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[bookmark: _Toc195692047]Program Information
Blue Ridge Community and Technical College is dedicated to providing a diverse student population with collaborative programs and support services to improve the quality of life and promote economic development in its service area. Our quality academic programs are learner-centered and focus on career entry, university transfer, developmental education, and workforce development.
The goal of the Medical Assisting curriculum is to prepare competent, entry–level Medical Assistants in the cognitive, psychomotor, and affective learning domains. In order to achieve this goal students enrolled in this program will be continuously evaluated on their scholastic achievement, competence in psychomotor skills, critical thinking skills, clinical performance, and professional behavior.
In an effort to help the students understand expectations and institutional policies, curriculum guidelines have been established. In addition to the following Medical Assisting curriculum guidelines and policies, the Medical Assisting program utilizes the general institutional policies found in the BRCTC Catalog and the BRCTC Student Handbook for areas not specifically covered in this Handbook. You are encouraged to read these policies carefully.

Students in the Medical Assisting program will receive comprehensive training in performing and resulting various point-of-care tests utilizing human specimens, including but not limited to blood, saliva, and nasal swab specimen. It is crucial to understand that while students will gain proficiency in performing and resulting these tests along with reporting their results, these results are solely for educational purposes and skill development. Under no circumstances should students or program faculty interpret or utilize point-of-care test results obtained during training for the diagnosis or treatment of any medical condition. Actual patient diagnosis and treatment decisions must always be made by licensed healthcare practitioners based on comprehensive clinical evaluation and appropriate diagnostic procedures.

[bookmark: _Toc195692048]Learning Environment 
A student-centered environment is maintained in both didactic and clinical courses using a variety of teaching strategies based on adult learning principles. The learning environment includes such behaviors as open communication, trust, and respect between all individuals in the environment.
[bookmark: _Toc195692049]Description of the Profession
A Medical Assistant (MA) is an integral member of the healthcare delivery team, qualified by education and experience to work in the administrative office, the exam room, the office laboratory and other specialized areas (specialized training may be required). The Medical Assistant is a liaison between the doctor and the patient and is of vital importance to the success of the medical practice.
 
[bookmark: _Toc195692050]Nature of the Work
Medical Assistants perform routine administrative and clinical tasks to keep the healthcare offices and clinics running efficiently. Medical assistants work alongside physicians, mainly in outpatient or ambulatory care facilities, such as medical offices and clinics. Medical Assistants should not be confused with Physician Assistants (PA) or Nursing Assistants (CNA). Physician Assistants have expanded duties that include patient examination, diagnosing, and implementing treatment plans for patients. Nursing Assistants complete specialized training that includes different competency skills than that of a Medical Assistant.

Duties for Medical Assistants vary depending on the state and type of facility in which an MA practices. Some of the most common duties include:

[bookmark: _Toc195692051]Administrative Tasks
1.) Answering telephones.
2.) Welcoming patients.
3.) Updating and filing patient medical records.
4.) Completing and submitting insurance forms.
5.) Scheduling appointments.
6.) Arranging for hospital admissions and laboratory services.
7.) Handling correspondence, billing, and bookkeeping.

[bookmark: _Toc195692052]Clinical Tasks
1.) Explaining treatment procedures to patients.
2.) Preparing patients for examinations.
3.) Assisting the physician during examinations.
4.) Collecting and preparing laboratory specimens.
5.) Performing basic laboratory tests.
6.) Instructing patients about medication and special diets.
7.) Preparing and administering medications, including by intramuscular, intradermal, and subcutaneous injections— as directed by a physician or other licensed provider (e.g., a nurse practitioner or physician assistant).
8.) Transmitting prescription refills as directed.
9.) Performing the job duties of a phlebotomist.
10.) Obtaining electrocardiograms (EKGs).
11.) Providing wound care and changing dressings.

[bookmark: _Toc195692053]Education and Certification
Employers prefer to hire graduates from a structured Medical Assisting program and many prefer applicants who have passed a certifying examination, indicating that the Medical Assistant meets certain standards of competence. 

The Medical Assisting Program of BRCTC offers a 30-credit certificate program that includes the option to work towards a 60-credit A.A.S degree in Medical Assisting. Upon successful completion of BRCTC’s Medical Assisting certificate program, graduates are eligible to sit for a certifying exam through American Medical Technologist (AMT). Note: certifying body requires applicants to provide proof of High School diploma or G.E.D.
[bookmark: _Toc195692054]Advancement 
Advancement in medical assisting may include medical office management, healthcare administration or healthcare education.  Many Medical Assistants work in the medical field to gain valuable experience before furthering their education in more specialized or complex areas of health care. 

[bookmark: _Toc195692055]Employment
According to the U.S. Bureau of Labor Statistics, employment of Medical Assistants is projected to grow 12 percent from 2024 to 2034, much faster than the average for all occupations. About 112,300 openings for Medical Assistants are projected each year, on average, over the decade. 
Web link: U.S. Bureau of Labor Statistics 

[bookmark: _Toc195692056]Essential Functions/ Technical Standards 
Students in the Medical Assisting program are expected to meet essential functions/technical standards which reflect industry requirements and standards. The goal of these standards is to maintain safety. Students may be required to demonstrate the following technical standards in order to verify the student’s ability to perform essential functions. 

For students seeking accommodations, contact the Office of Accessibility Services (OAS). The Office of Accessibility Services (OAS) provides equal access for students with different abilities as they transition to college. The OAS issues appropriate accommodations and offers additional services to promote student success. Students should initiate this process as soon as possible (prior to the start of classes and/or field experience). Qualified individuals will receive appropriate and reasonable accommodations unless doing so would alter the essential training, cause undue hardship, or produce a direct threat to the safety of the patient, student peers, faculty, and/or clinical personnel.

Office of Accessibility Services: 
Email: access@blueridgectc.edu
Phone: (304) 260-4380 ext. 2117

[bookmark: _Toc195692057]Critical Thinking
The ability to collect, interpret, and integrate information to make sound judgment within the Medical Assistant’s scope of practice. 

Example: Collecting patient data, interpreting the information collected, and triaging the patient appropriately.

[bookmark: _Toc195692058]Interpersonal/ Social/ Behavioral Skills
The ability to communicate and interact effectively with faculty, student-peers, healthcare professionals, patients, and patient families, from a variety of social, emotional, cultural and intellectual backgrounds. 

Example: Establishing a socially appropriate rapport with instructors, fellow students, patients, and healthcare team members. Demonstrating socially appropriate behavior when working with people from diverse backgrounds. Function effectively under stress; that is, the individual should be able to adapt to changing environments, and function in the face of uncertainties inherent in the clinical problems of many patients. Concern for others, integrity, accountability, and self-motivation are necessary personal qualities.

[bookmark: _Toc195692059]Communication Skills
The ability to receive and convey information accurately, clearly, and as intended. 

Example: Speaking, hearing, reading, and writing utilizing the English language. A candidate must be able to elicit pertinent information, describe changes in mood, physical activity, posture, and perceive non-verbal communication. Communicate effectively and sensitively with patients. Communication includes verbal and written forms. 

[bookmark: _Toc195692060]Motor Skills
Movements of the body’s muscles to perform a certain task. 

Examples: Using gross and/or fine motor skills to operate office and/or clinical equipment; the ability to stoop, bend, or turn while providing patient care; adequate strength to assist patients with strength deficits; the ability to administer effective BLS/CPR.

[bookmark: _Toc195692061]Sensory 
One’s ability to receive and interpret information provided by the body senses (tactile, auditory, visual). 

Example: Utilize senses to monitor and detect health needs/abnormalities:
· Tactile- Temperatures, detecting pulse.
· Auditory- Hearing medical alarms and blood pressure sounds.
· Visual- Observe patients, read patient records, charts, and equipment.

[bookmark: _Toc195692062]Intellectual-Conceptual Ability
The ability to grasp complex ideas, prioritize, and formulate an appropriate solution.  

Example: The student is expected to have the ability to develop problem solving skills and demonstrate the ability to set priorities. This includes measuring, calculating, analyzing, and synthesizing both objective and subjective data.
[bookmark: _Toc195692063]Academic Integrity/Dishonesty
Definition of Cheating
An action designed to subvert dishonest and unfair rules to gain an advantage. It can also be known as intentionally using or attempting to use unauthorized materials or devices to complete a class or class work. 

Examples of cheating 
1.) Copying other students' work. 
2.) Copying from any resource without citing the reference source. 
3.) Using smart devices or Internet sources on assignments, quizzes, or exams when students are expected to only use their brain power to answer. 
4.) Using notes to complete assignments such as quizzes or exams when students are only expected to use their brains. 
5.) Using books, notes, calculators, or communication devices during an exam without permission. 
6.) Falsifying records. 
7.) Copying computer files from another student or an instructor. 
8.) Obtain test or test answers before the scheduled exam without authorization. 
9.) Impersonating, including soliciting someone to take an exam or do coursework on your behalf or sharing your username and password with someone to access your online course sites or student accounts. 

Definition of Plagiarism 

The practice of taking someone else's work or ideas and passing them off as one's own without acknowledging the source. 

Examples of Plagiarism 
1.) Submitting another’s work, word-for-word, as your own (i.e., failure to include citations and references with your written work). 
2.) Copy-and-pasting from the Internet without giving due credit to the source of information. 
3.) Using significant portions of text from a single source without adaptation. 
4.) Including inaccurate information about sources or fabricating sources. 
5.) Not putting things into your own words but copying from another source word for word or so similar it can reasonably be seen as the original. 

In-Person Exams/Tests/Quizzes 

Instructors reserve the right to separate students within the classroom to complete the assignment when appropriate. Per the instructor’s and course expectations, all smart devices, including but not limited to cell phones, tablets, and laptops, will be put away and out of sight during these assignments. Following course expectations, all notes can be asked to be put away and out of place. Any cheating, including but not limited to looking at another student’s paper, will follow the cheating policy outlined in the course syllabus.
Consequences 

These consequences are possible guidelines for instructors to incorporate, change, and/or follow within their courses. Instructors will clearly state within their syllabus the expectations for the course and what will happen when cheating occurs. Possible consequences may include but are not limited to: 

1.) A meeting between the student and the instructor to discuss what happened, the cause, the consequences, and expectations for next time. 
· In accordance with the Medical Assisting Program Coordinator, it is recommended that a learning agreement be completed during this meeting for both the student and instructor. 
2.) A zero is received for the assignment with or without the possibility of making up the assignment as determined by the instructor. 
3.) Required proctoring for assignments. 
4.) Multiple instances of cheating may result in an F for the course. 


Use of Artificial Intelligence

Generative AI (GAI) refers to a subset of artificial intelligence that involves the creation of new content, data, or information.  It works by learning patterns and structures from existing data and then generates new content responding to a user’s prompt. 

The purpose of this course is to provide an opportunity for you to gain relevant insights and knowledge of the content, preparing you for your future career. While GAI is a useful tool, using it to completely produce, reproduce, and/or manufacture assignments deprives you of a valuable learning experience. Before using GAI, please review your instructor’s stance below.

The use of GAI, unless specifically being used as directed by an instructor for a specific assignment, is considered unauthorized aid, and the use of GAI (such as ChatGPT) will be treated the same as assistance from another person and is considered unauthorized aid.

When permitted by the instructor, the use of GAI must always include attribution, failure to cite its use is considered plagiarism.


Falsely Replicating another person’s signature or initials
Definition of Falsely replicating signature
Signature forgery is the act of falsely replicating another person’s signature. It is a crime committed when a person signs another party’s name or alters a document in order to commit fraud or deceive others. 
Consequences
1. Disciplinary Probation: the student could be placed on probation, meaning any further violations could result in more serious punishment.
2. Failing Grade: if the forgery is related to coursework, the student may receive a failing grade for the assignment or course
a. If it is related to forgery of signatures from a Clinical Site, the student will be removed from the site. The Medical Externship Coordinator will look for another site. If another site is not available the student will receive an F for that semester and will have to repeat the Externship course
3. Removal from program: if the case is serious, the student could be removed from externship for the semester and/or removed from the program. 
[bookmark: _Toc195692064]Standards of Professional Conduct and Safe Clinical Externship Practice
In order to prepare the students for the role of a Medical Assistant, the MA program has developed the Standards of Professional Conduct and Safe Clinical Externship Practices. During enrollment in the MA program, all students are expected to demonstrate conduct consistent with the Standards of Professional Conduct and Safe Clinical Practice.
1.) Comply with all institutional, ethical, and legal parameters regarding confidentiality of the patient information.
2.) Adhere to Blue Ridge CTC and clinical agency policies regarding drug and alcohol use. No tobacco, vaping, alcohol, or illicit drug use while on Blue Ridge CTC property.
3.) Students are expected to avoid using substances that impair their thinking or performance. If an instructor suspects a student to be under the influence of drugs or alcohol, the instructor has the authority to remove the student from the classroom and/or clinical site. Drug screening may be ordered. The student will assume the cost. Refusal to undergo testing or positive evidence of substance abuse may jeopardize the student’s standing in the program.
4.) Abstain from using tobacco while on Blue Ridge CTC campus according to its tobacco-free campus designation.
5.) Comply with policies of assigned clinical sites.
6.) Demonstrate respect toward patients, patient families, peers, faculty, staff members, and others in the clinical and classroom settings.
7.) Demonstrate integrity.
8.) Use standard and transmission-based precautions in all lab and patient care activities.
9.) Promptly report any error to the appropriate personnel.
10.) Comply with Medical Assisting and clinical agency dress policies.
11.) Demonstrate time management skills for clinical learning activities in the lab and externship.
12.) Maintain appropriate professional role boundaries.
13.) Demonstrate safe and appropriate application of previously learned clinical competencies.

Failure to abide by these standards will result in disciplinary action which may include dismissal from the program.

[bookmark: _Toc195692065]Procedure
1. Students are required to sign a statement indicating that they have read and understand the MA Handbook content in its entirety. This statement will be kept in MA Program Coordinators office in the student’s academic file during the student’s enrollment in the program.

2. Violation of any one or more of these Standards will result in the following disciplinary      actions:
a. When faculty or clinical teaching assistants observe a violation of professional conduct, he/she will discuss the incident with the student, document the violation in writing, and then forward the documentation to the Medical Assisting Program Coordinator who will place it in the student’s file.

b. The Medical Assisting Program Coordinator may choose to take additional action if there are three violations on file or if the MA Program Coordinator or faculty deem a violation extremely serious. Faculty will consider these situations individually.

c.  Actions that may be taken after faculty review include but are not limited to:

i. Refer the student for counseling.
ii. Issue a warning that any additional violations will result in dismissal from the course/program.
iii. Lower student’s letter grade for affected course or clinical.
iv. Dismissal from course or clinical.
v. Immediate dismissal from program.
vi. Refer for legal action as appropriate.


d. Examples of situations that could result in immediate dismissal from the course/program include but are not limited to:

i. Breach of confidentiality of patient information (HIPAA violation).
ii. Clinical practice that is repeatedly unsafe.
iii. Falsifying documentation of patient care.
iv. Acting in a manner that is a threat or danger to the safety of others.
v. Failure to comply with the policies of the agency in which the student is placed for clinical learning activities.
vi. Falsely replicating another person’s signature or initials such as preceptors or instructors.

e.  Students may appeal faculty decisions according to the procedure outlined in the Blue Ridge CTC Student Handbook.
 
[bookmark: _Toc195692066]Grading
Students need to demonstrate a high level of competency in order to practice safely. Students are required to complete all core Medical Assisting courses with a 75% or higher to progress in the program.
The grading scale used by all Medical Assisting courses:
	A 
	90 – 100 %

	B
	80 – 89 %

	C
	75 – 79 %

	D
	60 – 74 %

	F
	 0 – 59 %



I = Incomplete. Indicates not all course assignments were submitted and that additional work must be performed for satisfactory completion of the course: may be given for unavoidable absences or other conditions beyond the control of the student if the student completed approximately 75% of the required work. The “incomplete” must be resolved on or before the date set by the course instructor that applied the incomplete. If a student fails to meet the requirements set by the instructor to satisfy the incomplete grade, the grade will automatically change to an “F”.  See the College Catalog for more information.
 
[bookmark: _Toc195692067]Progression
Program progression depends on successful completion of course prerequisites and co-requisites. 
A student who drops or withdraws from a theory course is required to drop or withdraw from any co- requisite lab course in that semester (as applicable). Students scoring below a 75% on any MA exam are strongly encouraged to meet with their course instructor. A remediation plan may be necessary for success.

[bookmark: _Toc195692068]Program Competencies
The goal of the BRCTC Medical Assisting program is to prepare competent, entry-level Medical Assistants in the Cognitive, Psychomotor and Affective learning domains.
Core Curriculum for BRCTC’s Medical Assistants Program closely follows the Medical Assisting Education Review Board (MAERB) curriculum approved by the Commission on Accreditation of Allied Health Education Programs (CAAHEP). MAERB and CAAHEP Standards/Guidelines/Core Curriculum 

[bookmark: _Toc195692069]Traditional Classroom Policy
The classroom is considered a forum for learning which requires professionalism and respect. Students are expected to attend every class and be on time. Each instructor may implement course/classroom policies for enforcement purposes. Course/classroom policies can be found in the course syllabus. 

Absences
Regardless of whether an absence is excused, all missed lab learning activity hours must be made up in order for the student to pass the course. The student must make specific arrangements with the instructor for the approved make-up assignment on the next class day. This may involve hands-on activities in the clinical setting, skills lab, virtual activity or simulation lab but depends entirely on location and instructor availability. Supplemental assignments may also be required at the discretion of the instructor for the student to meet the outcomes for the course. 

If a student has two or more unexcused absences  in a MAST/Clinical course, he/she will not receive a passing grade for clinical and must meet with the instructor and program coordinator to discuss options for the remainder of the semester. 

[bookmark: _Toc195692070]Online/Virtual Classroom Policy 
Online (virtual) classes may be utilized as a course format or in times of College closure, inclement weather, exposure prevention, or sudden/planned faculty unavailability for traditional classroom learning. Similar to the traditional classroom, the virtual classroom is considered a forum for learning which requires professionalism and respect. Students are expected to attend according to the specific course attendance policy and be on time for synchronous online courses. Each instructor may implement course/classroom policies for enforcement purposes. Course/classroom policies can be found in the course syllabus. Students are expected to minimize distractions during class time (ie driving, children, pets, music, etc.).
[bookmark: _Toc195692071]General Policies
[bookmark: _Toc195692072]Presence of Children
In recognition of the fact that content discussed in medical assisting classes often is not appropriate for children and that the presence of children can be distracting to others, students are not permitted to bring children to the classroom and/or clinical setting. It is strongly recommended that reliable childcare be arranged well in advance of all scheduled learning activities (classroom or clinical).

[bookmark: _Toc195692073]Cell Phones 
Each instructor may implement course/classroom cell phone policies for enforcement purposes. Course/classroom policies can be found in the course syllabus. The policy for cell phone use during lab activities can be found in the course syllabus. 

To avoid potential HIPPA violations, cell phone use is prohibited in the presence of patients/clients during clinical experiences. 

[bookmark: _Toc195692074]Supplies 
Students will need to purchase a stethoscope and wristwatch with a second hand, prior to the start of the clinical courses and maintain throughout. Stethoscope covers are not permitted. 

[bookmark: _Toc195692075]Technology Requirements 
Students enrolled in the MA program are required to have access to:
· Reliable high-speed Internet.
· Webcam with microphone.
· A quiet, private location for online learning or exam proctoring when applicable.
· The Microsoft Office applications (available for free via campus Office 365 account).
· The free Firefox web browser (most compatible with Blackboard/other BRCTC applications).
· The free Google Chrome web browser.
· The free Adobe Reader software.
· The Respondus LockDown Browser installed (link provided separately) when applicable.


[bookmark: _Toc195692076]Technical Support
	For help with…..
	Contact

	Blackboard 
	E-Learning Help Desk / elearn@blueridgectc.edu / (304) 260-4380 x 2349

	Respondus
	E-Learning Help Desk / elearn@blueridgectc.edu / (304) 260-4380 x 2349

	Email
	IT Help Desk / support@blueridgectc.edu / (304) 260-4380 x 2236, x 2238

	Bridge
	IT Help Desk / support@blueridgectc.edu / (304) 260-4380 x 2236, x 2238

	Microsoft Office
	IT Help Desk / support@blueridgectc.edu / (304) 260-4380 x 2236, x 2238



[bookmark: _Toc195692077]Testing Format and Security 
Each instructor may implement test format and security policies for enforcement purposes. Course testing format and security policies can be found in the syllabus specific to each course. 

Progression through the Program
Students are expected to make satisfactory academic progress and demonstrate the knowledge, skills, and professional behaviors necessary for success in the program and profession.
To progress from one semester to the next, students must:
1. Successfully complete all required MAST courses with the minimum grade of 75%.
2. Successfully complete and demonstrate proficiency all laboratory, clinical, practicum, and competency requirements.
3. Demonstrate professional and ethical conduct consistent with program, college, and clinical site expectations.
4. Meet all health, safety, and compliance requirements required for participation in laboratory and clinical experiences.
Program Reentry and Skill Competency
Students who discontinue enrollment in the Medical Assisting Program and wish to return must meet with an academic advisor to re-declare their intent to continue in the program and register for courses.
Students who have been inactive for more than two semesters must successfully complete a Skill Currency Review before enrolling in laboratory-based coursework or participating in an externship. This review evaluates the student's ability to safely and competently perform previously learned clinical skills.
Students who demonstrate deficiencies in less than 25% of required clinical competencies may be eligible for a remediation plan. The plan will identify skill gaps, required corrective actions, and a timeline for reassessment. Failure to successfully complete remediation within the designated timeframe will require the student to repeat the applicable course(s).
Students who demonstrate deficiencies in 25% or more of required clinical competencies will be required to repeat the applicable course(s) before progressing in the program.
Students returning after an extended absence may be required to meet current program and catalog requirements, including repeating coursework, as determined by program faculty.
The program reserves the right to review each student's academic performance, clinical competence, attendance, and professional conduct when determining eligibility for progression and graduation.

[bookmark: _Toc195692078]Clinical Site Policies and Procedures
It is the student’s responsibility to understand and adhere to specific clinical agency policies and procedures. Clinical site orientation requirements and formats vary. The Medical Externship Coordinator will provide students with clinical site orientation instructions, specific to the site the student is assigned, prior to the students start date.   

[bookmark: _Toc195692079]Student Identification Badge
Students are required to obtain a student identification badge from BRCTC Security at the main campus. BRCTC student identification badges must be worn during all clinical experiences.

[bookmark: _Toc195692080]Transportation to Clinical Externship
It is the responsibility of students to provide or arrange reliable transportation to and from clinical sites. 

[bookmark: _Toc195692081]Clinical Readiness
In order to comply with clinical site requirements, students are required to pass a criminal background check, drug screen, and meet health and immunization requirements upon registering for the MA Externship course(s). Tuberculosis screening and CPR certification have renewal requirements and must be kept up-to-date.

Students will be given approved forms for immunization records and physical examination upon acceptance into the externship course(s). Medical Assisting students must submit proof of records and maintain the following requirements in order to participate in clinical externships:

1. Physical examination by a healthcare provider (HCP). 
2. Current immunization status must be up-to-date for:
a) Measles, Mumps and Rubella - Titer confirming immunity is acceptable in lieu of vaccination record.
b) Tetanus, Pertussis, and Diphtheria (Tdap) vaccination.
c) Varicella - Titer confirming immunity is acceptable in lieu of vaccination record.
d) Annual influenza vaccination.
e) Hepatitis B – The first vaccination must be administered prior to the due date for clinical readiness paperwork. Subsequent vaccinations in the series must be completed per CDC recommendations.  Titer confirming immunity or signed declination/waiver is acceptable in lieu of vaccination record.
f) COVID-19 vaccination. (recommended)
g) Tuberculosis (TB) non-active verification. One of the following conditions must be met:
i. Two-Step TB Skin test (second step must be within 6 months of externship start date).
ii. Proof of negative QuantiFERON- TB GOLD test.
iii. If a student has had a previous positive TB test result or received Bacille Calmette-Guérin (BCG) vaccination the student must follow CDC recommendations for evaluation and submit documentation of evaluation results.
3. Current BLS certification as Healthcare Provider through American Heart Association. Other BLS agencies will not be accepted.
4. Completed criminal background check.
5. Completed urine drug screening.
6. Other documentation or paperwork as designated by clinical site or MA program.

All documentation and forms are to be submitted to the Medical Externship Coordinator through Castle Branch. Any recurring requirements will be completed by the first day of the semester when the documentation would expire.
Students will submit required clinical readiness documentation by the designated submission date. If clinical readiness requirements are missing or not submitted on time, the student will not be permitted to start the clinical externship. 
1.) The Medical Externship Coordinator will meet with the student to discuss any missing information and form a plan of action. 
2.) Should the student fail to complete the plan of action by the designated deadline, the student will not be placed in an externship site. The student will be given the opportunity to withdraw from the course (if it is during the BRCTC withdraw period), and reregister for the course in the following spring/fall semester.

[bookmark: _Toc195692082]Criminal Background Check 
In order to complete the requirements for clinical site placements students are required to complete a criminal background check after registering for externship course(s). Results from the background check are reported to the Medical Externship Coordinator and/or the Medical Assisting Program Coordinator. Background check results are confidential and will only be shared with the externship site Student Services liaison for site placement approval, when applicable. 

[bookmark: _Toc195692083]Procedures
1. Students entering any clinical externship course will complete a criminal background check using the provider designated by the College.
2. Students are required to report any known or potential positive findings to the Medical Externship Coordinator prior to completing the background check.
3. Positive findings that were not disclosed prior to completing the background check are cause for dismissal due to failure to report.
4. Students must report arrests (pending charges) that occur after the background check is submitted, to the Medical Externship Coordinator within 5 days of the occurrence.
5. Fees for one background check are included in the MA Program Fees. 
a. Should any additional background checks be required, the student will be required to follow the same process. 
b. The cost of additional background check(s) will be at the expense of the student (not included in tuition fees). 

[bookmark: _Toc195692084]Drug Testing
The clinical sites affiliated with the BRCTC Medical Assisting Program require drug testing of all patient care providers. Drug screens are conducted upon admission to externship course(s) and can be obtained for causes of reasonable suspicion or at the request of clinical agencies.

[bookmark: _Toc195692085]Procedures
1. Drug screening will be completed through a College designated laboratory. 
2. A 10-panel drug screening will be completed.
3. Students will sign the consent form for testing. Refusal to sign the consent form will be treated as a positive admission of drug use.
4. Missing a deadline provided by a College designated laboratory will be treated as a positive admission of drug use.
5. Results from the drug screen will be sent to the Medical Externship Coordinator, clinical site Student Services Coordinator and the Medical Assisting Program Coordinator.
6. Drug Screen results will remain confidential and be maintained in student files.
7. Results of drug testing are not shared with law enforcement; however, behaviors that are potentially unlawful may be reported.
8. Students who have inconclusive results or diluted specimens may be required to have further testing performed. This testing is at the student’s expense and is not a part of tuition and fees. Only one retest is allowed. Subsequent diluted specimens are cause for dismissal.
9. Students with positive results are not eligible for clinical site placement, will not be able to complete course requirements, and will be dismissed from the course.
a. Students wishing to appeal a positive drug screen result based on the belief the test was incorrect may do so using the process defined by the testing laboratory. This repeat testing will be at student expense.
b. Students wishing to appeal a positive drug screen based on mistaken identification of the sample may do so by submitting to hair analysis using a college designated laboratory. This testing will be at student expense.
10. Fees for one drug test are included in the MA Program Fees. 
a. Should any additional drug testing be required, the student will follow the same process. However, the cost of additional drug testing will be at the expense of the student (not included in tuition fees).

Reasonable Suspicion Testing

All students enrolled in the MA program are subject to alcohol and drug testing based on
reasonable suspicion. Reasonable suspicion may include:

1.)  Information that a student has caused or contributed to an accident in class, at a clinical site, or
at a field site. “Accident” includes injury to person(s) and/or damage to equipment or property.
2.)  Observable phenomena such as direct observation of drug use or physical symptoms or
manifestations of being under the influence of a drug.
3.)  Abnormal conduct, erratic behavior, or a significant deterioration in classroom and/or clinical
performance.
4.)  A report of drug use provided by a reliable and credible source while in class, on hospital
property, or an Clinical property.
5.) Evidence that an individual has tampered with a drug test during enrollment or suspicion
testing.
6.) Evidence that a student has used, possessed, sold, solicited, or transferred drugs while at class,
clinical, field rotation, or on any of these premises.

When reasonable suspicion is determined to be present, the student will be immediately removed from
the setting. The basis for reasonable doubt will be documented and immediately relayed to the Program
Director and Dean. These individuals will determine whether testing is appropriate and will take steps to
have the student tested. Based on the test outcome, the Program Director and Dean will determine
whether to initiate dismissal from the program. If the student refuses to submit to required testing, or if
the test results are positive, the Program Director will take steps to dismiss the student. In all cases, the
Medical Director and the Advisory Committee have the authority to immediately remove the student
from the program without a refund, regardless of testing.

Social Media

The role social media plays in the personal lives of students is recognized. Also, professionally, social
media provides a valuable means to inform and educate others while maintaining a positive and
professional image that aligns with the department’s Vision, Mission, and Core Values. The following
activities are expressly prohibited under this policy:

1.) Sharing Protected Health Information (PHI). PHI includes, but is not limited to, the patient's
name, address, age, race, extent or nature of illness or injury, hospital/destination, and crew
member names.
2.) Taking videos or pictures of HPI.
3.)  Posting disparaging or false statements relating to Blue Ridge CTC and our affiliated clinical sites
in any form. This includes the use of memes.
4.) Engaging in vulgar or abusive language, personal attacks of any kind, or offensive terms
targeting individuals or groups.
5.) Conduct that may discredit Blue Ridge CTC.
6.) Discussing protected or confidential matters of Blue Ridge CTC, including but not limited to
issues under investigation.

Discipline

Failure to comply with this social media policy will result in immediate disciplinary action, including
dismissal from the program.

[bookmark: _Toc195692086]Clinical Skills Competencies
To ensure patient safety when performing clinical skills, students will be required to pass clinical skills competency assessments throughout all clinical courses. Approval to enter externship course(s) will only be given after the student has demonstrated competency in all clinical skills applicable to the externship course requirements. Any student who does not achieve a passing score at the end of any clinical course must retake the course.

[bookmark: _Toc195692087]Illness, Injury, & Exposure Policy
Due to the risk of exposure to infectious agents and the possibility of student injury during clinical experiences a process for managing occurrences is provided.

[bookmark: _Toc195692088]Procedure
1. Students who are injured or become ill while in the clinical setting must notify the preceptor immediately.
a. In case of a clinical-site related injury, the student should follow the procedure (if one exists) prescribed by the institution or clinical site.
b. If the clinical site requires it, the student should complete an incident report for the site.
c. The student is required to complete a BRCTC Incident Report Form, to be turned into the Medical Externship Coordinator within 72 hours of the incident.
d. If the student receives medical treatment/evaluation, neither BRCTC nor the clinical site accept financial responsibility. The student will be responsible for any treatment/care/evaluation cost incurred and pay according to the policy of the provider.
e. The student may be sent home at the discretion of the instructor/preceptor. It is the student’s responsibility to notify the Medical Externship Coordinator of this decision.

2. Students sustaining an accidental percutaneous puncture wound and/or mucous membrane exposure to blood or body fluids shall comply with the following guidelines:
a. Immediately:
I. Stop the current activity.
II. Thoroughly clean the wound with soap and water.
III. Flush mucous membranes with large amounts of water.
IV. Report the occurrence immediately to clinical instructor/preceptor.
b. The clinical instructor/preceptor should notify the administrator in charge of the agency/ institution. This may be the manager, infection control officer, or other designee.
c. The student should follow the clinical agency policy (if one exists) regarding treatment.
d. The student must complete a BRCTC Incident Report Form, to be turned into the Medical Externship Coordinator within 72 hours of the incident.
e. Students should contact their personal healthcare provider within 72 hours to obtain baseline and/or follow-up testing/evaluation. 
f. The emergency department should be used when the source is known to be HIV positive or active Hepatitis B, as prophylaxis should begin within hours of treatment.
g. The student is responsible for the cost incurred for treatment, evaluation, and/or testing.
h. The clinical instructor/preceptor should document the incident, actions taken, and inform the Medical Externship Coordinator as soon as possible.
i. The student is required to notify the Medical Externship Coordinator of incident within 24 hours.


[bookmark: _Toc195692089]Blood Borne Pathogen Policy and Procedure 
[bookmark: _Hlk234826938]Individuals participating in healthcare environments may encounter exposure to infectious agents during educational and clinical activities. To promote a safe learning and working environment, all students are required to follow established infection prevention and exposure control practices.
These procedures are based on Standard Precautions, current public health guidance, and applicable regulatory standards related to bloodborne pathogens and communicable diseases. Adherence to these practices is essential for protecting patients, students, faculty, staff, and healthcare personnel from potential exposure to infectious materials.
Prior to entering any clinical education setting, students must successfully demonstrate competency in all required safety and infection prevention objectives, including the appropriate use of personal protective equipment (PPE), hand hygiene, exposure prevention strategies, and reporting procedures for occupational exposures.
Students are expected to maintain compliance with all program, clinical site, and regulatory safety requirements throughout their enrollment. Failure to adhere to established safety and infection prevention standards may result in corrective action, including removal from clinical experiences or interruption of program progression.
Procedure: 
1. All MA students are responsible for medical fees to treat any injury they may sustain in the laboratory or clinic. 

2. All MA students shall be vaccinated for Hepatitis B prior to contact with human blood or other potentially infectious substances. 

3. Costs and documentation for all vaccinations are the responsibility of the student. 

4. The college provides professional liability insurance to MA students while enrolled in the program and participating in scheduled school activities. This coverage does not include after-hours work for salary or other activities that are not required or assigned by the program. 

5. When working with blood or any other body fluid or potentially infectious substance, Standard Precautions must be followed. Proper protective equipment must be worn. Hands must be washed thoroughly and immediately if contaminated with blood. 

6. During clinical rotation, students will follow the policies and procedures of the clinical affiliates to which they are assigned. 

7. Any occupational exposure shall be reported to the program coordinator and clinical coordinator. Documentation will be placed in the student’s file. 

8. Students with occupational exposure will report to the clinical coordinator and follow affiliate guidelines during clinical rotation. 

9. Students who are pregnant, immunocompromised, or have other health conditions that may affect their participation in clinical education are encouraged to consult with their healthcare provider regarding any potential risks associated with clinical activities. Students may discuss concerns and request appropriate accommodations through the institution's established processes. Disclosure of personal health information is voluntary unless required by law or clinical site policy.

10. Students will not be excluded from classroom, laboratory, or clinical participation based solely on a medical condition, diagnosis, disability, or health status. Participation requirements will be determined in accordance with program essential functions, applicable laws, and clinical site requirements.

11. Students with health conditions that may increase their susceptibility to infectious diseases are encouraged to consult with their healthcare provider regarding potential risks associated with healthcare environments. The program will provide information regarding infection prevention practices and available support resources while maintaining the confidentiality of student health information in accordance with applicable laws and institutional policies.

12. The student’s physician, in conjunction with college officials and MA faculty, will determine on an individual basis whether the student can safely perform duties associated with a patient or patient sample. 

13. Students who have a health condition that may pose a significant risk to the safety of patients, clients, fellow students, or themselves during classroom, laboratory, or clinical activities may be subject to temporary restrictions or modifications of participation. Examples may include uncontrolled body fluid drainage, uncovered draining wounds, or other conditions that cannot be managed in accordance with established infection prevention and safety standards.
Any participation restrictions will be evaluated on an individual basis using current medical information, program essential functions, clinical site requirements, and applicable laws and regulations. Decisions regarding a student's ability to participate in program activities will be made in consultation with the student, appropriate healthcare providers, program faculty, and college officials, while maintaining the confidentiality of the student's health information.


[bookmark: _Toc195692090]Clinical Externship Attendance
Due to the unique nature of the clinical externship and the potential disruption to patient care, students are expected to notify the site manager and Medical Externship Coordinator if they will be late or absent. The Medical Externship Coordinator ensures that each student meets the clinical externship course objectives and outcomes. Clinical site hours are determined by the clinical site. Most clinical sites accept students from several educational institutions. The MA student will be held accountable for any missed clinical hours. Students are expected to adhere to the policies and standards outlined herein and those prescribed by the Externship Coordinator. As such, habitual absenteeism, tardiness, and/or unpreparedness will not be tolerated.

[bookmark: _Toc195692091]Procedure
1. Absences from externship will only be excused under extenuating circumstances. Examples of extenuating circumstances include student illness or medical condition, jury duty, military leave, or death in the student’s immediate family. Routine doctor or dental appointments, prior work commitments, lack of childcare, previously scheduled vacations or activities, and traffic delays are not considered extenuating circumstances.
2. Prior to any externship absence, students should contact the Medical Externship Coordinator and the clinical site manager, no later than one hour prior to their scheduled start time. Failure to notify before this time frame (unless the student is incapacitated for an excused reason) will be deemed an unexcused absence.
3. Students are not to attend or remain within clinical experiences if they have or develop a potentially communicable disease. Symptoms of a potentially communicable disease are outlined by the Centers for Disease Control & Prevention (CDC) and often by clinical agencies.
4. Students who report to clinical externship ill or who are deemed impaired at any point will be immediately dismissed. Disciplinary action may be enforced depending on circumstances and investigation results. 
5. Regardless of whether an absence is excused, missed clinical externship hours must be made up in order for the student to pass the course. The student must make arrangements with the Medical Externship Coordinator and clinical site manager, to make-up missed externship hours. All make-up hours must be completed within the externship dates set by the Medical Externship Coordinator. Externship date extensions will not be permitted for make-up hours (exceptions will be handled on a case-by-case basis, and only for extenuating circumstances).
6. All unexcused absences, late arrivals, and early outs will be accounted for and may affect the student’s ability to receive a passing grade for the course. 
7. If the student does not contact BOTH the externship site and the Medical Externship Coordinator in the event of an absence the student will be considered a “no-call no-show” (excluding extenuating circumstances). 
a. When Externship Coordinator is made aware of a student “no-call no-show”, he/she will attempt to contact the student. If unsuccessful, the Externship Coordinator will then attempt to contact the listed emergency contact. If it is found that the student is not in an emergency situation, the student will be considered a no-call no-show. 
b. No- call no-show is grounds for immediate removal from the externship site and the student may receive an “F” as their final grade.



[bookmark: _Toc195692092]Unexcused Externship Absences 
1 absence = verbal warning.
2 absences = student counseling (written), action plan.
3 absences = removal from the externship site, final grade may be reported as an "F". 
2 late arrivals (more than 5 minutes after scheduled arrival time) = 1 absence.
2 early outs (more than 5 minutes before scheduled end time) = 1 absence.
1 late arrival + 1 early out = 1 absence.

No-call no-show = removal from the externship site. Final grade may be reported as an "F".
8. If you are hospitalized for an extended period, a physician’s note will be required in order for you to return.

PROFESSIONAL BOUNDARIES

The MA student is responsible for delineating and maintaining professional boundaries. The following procedures outline best practices to this end.

PROCEDURES:
1. Students are to make appointments with course/clinical faculty via e-mail or Acuity scheduling.
2. Students should expect a response within 24-48 hours during normal business days. Students should expect a response within 48-72 hours during the weekend. 
3. MA students in all learning environments are not to give personal information such as social media accounts, phone number, or address of residence/work to patients.
4. MA students are expected to maintain professional boundaries with faculty and clinical staff members.
5. At the completion of the clinical experience, MA students are not allowed further contact with patients and their families.
6. Failure to maintain professional boundaries will be considered a violation of Program Standards of Professional Conduct and Safe Clinical Practice. 


[bookmark: _Toc195692093]Inclement Weather
When students are scheduled for clinical experiences off-site of the College, the Medical Externship Coordinator, or clinical site manager may cancel the experience due to inclement weather. This policy is a supplement to College policies since clinical activities may occur outside of BRCTC’s regular business hours. 

[bookmark: _Toc195692094]Procedure 
1. If the Medical Externship Coordinator, or clinical site manager determines the weather conditions are not safe enough for student travel, he/she may decide to cancel the clinical experience. Students will be notified at least one (1) hour in advance, unless extenuating circumstances exist.
2. The student will work with the Medical Externship Coordinator and clinical site manager to schedule make up externship hours. 
a. Rotation extensions may be permitted for make-up hours related to inclement weather cancelations.
3. If the Medical Externship Coordinator cancels a clinical experience, he/she will notify the clinical site of the cancelation.
4. If Blue Ridge CTC closes due to inclement weather, all clinical experiences will be cancelled for the day.
 
[bookmark: _Toc195692095]Professional Appearance in Externship  
Each Medical Assisting student is a representative of the BRCTC Medical Assisting Program and directly influence the public and other professional’s perception of the College and MA program. Medical Assisting students in uniform are expected to maintain a professional appearance. If the Medical Assisting student does not meet the professional appearance expectations, the student may be directed to leave the clinical environment. If the student cannot make appropriate adjustments and return, the student will receive an unexcused absence for that day. 
1. MA students will wear Black Scrubs. The specific guidelines for each required item of the uniform are given in detail below, followed by general guidelines for appearance while in uniform. Students not deemed appropriate for the clinical site will be sent home as unexcused.
2. MA scrub uniforms will be according to program requirements. Students are required to wear Black scrub uniform for all clinical externship experiences. 
3. Tops, pants, and jackets will be clean, pressed, and fit properly: 
a. Proper uniform fit- the uniform top and bottom fit in a way that allows the body to move without revealing areas of the body that may be perceived as inappropriate and must not pose possible infection control risk (i.e., pant fabric dragging on the floor). 
4. While in the MA scrub uniform, students may wear a plain white or black long-sleeve shirt under the uniform top. Students are permitted to wear a solid white or black scrub jacket. It is not acceptable to wear hoodies or any type of sweat clothing or anything with print/media showing.
5. Students should practice good personal hygiene including oral care. Unclean, unkempt appearance, unpleasant body odor or breath odors, including smoke/vape odors, are not acceptable. 
6. Strong scents are to be avoided. No perfume, cologne, or scented lotions are to be worn.
7. The BRCTC Student identification badge is part of the required uniform and must be worn and visible at all times.
8. Appropriate externship footwear is as follows: 
a. Color- Bland (no bright or excessive colors)
b. Material- non-permeable material (no mesh, canvas, holes, etc.).
c. Style- professional appearance, poses no safety risk, covers the entire foot (Clogs are not acceptable in some clinical facilities, and are therefore not allowed).
9. Hair should be neat, clean, and contained. Hair must be of a natural color. Facial hair should be neat and clean.
10. Only stud earrings are permitted. No hoop or drop earrings. 
11. All visible facial piercings must be removed during externship, including oral piercings.
12. Fingernails must be clean and cut or filed so that the nail does not extend beyond the fingertip. Only un-chipped neutral-colored nail polish is allowed. No artificial nails, extenders, or embellishments permitted.
13. Underwear should not be visible (bras, panties, boxers, briefs).
14. All tattoos must be covered during clinical externship.
15. Language: Polite and professional in nature. The use of profanity or vulgar slang is unprofessional and not to be used during clinical externship.
[bookmark: _Toc195692096]Complaints/Conflict Resolution/Chain of Command
Formal complaints such as grade appeals, sexual harassment, or plagiarism are handled in accordance with Blue Ridge CTC policy and should be reported using the procedures listed in the BRCTC Handbook.
Any student who has a concern or conflict regarding a course, clinical site, or other issue related to the Medical Assisting program is encouraged to use the following process: 
· Discuss the issue with the appropriate faculty member or staff involved. 
· In the case of clinical site concern, contact the Medical Externship Coordinator. 
· The student may also want to confer with their advisor for guidance, as needed. 
· If the concern is not resolved at the faculty level, the student may contact the Medical Assisting Program Coordinator. The student should present a written description of the issue, and include any possible solution, if applicable.  
· If the issue remains unresolved, the student may then contact the Assistant Dean of Allied Health. Students who do not follow this progression will be referred back to the appropriate level to address their concern.
[bookmark: _Toc195692097]Skills Lab Etiquette
1. No food in the skills lab.
2. Wash your hands upon entering the lab.
3. Follow standard precautions. Wash your hands regularly and place all sharps/syringes in the appropriate sharp’s containers. All unused sharps/syringes must be returned to the locked storage cabinet after use.
4. Follow the dress code described in skills lab course syllabus. 
5. Bring all necessary supplies with you to each skills lab. Your MA supplies and assessment equipment (stethoscope, watch with second hand, etc.) are required for each skills lab.
6. Use professional behavior. This includes (but is not limited to): 
· Keeping the noise level to a minimum.
· Addressing faculty/instructors and each other in a professional manner. 
· Abstaining from negative/inappropriate verbal and nonverbal communication. 
· Avoiding cell phone use unless on break or utilizing a reference approved by the lab instructor.
7. Leave the lab how you found it. If you take out any supplies or equipment, return them to their appropriate homes. Do not dispose of supplies that can be reused. If supplies become worn and require replacement, notify the lab instructor. Clean up after yourself and do not leave personal belongings behind.
8. Do not release any information regarding clinical learning activities to your peers. If you tip off your peers about activities and simulations, you hinder their ability to learn and gain the most from the experience. Similarly, do not discuss the performance of your peers with other students. 
9. Students will have to sign a Laboratory Safety form at the beginning of each semester that they are in Lab courses. 
 

[bookmark: _Toc195692098]Mental Health Resources 
It is understood that the Medical Assisting/Healthcare causes stress on both providers and students. Blue Ridge CTC and the Medical Assisting Program want to offer Mental Health resources to students to support their mental and emotional wellness. 

The link below has information for Student Mental Health and Suicide Prevention on the Blue Ridge CTC website.
https://www.blueridgectc.edu/audience/current-student/office-of-accessibility-services/suicide-prevention-mental-health-resources/  
[bookmark: _Toc195692099]Get Help NOW
National Suicide & Crisis Lifeline: Call or Text 988
Chat on their Website: https://988lifeline.org/
National Crisis Text Line: Text HOME to 741741
BetterMynd Student Support and Crisis Line: 1-844-BTR-MYND (1-844-287-6963)









Medical Assistant Student Handbook Agreement 
I have read and reviewed the Medical Assistant Student Handbook, and I agree to the terms for all content contained therein. I have reviewed the information, have asked questions, and thoroughly understand my responsibilities as I participate in the Medical Assisting Program.


_____________________________________                                         ____________________________
Student Signature	                                                                                Date


_____________________________________
Printed Name


_____________________________________                                         ____________________________
Signature of MA Faculty Member 				       Date
				       
