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MEDICAL ASSISTING

VISITATION REPORT   
	ABHES ID CODE:  
	     

	NAME OF INSTITUTION:
	     

	ADDRESS:
	     

	CITY:
	     
	STATE:
	     
	ZIP:
	     


PROGRAMS REVIEWED:  

	Program Name
	Clock

Hours
	Number of Instructional Weeks
	Credit  Hours

(if applicable)
 FORMCHECKBOX 
 Quarter
 FORMCHECKBOX 
 Semester
	Maximum

Program

Percentage

Available by

Distance

Education,

If applicable
	Credential

Awarded

upon program

completion

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	ACCREDITATION TYPE:  PROGRAMMATIC

VISIT TYPE:      FORMCHECKBOX 
 INITIAL    FORMCHECKBOX 
 RENEWAL
VISIT DATE:       



	TEAM LEADER:  
	

	     

	

	PROGRAM SPECIALIST(S):  
	

	     

	

	STAFF MEMBER:  
	

	     


CHAPTER V

EVALUATION STANDARDS APPLICABLE TO ALL EDUCATIONAL PROGRAMS

V.A.1.
Program enrollment is justified. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.A.2. 
Program goals are in keeping with the requirements of the profession.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.A.3. 
Resources exist to meet the educational goals and objectives.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.A.4. 
Instructional continuity is maintained through faculty retention.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.A.6. 
Services of support personnel are available to facilitate program operation.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.B.1.
Program curriculum is structured and students are scheduled to ensure a sequence of instruction that validates the curriculum’s defined competencies.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.B.2. 
Competencies required for successful completion of a program are identified in writing and made known to students. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.B.3. 
Program length and structure allows for attainment of required competencies.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.B.4.a.
Externship experiences are available to serve the diverse needs of a program(s) (for applicable programs). 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.B.4.b. 
A program has clinical externship sites and/or internal clinical experiences to meet its goals and objectives. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.B.4.c. 
Supervision and evaluation of student performance is provided during the clinical externship experiences.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.C.1.a
Current course syllabi are maintained that fully and clearly describe the important characteristics of each course and meet the requirements of Appendix F (Course Syllabi Requirements).
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.C.1.b
A current course syllabus is provided to each student at the beginning of each course.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.C.2.a.
Instructors use a variety of contemporary teaching approaches or strategies to accomplish program goals and enhance student ability to achieve program outcomes. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.C.2.b. 
Relevant and industry-current learning resources exist to complement the program. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.C.2.c.
Primary and supplementary instructional materials are relevant to the educational course content and objectives of each program.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.C.2.d. 
Equipment and supplies are readily available to support the delivery of didactic and supervised clinical and administrative practice components required in the curriculum. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.D.1.a.
Each student demonstrates the attainment of the required program competencies in order to successfully complete the program. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.D.1.b. 
Students are apprised of their academic status throughout a course through continuous evaluation and review of examination results with the instructor. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.D.2.a. 
The training environment exposes students to relevant work experiences in theory, clinical, and laboratory courses. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.D.2.b.
Students are satisfied with the training and educational services offered by an institution or program.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.D.3. 
Students are provided academic progress reports and academic advising to meet their individual educational needs. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.1.a. 
A program is supervised. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.1.b
Program supervisors are responsible for organization, administration, quality improvement, planning, and development of the program. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.1.c. 
Program supervisors are provided time, resources, and opportunities for professional development. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.1.d. 
An annual program of training for program supervisors, either institution-wide or by program, is provided for the improvement of education-related management skills.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.1.e 
Program supervisors are scheduled non-instructional time to effectively fulfill managerial functions. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.2.a. 
Faculty consists of qualified individuals who are knowledgeable and current in the specialty field.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.2.b. 
Personnel records for all full-time and part-time (including adjunct) faculty meet the requirements of Appendix E, Section B, Records Maintenance, and are up to date and maintained in a well-organized and easily accessible manner. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.2.c. 
Faculty meetings are held and the minutes are recorded. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.3.a. 
Faculty number support program goals, stated educational objectives, and enrollment.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.3.b.
Laboratory ratio of students to instructor does not exceed 20 to 1. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.3.c. 
Teaching loads for instructors are reasonable at all times.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.4. 
A program of in-service training is provided for the improvement of faculty skills in teaching methodology and is conducted at least twice annually. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.E.5. 
Faculty is provided time, resources, and opportunities for professional development. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.F. 
Programs document compliance with institutional policy and applicable local, state, and federal regulations. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.G.1. 
A program provides a variety of student support services. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.G.2. 
Accurate records of graduate placement and related activities are maintained for the program. 

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.J.2.
A program maintains records of externship and clinical site evaluation of student performance during externships and external clinical experiences.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


CHAPTER VI - DEGREE PROGRAM STANDARDS

SECTION A – Occupational and Applied Science Degrees


 FORMCHECKBOX 
  This Section Not Applicable

VI.A.1.
All courses and experiences are clearly postsecondary in nature emphasize both the achievement of vocational/occupational objectives and applied general education.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.A.2.
Faculty consists of qualified individuals.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.A.3.
Learning resources exist to complement the degree program(s).

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.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:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


SECTION B – Academic Associate Degrees


 FORMCHECKBOX 
  This Section Not Applicable

VI.B.1.
Courses and experiences are clearly postsecondary in nature collegiate level and emphasize both the achievement of vocational objectives and general education.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.B.2.
Faculty consists of qualified individuals.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.B.3.a
Library resources exist to complement the program(s).

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.B.3.b.
An individual with professional academic education and experience supervises an institution’s library.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.B.6.b.
Program curricula reflect the achievement of vocational objectives.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


SECTION C – Baccalaureate Degrees


 FORMCHECKBOX 
  This Section Not Applicable

VI.C.2.a.
 A qualified individual supervises the program(s) offered by the institution.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.C.2.b.
Faculty consists of qualified individuals.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.C.2.c.
Faculty assignments and teaching loads must be reasonable.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.C.2.d.
Instructional continuity is maintained through faculty stability.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.C.3.a.
Library resources exist to complement the program(s).

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.C.3.b.
An individual who possesses professional academic education and experience supervises the institution’s library.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.C.3.c.
The institution encourages student and faculty use of the library resources available.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


CHAPTER VII – MA

PROGRAMMATIC EVALUATION STANDARDS FOR MEDICAL ASSISTING

PRIVATE MA.A.1. 

The depth and breadth of the program’s curriculum enables graduates to acquire the knowledge and competencies necessary to become an entry-level professional in the Medical Assisting field.


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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


To provide for attainment of entry-level competencies, the program curriculum must include but not necessarily be limited to the following:
1. General Orientation 

An introduction and review of the program curricular component includes:  
a. Employment conditions

b. The allied health professions

c. Credentialing of the medical assistant 

d. General responsibilities of the medical assistant

e. The scope of practice within the state of employment

Students will: 

a. Comprehend the current employment outlook for the medical assistant

b. Compare and contrast the allied health professions and understand their relation to medical assisting

c.  Understand medical assistant credentialing requirements and the process to obtain the credential. Comprehend the importance of credentialing

d. Have knowledge of the general responsibilities of the medical assistant

e. Define scope of practice for the medical assistant, and comprehend the conditions for practice within the state that the medical assistant is employed
2. Anatomy and Physiology

a. Diet and nutrition

b. Introduction to anatomy and physiology

c. Body systems 

d. Common diseases, diagnoses, and treatments

Graduates:

a. Comprehend and explain to the patient the importance of diet and nutrition.  Effectively convey and educate patients regarding the proper diet and nutrition guidelines. Identify categories of patients that require special diets or diet modifications.

b. Identify and apply the knowledge of all body systems, their structure and functions, and their common diseases, symptoms and etiologies.  

c.   Assist the physician with the regimen of diagnostic and treatment modalities as they relate to each body system

3. Medical Terminology 

a. Basic structure of medical words

b. Word element combinations

c. Medical terms for specialties

d. Medical abbreviations

Graduates:

a. Define and use entire basic structure of medical words and be able to accurately identify in the correct context, i.e. root, prefix, suffix, combinations, spelling and definitions

b. Build and dissect medical terms from roots/suffixes to understand the word element combinations that create medical terminology

c.   Understand the various medical terminology for each specialty

d.  Recognize and identify acceptable medical abbreviations
4. Medical Law and Ethics

a.  Documentation

b.  Federal and state guidelines

c.  Established policies

d.  Liability coverage

e.  Risk management

f.  Health laws and regulations

Graduates:

a. Document accurately 

b. Institute federal and state guidelines when releasing medical records or information 

c. Follow established policies when initiating or terminating medical treatment 

d. Understand the importance of maintaining liability coverage once employed in the industry

e. Perform risk management procedures

f. Comply with federal, state, and local health laws and regulations 

5. Psychology of Human Relations

a.   Abnormal behavior patterns

b.   Patients with special needs

c.   Empathy for terminally ill patients

d.   Support groups for terminally ill patients

e.   Being a patient advocate

f.   Developmental stages of life

g.  Heredity, culture, and environment 

Graduates:
a. 
Define and understand abnormal behavior patterns 

b.   Identify and respond appropriately when working/caring for patients with special needs

c.   Use empathy when treating terminally ill patients.  Identify common stages that terminally ill patients go through and list organizations/support groups that can assist patients and family members of patients struggling with terminal illness.

d.    Identify common stages that terminally ill patients go through and list organizations/support groups that can assist patients and family members of patients struggling with terminal illness

e.   Advocate on behalf of family/patients, having ability to deal and communicate with family. 

f.    Identify and discuss developmental stages of life

g.   Analyze the effect of hereditary, cultural, and environmental influences  

6. Pharmacology

a.   Math and metric conversions

b.   Use of drug references

c.   Common abbreviations

d.   Legal aspects 

e.   Laws and regulations

Graduates:
a.   Demonstrate accurate occupational math and metric conversions for proper medication administration  

b.   Properly utilize PDR, drug handbook and other drug references to identify a drug’s classification, usual dosage, usual side effects, and contradictions.

c.   Identify and define common abbreviations that are accepted in prescription writing.

d.   Understand legal aspects of writing prescriptions, including federal and state laws

e.   Comply with federal, state, and local health laws and regulations 

7.
Basic Keyboarding/Computer Concepts


a. Keyboarding skills


b. Office systems and software

Graduates:

a. Perform basic keyboarding skills including:

1)    Locating the keys on a keyboard

2)    Typing medical correspondence and basic reports

       
b.    Identify and properly utilize office machines, computerized systems and medical 

 software such as:

1)  Efficiently maintain and understand different types of medical correspondence and medical reports

2)  Apply computer application skills using variety of different electronic programs including both practice management software and EMR software
8. Medical Office Business Procedures/Management

a.   Clerical duties

b.  Medical records

c.  Appointments

d.  Office procedures

e.  Information and resources

f.  Admissions scheduling

g. Bank statements and deposits

h. Day sheets

i.  Billing

j.  Accounts payable

k.  Accounts receivable

l.  Petty cash

m.  Adjustments

n.  Credit balance

o.  Refunds

p.  Non-sufficient funds

q.  Collections 

r.  Third-parties

s.  Referrals

t.  Coding

u.  Insurance claims

v.  Fee schedules

w.  Bookkeeping systems

x.  Office management duties (y – z below)

y.  Effective communication (aa – ll below)  

Graduates:  

a. Perform basic clerical functions 

b. Prepare and maintain medical records 

c. Schedule and manage appointments 

d. Apply concepts for office procedures 

e. Locate resources and information for patients and employers 

f. Schedule inpatient and outpatient admissions 

g. Prepare and reconcile a bank statement and deposit record 

h. Post entries on a day sheet 

i. Perform billing and collection procedures 

j. Perform accounts payable procedure

k. Perform accounts receivable procedures  

l. Establish and maintain a petty cash fund 

m. Post adjustments 

n. Process credit balance 

o. Process refunds 

p. Post non-sufficient funds (NSF) 

q. Post collection agency payments 

r. Apply third party guidelines  

s. Obtain managed care referrals and pre-certification 

t. Perform diagnostic and procedural coding 

u. Prepare and submit insurance claims  

v. Use physician fee schedule

w. Use manual or computerized bookkeeping systems 

x. Maintain medical facility  

y. Perform routine maintenance of administrative and clinical equipment

z. Maintain inventory equipment and supplies 

            aa.   Are attentive, listen, and learn 

            bb.   Are impartial and show empathy when   dealing with patients 

            cc.   Communicate on the recipient's level of comprehension 

            dd.   Serve as liaison between physician and others 

            ee.   Use proper telephone techniques 

            ff.   Interview effectively 

            gg.   Use pertinent medical terminology 

            hh.   Receive, organize, prioritize, and transmit information expediently 

            ii.   Recognize and respond to verbal and non-verbal communication 

            jj.   Perform fundamental writing skills including correct grammar, spelling, and   

                 formatting techniques when writing prescriptions, documenting medical records, etc.

            kk.   Adapt to individualized needs 

            ll.   Apply electronic technology 

9. Medical Office Clinical Procedures


a.  Patient history

b.  Aseptic technique

c.  Vital signs


d.  Treatment protocols


e.  Emergencies and office surgical procedures



f.  Test results


g.  Records for medications and immunizations


h.  Wrapping for sterilization


i.  Standard precautions



j.  Parenteral medications


k.  Maintenance of treatment and examination area


l.  Patient preparation


m.  Assisting the physician with examinations and treatments


n.  Assisting the physician with minor surgical procedures


o.  Electrocardiograms, respiratory testing, screening, sterilization, first aid and CPR


p.  Patient instructions (p – r below)

Graduates:
a. Obtain chief complaint, recording patient history

b. Apply principles of aseptic techniques and infection control 

c. Take vital signs 

d. Recognize and understand various treatment protocols

e. Recognize emergencies and treatments and minor office surgical procedures 

f. Screen and follow up patient test results 

g. Maintain medication and immunization records 

h. Wrap items for autoclaving 

i. Use standard precautions 

j. Prepare and administer oral and parenteral medications as directed by physician 

k. Prepare and maintain examination and treatment area

l. Prepare patient for examinations and treatments 

m. Assist physician with routine and specialty examinations and treatments

n. Assist physician with minor office surgical procedures 

o. Perform:

1) Electrocardiograms 

2) Respiratory testing 

3) Telephone and in-person screening 

4) Sterilization techniques 

5) First aid and CPR 


p. Advise patients of office policies and procedures 


q. Instruct patients with special needs 


r. Teach patients methods of health promotion and disease prevention 

10. Medical Laboratory Procedures


a.  Quality control

b.  CLIA-waived tests

c.  Biohazards

d.  Specimens

e.  Patient instructions (collection of urine and feces)
Graduates:

a.  Practice  quality control 


b.  Perform selected CLIA-waived tests  that assist with diagnosis and treatment



1) Urinalysis 



 2) Hematology testing 



 3) Chemistry testing 



 4) Immunology testing 



5) Microbiology testing



6) Kit testing 


(a) Pregnancy


(b) Quick strep




(c) Dip sticks


c.  Dispose of biohazardous materials 


d.  Collect, label, and process specimens



1) Perform venipuncture 



2) Perform capillary puncture 



3)Perform wound collection procedures



4) Obtain throat specimens for microbiologic testing

e. Instruct patients in the collection of a clean-catch mid-stream urine specimen.


f.  Instruct patients in the collection of a fecal specimen 

11. Career Development


a.  Essentials for employment 

b.  Professionalism
Graduates:

a. Perform the essential requirements for employment such as resume writing, effective interviewing, dressing professionally and following up appropriately. 

b. Demonstrate professionalism by:


 1)   Exhibiting dependability, punctuality, and a positive work ethic

2) Exhibiting a positive attitude and a sense of responsibility  

3) Maintaining confidentiality at all times 

4) Being  cognizant of ethical boundaries 

5) Exhibiting initiative 

6) Adapting to change 

7) Expressing  a responsible attitude 

8) Being  courteous and diplomatic 

9) Conducting work within scope of education, training, and ability 

MA.A.2.
A clinical externship is required for completion of the program.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


MA.B.1.

The program supervisor is credentialed and experienced in the field.

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


MA.B.2.a.
Faculty formal education/training and experience support the goals of the program.


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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


MA.B.2.b.
Faculty numbers and ratios support the goals of the program

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


MA.B.2.c.

A program must be served by an individual consultant or advisory board of program-related specialists to assist administration and faculty in fulfilling stated educational objectives.   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."
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


MA.C.1.a.

The institution’s laboratory facilities include the following:

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


MA.C.1.b. 
Equipment and instruments are available within the institution’s laboratory facility to achieve the program’s goals and objectives.  

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

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


MA.C.1.c. 
The institution’s laboratory facilities are available for students to develop required skills with faculty supervision. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


APPENDIX E
RECORDS MAINTENANCE

Institution(s) and program(s) maintain records in an easily accessible and orderly fashion. Minimally, the following records must be maintained. A variety of methods may be used for retention of these documents.

B.
Faculty


	1.
	     
	Employment application.

	2.
	     
	Signed job description appropriate to position and level of responsibility.

	3.
	     
	Résumé or curriculum vitae.

	4.
	     
	Evidence of all degrees, other education, and/or certifications.

	5.
	     
	Annual performance evaluations by supervisor.

	6.
	     
	Evidence that classroom evaluation for new instructors is completed within 30 days of beginning instruction.

	
	
	

	7.
	     
	Documentation of continued professional development, as applicable to employment position (e.g., continuing education, membership in professional organizations, attendance at related workshops or seminars).

	
	
	

	
	
	

	8.
	     
	Fully completed and signed ABHES Faculty Data Sheets.

	9.
	     
	Completed hepatitis B immunization or declination forms for at-risk faculty. 


APPENDIX F
COURSE SYLLABI REQUIREMENTS
The following items must be incorporated into course syllabi:

	1.
	     
	Course title

	2.
	     
	Course description, including methods of instruction

	3.
	     
	Course objective

	4.
	     
	Clock and/or credit hours awarded

	5.
	     
	A description of the outside work and estimated hours to complete (if none are required, this fact must be stated)

	6.
	     
	Prerequisites required (if none are required, this fact must be stated)

	7.
	     
	Key instructional resources and materials to be used

	8.
	     
	Method of evaluation (i.e., quizzes, examinations, presentations, participation) and weight (percentage) provided to each

	
	
	

	9.
	     
	Grading scale, including requirements for successful completion

	10.
	     
	Print date and/or date of revision

	11.
	     
	Course delivery methods (e.g., residential, distance, hybrid)


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.
Did the admission’s representative accurately represent the education and services of the institution?



	     
	Yes
	     
	No
	     
	No Answer


FINANCIAL SERVICES

	1.
Prior to enrolling, 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.
If you are receiving financial aid, were your financial obligations, including repayment, explained to you?
	     
	Yes
	     
	No
	     
	No Answer


ADMINISTRATION

	1.
Is the administration available and responsive to your needs?
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	2.
Do the administrators consistently enforce institutional policies?
	     
	Yes
	     
	No
	     
	No Answer


INSTRUCTORS

	1.
Are your instructors knowledgeable in the subject matter? 

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	2.
Do your instructors present class information and materials clearly?
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	3.
Do your classes start and end on time?
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	4.
Did your instructor(s) explain the skills or competencies required for successful completion of course(s) and how you will be graded?
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	5.
Are instructors available for assistance outside of class?
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	6.
Are your lab classes supervised by instructors?

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	7.
Do you receive periodic progress reports on your knowledge of theory and your ability to perform required competencies throughout the program? 



	     
	Yes
	     
	No
	     
	No Answer


INSTRUCTIONAL SUPPLIES/EQUIPMENT/FACILITY

	1.
Were you given a syllabus on the first day of class?

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	2.
Are classroom supplies available as needed?

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	3.
Is the equipment in good working order?

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	4.
Is there enough equipment for you to complete your classroom activities?  
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	5.
Did you receive your textbooks on or before the first day of class?
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	6.
Is the facility consistently clean and maintained?

	     
	Yes
	     
	No
	     
	No Answer


EXTERNSHIP AND PLACEMENT ASSISTANCE

	1. Have you been advised of the process to obtain placement 

     assistance following graduation?

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	2.
Is an externship a required part of your program?


         If no, go to the next section
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	3.   If you are within 30 days of completing your in-house coursework      

      and then moving to externship, has your instructor or externship    

      coordinator discussed with you your externship?

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	4.   Do you know who is responsible for externship placement?
	     
	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 beyond graduation (e.g., license, certification) to secure a job?



	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	4.
Overall, are you satisfied with the program?

	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	

	5.
Would you recommend the institution to others?
	     
	Yes
	     
	No
	     
	No Answer

	
	
	
	
	
	
	


Other Comments (Taken verbatim from student surveys):

     
Please list the applicable standard(s) for each section below as noted in the report.
STANDARD VIOLATIONS:
     
EXCEEDS EXPECTATIONS:

     
ACCREDITING BUREAU OF HEALTH EDUCATION SCHOOLS


7777 Leesburg Pike, Suite 314 N. · Falls Church, Virginia 22043


Tel. 703/917.9503 · Fax 703/917.4109 · E-Mail:  info@abhes.org
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