tc  \l 3 ""
PRIVATE 
2. 
Signed job description appropriate to position and level of responsibility.

PRIVATE 


tc  \l 3 ""
PRIVATE 
3. 
Resumetc  \l 3 "3.
Resume" or curriculum vitae.

PRIVATE 


tc  \l 3 ""
PRIVATE 
4. 
Evidence of all degrees, other education, and/or certifications. tc  \l 3 "4.
Evidence of all degrees, other education, and/or certifications "
PRIVATE 


tc  \l 3 ""
PRIVATE 
5. 
Annual performance evaluations by appropriate supervisor.  For new instructors, an evaluation must be completed within 30 days of beginning instruction.tc  \l 3 "5.
Performance evaluations "
PRIVATE 


tc  \l 3 ""
PRIVATE 
6. 
Documentation of continued professional development, as applicable to employment position (e.g., continuing education, membership in professional organizations, attendance at relevant workshops or seminars)tc  \l 3 "6.
Documentation of continued professional development (e.g., in-service training, continuing education, membership in professional organizations, attendance at relative workshops or seminars)", including faculty development plan.

7. 
Fully completed and signed ABHES Faculty Data Sheet.
8. 
Completed Hepatitis B immunization or declination forms for at risk faculty.

APPENDIX G

PRIVATE 

COURSE SYLLABI CHECKLISTtc  \l 3 "
ENROLLMENT AGREEMENT CHECKLIST"
PRIVATE 


tc  \l 3 ""
PRIVATE 
The following items are to be incorporated into the institution's course syllabi: (INDICATE COMPLIANCE BY PLACING A CHECKMARK (() NEXT TO EACH STATEMENT OR WRITING “ NO” FOR NON-COMPLIANCE)tc  \l 3 "The following items are to be incorporated into the institution's enrollment agreement\: (INDICATE COMPLIANCE BY PLACING A CHECKMARK (_) NEXT TO EACH STATEMENT OR WRITING “ NO” FOR NON-COMPLIANCE)"
PRIVATE 


tc  \l 3 ""
PRIVATE 
1. 
Course title.tc  \l 3 "1.
Title of agreement and date printed."
PRIVATE 


tc  \l 3 ""
PRIVATE 
2. 
Course description, including methods of deliverytc  \l 3 "2.
Name, address, and telephone number of the institution.".

PRIVATE 


tc  \l 3 ""
PRIVATE 
3. 
Course objective.tc  \l 3 "3.
Program title."
PRIVATE 


tc  \l 3 ""
PRIVATE 
4. 
Clock and/or credit hours awarded.tc  \l 3 "4.
Clock hours and/or credit (quarter or semester) awarded upon completion of the program, including number of weeks and/or months required for completion."
PRIVATE 


tc  \l 3 ""
PRIVATE 
5. 
Prerequisites required (if none are required, this fact must be stated).tc  \l 3 "5.
Credential (degree, diploma, certificate) awarded upon completion."
PRIVATE 


tc  \l 3 ""
PRIVATE 
6. 
Key instructional resources and materials used. tc  \l 3 "6.
Program tuition, the tuition period for which the agreement covers, and the length of such periods required for completion. "
PRIVATE 


tc  \l 3 ""
PRIVATE 
7. 
Method of evaluation (i.e. quizzes, examinations, presentations, participation) and weight (percentage) provided to each.

PRIVATE 


tc  \l 3 ""

PRIVATE 


tc  \l 3 ""


PRIVATE 
8. 
Grading scale, including requirements for successful completion.

PRIVATE 


tc  \l 3 ""
PRIVATE 
9. 
Print date and/or date of revision.tc  \l 3 "9.
Class times and attendance requirements."
PRIVATE 


tc  \l 3 ""
APPENDIX H

SAFETY REQUIREMENTS

The following must be in effect for all institutions offering allied health programs:

1. 
Students are instructed in the proper use of equipment and appropriate maintenance procedures prior to use.
2. 
Students are supervised by appropriately trained personnel, while in a laboratory area.
3. 
Use of Personal Protective Equipment (PPE) and adherence to an institution’s Exposure Control Plan.

4. 
Documentation of current Material Safety Data Sheets (MSDS).
5. 
Students are instructed in the proper handling of hazardous materials and a Hazardous Materials Compliance Manual is in laboratories.
6. 
Current fire safety inspection.
7. 
Laboratory safety rules and emergency training, including infection control policies (i.e. needle sticks, spills, follow-up policies).
8. 
OSHA Safety Manual, including blood borne pathogen standard.
9. 
Mandatory federal requirement postings (e.g. OSHA, Minimum Wage information, Employee Polygraph Protection Notice, EEO and Family and Medical Leave Act of 1993 information).

10.
Mandatory state requirement postings (e.g. Workers’ Compensation, Unemployment Insurance Information, Job Safety and Health Protection information).

11.
Criminal Safety Statistics (for campus).
ELIGIBILITY CRITERIA VIOLATIONS: 

(Refer to Eligibility Checklist(s) at beginning of the Administrative Report and to the ABHES Accreditation Manual and cite Section and any corresponding Subsections)

STANDARD VIOLATIONS:
(Refer to Chapters IV-IX of the ABHES Accreditation Manual and cite Section and any corresponding Subsections)

EXCEEDS EXPECTATIONS:

(Areas in which the institution exceeds the expectations and standards of the Commission in delivering their academic programs and services)

STUDENT SURVEY SUMMARY SHEET

(Please identify the total number of students who indicated Yes, No or No Answer)

Total students participating in survey for this program______

ADMISSIONS DEPARTMENT

1. Was your admission’s representative knowledgeable about the institution, programs offered, admission requirements, expected job outcomes and any credentialing requirements to work?




Yes ____
No 

No Answer 


2. Did you receive a current institutional catalog during the admissions process?

Yes 

No 

No Answer 


3. Do you feel the admission’s representative accurately represented the education and services of the institution?

Yes 

No 

No Answer 


FINANCIAL SERVICES

1. During your financial aid interview, were all tuition, fees and charges disclosed to you?

Yes 

No 

No Answer 


2. Did the financial aid officer explain in detail the different types of financial aid available to you, including the differences between loans and grants?

Yes 

No 

No Answer 


3. Upon qualifying for financial aid, were your financial, including repayment obligations, explained to you?

Yes 

No 

No Answer 


ADMINISTRATION

1.
Is the administration knowledgeable and supportive and responsive to your needs?

Yes 

No 

No Answer 


2.
Do the administrators consistently enforce institutional policies?



Yes 

No 

No Answer 

INSTRUCTORS

1. Do your instructors appear knowledgeable in the subject matter and do they relay this knowledge to the class clearly?

Yes 

No 

No Answer 


2.
Do your classes start and end at the designated time?

Yes 

No 

No Answer 


3.
Did your instructor(s) explain the competencies required for successful completion of course(s) and how you will be graded?

Yes 

No 

No Answer 


4.
Are provisions made for instructor availability before and after class for assistance?

Yes 

No 

No Answer 


5.
Where required, are appropriately supervised labs available for practice and preparation for assignments and clinical proficiencies? 

Yes 

No 

No Answer 


6.
Do you receive periodic progress reports (grade cards) on your knowledge of theory and your ability to perform required competencies throughout the program?

Yes 

No 

No Answer 


INSTRUCTIONAL SUPPLIES/EQUIPMENT/FACILITY

1.
Was a detailed syllabus on the course provided to you on the first day of class?

Yes 

No 

No Answer 


2.
Are appropriate and sufficient supplies available during instruction for all classes?


Yes 

No 

No Answer 


3.
Is there equipment sufficient in quantity to service class size and in good working order?

                          

Yes 

No 

No Answer 


4. Are course competency requirements and process of evaluation clearly explained?


Yes 

No 

No Answer 


5. Are textbooks received in a timely manner?

Yes 

No 

No Answer 


6. Is the facility consistently clean and maintained?


Yes 

No 

No Answer 


EXTERNSHIP AND PLACEMENT ASSISTANCE

1.
Is an externship a required part of your program?





Yes 

No 

No Answer 


2.
If you are within 30 days of completing your in-house coursework and then moving to externship, have you been advised of your externship assignment?

Yes 

No 

No Answer 


3.
Do you know who is responsible for externship placement? 





Yes 

No 

No Answer 


4.
Have you been advised of the process to obtain placement assistance?




Yes 

No 

No Answer 


GENERAL INFORMATION

1. What type of job (job title) do you expect to find upon graduating?



2. For the above titled job, what would you expect to be paid per hour?
$


3.
Will you need a credential (e.g., licensure, certification) to secure a job?

Yes 

No 

No Answer 


4. Overall, are you satisfied with the program, instruction, instructors, and administration?


Yes 

No 

No Answer 


5. Would you recommend the institution and your program to a family member or friend?

Yes 

No 

No Answer 


STUDENT COMMENTS

1.

2.

3.

4.

5.

101
31

