
1 | P a g e  
 

 

 

 

MEDICAL ASSISTING PROGRAM 
Student Handbook 

2022-2023 

 
CANTON, MASSACHUSETTS 

 
 

 

Updated 8/17/2022 - EKJ 



2 | P a g e  
 

INTRODUCTION 

Welcome to the Massasoit Community College Medical Assisting Program! 

We’re pleased to have you in the program and feel that you have selected a very exciting and 
rewarding career. We have designed this handbook to be a quick reference concerning your 
responsibilities as a Medical Assisting student. As a student of Massasoit Community College 
(MCC), you are expected to observe all rules and regulations of the college. These can be found 
in the MCC Student Handbook and the college catalog, both can be found on the Massasoit 
Community College website https://massasoit.edu/ Please take some time to review them.  

Rules, regulations, policies and procedures set forth in this Medical Assisting handbook must be 
followed while on the college campus and at the clinical sites. All clinical sites are considered to 
be an extension of the college while students are present. Please be aware that these policies 
and procedures are designed to ensure the safety of both our students and patients. The signing 
of the last page of this handbook represents a contractual agreement between MCC and the 
medical assisting student from the first time of class attendance. Failure to comply with the 
rules and regulations may affect student evaluations, grades and could lead to dismissal from 
the medical assisting program.  

This handbook may not be the source of all needed information; but, it should answer many of 
the questions that may arise on a daily basis. Since the medical assisting program is continually 
evolving and improving, the medical assisting faculty reserves the right to make changes 
without prior notice in all policies, faculty assignments, time schedules, course assignments, 
courses, grading, curricula and all other matters contained in this handbook. When changes 
occur, the students and clinical instructors will promptly be verbally advised, given updated 
policies and addendums will be posted on the website: LINK.  

If at any time the student has a question or concern that cannot be resolved through the use of 
this handbook, he or she should not hesitate to contact a MCC medical assisting program faculty 
member. We are here to assist you in reaching your highest potential and career goals. We hope 
this handbook will acquaint you with the Medical Assisting program and provide you with an 
understanding of our policies. This handbook should help you realize what is expected of you as 
a student in a health care profession. Not every eventuality can be foreseen, therefore, areas 
not covered in this handbook will be dealt with on an individual basis. 

Eve K. Jankey  

MALS Department Chair, MA Program link 

Massasoit Community College    

 

https://massasoit.edu/
https://massasoit.edu/academics/department/medical-assisting/
https://massasoit.edu/academics/department/medical-assisting/
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Welcome to the Medical Assisting Program (MAP) at Massasoit Community College (MCC). You 
have selected an exciting, challenging, and demanding career as a future Medical Assistant. The 
employment outlook for medical assistants is exceptional. A variety of health care settings will 
be accessible for employment as a Medical Assistant. Multi-specialty practices, urgent care 
centers, hospitals and clinics all offer various opportunities after graduation. 

The students we serve reflect the diversity found in our community. Massasoit Community 
College offers open enrollment, affordable tuition, financial aid, free counselling and tutorial 
services, full accreditation and an excellent job placement. The college is committed to the 
principle of access and excellence. 

As a graduate of the program, you will be eligible to take a national certification examination. 
Once you pass the exam, you become a CERTIFIED Medical Assistant. Massasoit recommends 
the American Association of Medical Assistants (AAMA) national exam. Information about the 
national exam can be found on the AAMA website. The Massasoit Community College Medical 
Assistant Program is nationally accredited by the Commission on Accreditation of Allied Health 
Programs (CAAHEP, on recommendation of the Medical Assisting Education Review Board – 
MAERB). 

We guarantee a clinical placement for each student who has satisfied their academic 
requirements. The clinical externship is the capstone course for the program. The student must 
achieve a minimum grade of 75% (C), or higher in ALL medical assisting courses to be eligible to 
continue to second semester and then the clinical externship. This integrative clinical 
externship course gives students full-time working experience in a medical office with the 
support of clinical staff. This unpaid, real-world experience takes approximately 7-8 weeks 
depending on the daily hours worked at the clinical office. Student must provide their own 
transportation to their clinical externship site. Many students receive job offers from their 
clinical experience. 

https://www.aama-ntl.org/


6 | P a g e  
 

This handbook provides information regarding the Medical Assisting Program at Massasoit 
Community College. It should be read and understood in its entirety. Students must sign an 
appropriate form at the start of the program stating comprehension of all policies and 
documents contained within this handbook. All forms are posted in the Appendix section. 

 

Medical Assisting and Laboratory Sciences (MALS) Department Mission Statement: 

We seek to train all students to become respectful medical professionals who support our 
highly-diverse local community. Our students will demonstrate integrity and use critical 
thinking when solving problems for employers and patients. We embrace change, promote 
patient well-being and will protect patient privacy.  

 

GRADUATION 2022 
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Medical Assisting Program Contact Information

 
Catherine Powers Ӧzyurt, EdD, MSW 

Dean of Nursing and Allied Health 
Office: H336 – Brockton, Canton 405 

Telephone: 508-588-9100, Ext. 1750, 2131 
E-Mail: cpowersoz@massasoit.mass.edu 

 

Eve K. Jankey, BA, CMA (AAMA)  
MALS Department Chairperson, MA Program 

Director,  
Practicum Coordinator 

Instructor and Student Advisor 
Office: Room 411 – Canton 

Telephone: 508-588-9100, Ext. 2601 
E-Mail: ejankey@massasoit.mass.edu 

 
 

Adjunct Faculty 
Susan Beer, MEd, CMA (AAMA) 

E-Mail: sbeer@massasoit.mass.edu 
 

Nataliya Ryzhenko, MS, MLT (ASCP) 
E-Mail: nryzhenko@massasoit.mass.edu 

 
Charlene Harris, PBT(ASCP) 

E-Mail: charris13@massasoit.mass.edu 
 
 

Department Administrative Assistants 
Donna M. Krol – Canton 
508-588-9100, Ext. 2460 

E-Mail: dkrol1@massasoit.mass.edu 
 

Teri Willis– Brockton 
508-588-9100, Ext. 1762  

E-Mail: twillis@massasoit.mass.edu 

 
 

Main Phone Number: 1-508-588-9100 
Help Desk x 1139 

 

mailto:ejankey@massasoit.mass.edu
mailto:sbeer@massasoit.mass.edu
mailto:nryzhenko@massasoit.mass.edu
mailto:charris13@massasoit.mass.edu
mailto:dkrol1@massasoit.mass.edu
mailto:twillis@massasoit.mass.edu
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MEDICAL ASSISTING PROGRAM OVERVIEW 
History 

In 1985, Massasoit Community College acquired Blue Hills Technical Institute in Canton. In 
September of 1985, the first class was admitted. There were twenty students in the first class. 
As part of Massasoit Community College in Brockton, the Medical Assisting Program joined the 
Nursing and Allied Health Division. This division includes; LPN to RN, RN Evening, RN Daytime, 
Respiratory Care, Phlebotomy, Radiologic Technology, and Dental Assisting.  

There are three allied health programs on the Canton campus: Medical Assisting, Dental 
Assisting, and Phlebotomy. The Canton Campus is a multi-level facility on 18 acres in the Blue 
Hills area south of Boston. Specialized labs, art studios, and CAD and Macintosh computer labs 
support the technical and visual arts programs on campus.  

The students we serve reflect the diversity found in our community. Massasoit Community 
College offers open enrollment, affordable tuition, financial aid, free counselling and tutorial 
services, full accreditation and an excellent job placement. The college is committed to the 
principle of access and excellence. 

 

 

Definition of a Medical Assistant (MA): 

Medical assistants are multi-skilled members of the health care team who perform 
administrative and clinical procedures under the supervision of licensed health care providers. 
Each state has its own “Scope of Practice” laws for MA’s, which can be accessed HERE. 

https://www.aama-ntl.org/employers/state-scope-of-practice-laws
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Definition of a Certified Medical Assistant (CMA): 

The CMA (AAMA)® is awarded to candidates who pass the CMA (AAMA) Certification Exam. The 
CMA (AAMA) exam is the only medical assisting examination that uses the National Board of 
Medical Examiners to construct and administer the exam. The CMA (AAMA) credential must be 
recertified every 60 months (5 years) by the continuing education units (CEU’s) or exam method 
in order to use the credential. Medical Assistants have a maximum of three opportunities to 
pass the AAMA exam to become certified. 
 

Goals and Standards 

The goal of the program is to provide competent Medical Assistants to our communities of 
interest. The program is a nine-month program that leads to a Commonwealth of 
Massachusetts certificate. The program was accredited in 1998, 2005 and 2015 by the 
Commission on Accreditation of Allied Health Education Programs (CAAHEP). We are scheduled 
for our next evaluation and site visit in the 2024 – 2025 academic year. 

The program follows the Standards and Guidelines of CAAHEP Accredited Medical Assisting. 

CAAHEP is a nonprofit, allied health educational, program whose purpose is to accredit entry-
level, allied health educational programs. The Medical Assisting Education Review Board 
(MAERB) is an autonomous unit which completes the reviews of MA programs based on the 
CAAHEP standards. The MAERB Accreditation Department provides staff support to the MAERB 
in the following activities: 

• Developing and implementing strategic plans and policies 

• Developing agendas and following up on actions taken 

• Monitoring compliance with regulatory requirements 

• Developing and interpreting accreditation standards 

• Coordinating accreditation workshops 

• Coordinating the recruitment of volunteers to serve as MAERB/CAAHEP surveyors 

• Coordinating training and evaluation of surveyors to promote consistent application of 
the Standards 

• Editing policies, procedural guides and forms for coordination of revisions 

• Providing assistance to programs undergoing accreditation  
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9355 - 113th St. N, #7709, Seminole, FL 33775    P:727-210-2350   
https://www.caahep.org/Home.aspx 

The Commission on Accreditation of Allied Health Education Programs is the largest 
programmatic accreditor of the health sciences professions. In collaboration with its 
Committees on Accreditation, CAAHEP reviews and accredits over 2100 individual education 
programs in 32 health science occupations. CAAHEP accredited programs are assessed on an 
ongoing basis to assure that they meet the Standards and Guidelines of each profession. 

 

2020 N. California Ave., #213 Suite 7 Chicago, IL 60647 Phone: 1-312-392-0155 

https://www.maerb.org/ 

The Medical Assisting Education Review Board (MAERB) is a Committee on Accreditation (CoA) 
for the Commission on Accreditation for Allied Health Education Programs (CAAHEP).  As a CoA 
of CAAHEP, MAERB performs the everyday work of accreditation for medical assisting 
education programs: setting up and conducting site visits, organizing, and reviewing annual 
reports for compliance with established outcome thresholds, providing workshops, resources, 
and training for programs and site surveyors; and submitting recommendations for CAAHEP 
Board Action.  

MAERB works collaboratively with CAAHEP to develop the CAAHEP Standards and Guidelines 
for the Accreditation of Educational Programs in Medical Assisting.  To guide the medical 
assisting programs accredited by CAAHEP, MAERB has created the MAERB Policies and 
Procedures Manual that works in conjunction with CAAHEP’s Policies and Procedures Manual.   

 

 

 

https://www.caahep.org/Home.aspx
https://www.maerb.org/
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American Association of Medical Assistants, 20 N. Wacker Dr., Ste. 1575, Chicago, IL 60606 

https://www.aama-ntl.org/index 

The mission of the American Association of Medical Assistants® is to provide the medical 
assistant professional with education, certification, credential acknowledgment, networking 
opportunities, scope-of-practice protection, and advocacy for quality patient-centered health 

 

Program Effectiveness:   Current Program Outcomes Data 

The Medical Assisting Program at Massasoit Community College has an exam passage rate of 
66.7 percent and an 88.9 percent job placement rate for the 2019 graduates and 83.3 percent 
retention rate for the 2019 admission cohort based on the data from the 2021 Annual Report 
submitted to the Medical Assisting Education Review Board (MAERB) and the Commission on 
Accreditation of Allied Health Education Programs (CAAHEP). 

The Medical Assisting Program at Massasoit Community College is accredited by CAAHEP on 
recommendation of the MAERB. 

 

Code of Ethics for Medical Assistants: LINK 

The AAMA Code of Ethics for medical assistants sets forth principles of ethical and moral 
conduct as they relate to the medical profession and the particular practice of medical assisting. 

Members of the AAMA dedicated to the conscientious pursuit of their profession, and thus 
desiring to merit the high regard of the entire medical profession and the respect of the general 
public which they serve, do pledge themselves to strive always to: 

 Render service with full respect for the dignity of humanity. 
 Respect confidential information obtained through employment unless legally authorized 

or required by responsible performance of duty to divulge such information. 
 Uphold the honor and high principles of the profession and accept its disciplines. 
 Seek to continually improve the knowledge and skills of medical assistants for the benefit 

of patients and professional colleagues. 
 Participate in additional service activities aimed toward improving the health and well-

being of the community. 

 

https://www.aama-ntl.org/index
https://massasoit.edu/program/medical-assistant-certificate/
.https:/www.aama-ntl.org/about/overview
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Massasoit Community College Mission Statement 

Massasoit Community College is a dynamic, diverse learning community that supports all 
students in their education, leading to a career, transfer to four-year institutions, and the 
pursuit of lifelong learning. Faculty and staff are committed to student success and strive to 
offer accessible and innovative programs with comprehensive support services to prepare 
students for membership in a global society. 

 

 

The Canton Campus is a beautiful 18-acre location at 900 Randolph Street, Canton, MA 02021. 
The Medical Assisting classrooms are located on the 4th floor. The Canton campus has a library 
(3rd floor), Academic Resource Center - ARC (1st Floor), and a cafeteria (1st Floor) which serves 
hot lunch M-F from 11 am -2 pm (hours subject to change). 

The campus has ample free parking for students.  

Shuttle Bus Schedule A shuttle bus runs between the Brockton and Canton campuses. 

Canton Campus Map 

Directions to Canton campus 

Important Canton campus phone numbers 

 

 

https://massasoit.edu/student-services/shuttle/
https://massasoit.edu/about/contact/canton-campus/
https://massasoit.edu/about/contact/canton-campus/
https://massasoit.edu/about/contact/canton-campus/
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  Massasoit of the Wampanoag 

The person after whom the College is named is Massasoit, who was the Great Sachem (Great 
Chief) of the Wampanoag tribe at the time of the Pilgrims’ arrival. Native Land Maps 

Massasoit’s story has been enhanced by legend, but the help he afforded the first settlers is 
beyond dispute. One version of the story begins in March 1621 when an English-speaking 
Native American named Samoset entered the town of Plymouth and greeted the settlers with 
the words, “Welcome, Englishmen!” Samoset, Massasoit’s representative, prepared the way for 
the arrival of Massasoit, who proceeded to negotiate an agreement of nonaggression and 
mutual assistance with the English. This treaty has been called the first formal act of diplomacy 
in the history of New England. 

Massasoit was a symbol of mediation between different cultures. He also signifies commitment 
to dialogue rather than war as a way of settling differences among people. 

A Brief History of Massasoit Community College 

America is unique in its commitment to a wide range of postsecondary education, and nowhere 
is this better demonstrated than in the idea and development of the state-sponsored 
community college system. Its two overriding goals are to offer students higher education at a 
minimal cost and to meet the educational needs of the region each community college serves. 

Massasoit Community College was founded in 1966, but its origin can be traced back to a 1947 
study by the State Board of Education that determined the need for a low-tuition, state-
supported system. The study proposed that twelve community colleges be established, one of 
which would serve the Greater Brockton, South Shore area. In 1961, a proposal was brought 
before the Brockton School Committee, and after a feasibility study, announcement of such a 
college was made in 1965. 

In September 1966, the College, consisting of 358 students and 22 faculty, held its first classes 
in the Charles M. Frolio School in North Abington, and in June 1968, the first graduation was 

https://native-land.ca/
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held for 137 students. Additional campuses were later established at the former Howard School 
in West Bridgewater and the Miramar School in Duxbury. 

Ground breaking for the first five buildings of the permanent Brockton Campus occurred in 
1969, and by 1972 the campus was officially opened. During this time, the College received its 
first accreditation from the New England Association of Schools and Colleges. By 1978, the five 
remaining buildings of the campus were completed. 

Governance of higher education in Massachusetts underwent reorganization in 1980, replacing 
the Board of Regional Community Colleges and other state coordinating boards with the Board 
of Regents of Higher Education (now called The Board of Higher Education). As part of the 
change, in 1981, the Massasoit Board of Trustees assumed local control of the College. 

In 1985, the Blue Hills Technical Institute, itself in existence since 1966, formally merged with 
Massasoit Community College and is now the Canton campus. The Conference Center at 
Massasoit opened in 1997, offering 7,200 square feet of meeting space for local businesses and 
other community organizations. 

The Middleborough campus opened in 2010. Located in the former Lincoln D. Lynch Elementary 
School, the Center maintains the state-of-the-art Emergency Medical Services Educational Suite 
and is home to the Mobile SimLab, a modified ambulance that is used to train paramedic and 
EMT students. 

 

Massasoit Community College Important Website Links: https://massasoit.edu/ 
 

Mission Statement of Massasoit Community College 

Ray DiPasquale - President of Massasoit CC 

Massasoit Community College Handbook 

Academic Calendar 

Massasoit STUDENT Services 

College Forms For Students 

Campus Bookstores 

FERPA Policy 

Career Services 

Massasoit Community College Governance 

MCC Student Handbook 

https://massasoit.edu/
https://massasoit.edu/about/college-mission/
https://massasoit.edu/about/president/
https://massasoit.edu/academics/student-handbook/
https://massasoit.edu/academics/information/academic-calendar/
https://massasoit.edu/student-services/
https://massasoit.edu/student-services/reporting-forms/
https://massasoit.edu/student-services/massasoit-campus-bookstores/
https://massasoit.edu/about/college-policies/student-records-ferpa/
https://massasoit.edu/student-services/career-services/
https://massasoit.edu/about/massasoit-college-governance/
https://massasoit.edu/academics/student-handbook/
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Includes Student Code of Conduct – Updated 2/18/20 

Student Grievance Procedure – Updated 7/7/21 
 
MCC Academics 

 
MCC Emergency Procedures 

 
MCC Emergency Notification 

 
MCC Parking Policy 
 

 

 

 

 

MCC Statement of Values 

Commitment to Student Success 

We are committed to engaging students as active learners by providing a range of curricular 
and extra-curricular opportunities to explore, develop, and achieve educational and personal 
goals. 

Commitment to Access and Affordability 

As an open-enrollment institution of higher education, we are committed to providing access to 
a relevant, affordable education that positions and supports students from all socio-economic 
backgrounds to achieve their academic and professional goals. 

Commitment to Diversity and Inclusion 

We strive to reflect the diversity of our community in our student body, faculty, staff, and 
trustees by creating an inclusive environment that ensures equitable treatment for all. 

Commitment to Excellence 

https://massasoit.edu/wp-content/uploads/2020/06/Massasoit-Student-Code-of-Conduct.pdf
https://massasoit.edu/wp-content/uploads/2021/07/unnamed-file.pdf
https://massasoit.edu/academics/
https://massasoit.edu/police/emergency-procedures/
https://massasoit.edu/police/emergency-notification/
https://massasoit.edu/police/parking/
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We are a catalyst for innovation, creativity, academic excellence, and the open exchange of 
ideas, fostering high expectations and inspiring students, faculty, and staff to reach their full 
potential. 

Commitment to the Community, Civic Engagement, and Regional Economic Development 

We value our role as both a leader and an integral part of the academic, civic, and economic 
fabric of the region we serve. We strive to generate and maintain reciprocal relationships with 
education, community, and business partners to develop programs that meet the needs of our 
students, the community, and the regional workforce. 

Commitment to Sustainability 

We value the three spheres of sustainability: environmental, social, and economic. We 
demonstrate our commitment by striving to reduce our ecological footprint; making 
sustainability integral to our decision-making; and preparing our students to address the critical 
environmental, social, and economic challenges of the 21st century. 

 

Accepted by the Massasoit Community College Board of Trustees, April 8, 2015 and approved 
by the Massachusetts Board of Higher Education, June 16, 2015. 

 

 

MASSASOIT’S GUIDELINES OF CIVILITY 

By virtue of your being accepted as a student at Massasoit Community College, you are now 
part of our learning community. 

• Be courteous and respectful to everyone. 
• Treat others the way you want to be treated. 
• Respect this campus. 
• Put trash in its proper place.  Leave places better than you found them. 
• Come to class on time and do not leave early. 
• If you know in advance you must leave class early, inform the professor and sit near an 

exit. 
• Attend class, pay attention, and be prepared. 
• Sleeping, texting, reading the newspaper, doing work for another class are unacceptable. 
• Do not talk while the professor or other classmates are speaking. It’s rude and disruptive 

to everyone in the class. 
• Turn off all electronic devices – cell phones, pagers, beepers, IPODs, MP3 players – in 

classrooms, labs, and library.  No text messaging while in class. 
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• If you foresee extenuating situations, inform your professor ahead of time and set devices 
so as to be unobtrusive. 

• Refrain from using profanity and degrading language. 
• On a college campus, the words we use set the tone. Refrain from yelling in corridors, 

cafeteria, student lounge, and quadrangle. 
• We all need to create a learning environment where students can study and learn. 
• Be responsible. 
• Take ownership for your actions and choices. 
• How we conduct ourselves has an impact on others.  Let’s make it a positive one! 

 
STUDENT LIFE AT MASSASOIT 

 
The Dean of Students and the Student Life Office hosts many services and supports for all 
students Massasoit. Please use this LINK to find the Massasoit Student Handbook, the Shuttle 
Schedule, computer lab information, bookstore information, religious calendar and many 
reporting forms for students including grade appeals and grievance report form. 
 

CANVAS – OUR LMS (Learning Management System) and EMAIL 
 
All classes will be posted in Canvas. To get to Canvas, you must log into “My Massasoit” using 
your student log in and password. Canvas and Outlook email will be an option in your 
launchpad on the left side of the screen. You can click and drag the icons into your favorites. 
Canvas has its own email system that is not connected to your Outlook email. Please make 
sure you check EMAIL and CANVAS MESSAGES multiple times a day and at least once over the 
weekend. The HELP DESK can assist if you are locked out of your computer or email account. 
The Help Desk is also a tab in My Massasoit or you can call x1139.The college offers Canvas 
trainings every semester. Click HERE for the schedule. 
 

The HELP DESK 

The HELP DESK can assist if you are locked out of your computer or email account. The Help 
Desk is also a tab in My Massasoit or you can call x1139.The college offers Canvas trainings 
every semester. Click HERE for the schedule. 
 

 

 

 

 

https://massasoit.edu/student-services/student-life/
https://massasoit.teamdynamix.com/TDClient/1991/Portal/Home/?ToUrl=%2fTDClient%2fHome%2fDefault.aspx
https://my.massasoit.mass.edu/group/online-learning/
https://massasoit.teamdynamix.com/TDClient/1991/Portal/Home/?ToUrl=%2fTDClient%2fHome%2fDefault.aspx
https://my.massasoit.mass.edu/group/online-learning/
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Requirements for Entrance to the Medical Assisting Program 

 
Criminal Offender Record Information - CORI 

And Sex Offender Registry Information - SORI - Checks 
  

 In order for a student to be eligible to participate in an academic, community, or clinical 
program that involves potential unsupervised contact with children, the disabled, or the elderly, 
the student may be required to undergo a Criminal Offender Record Information (CORI) check 
and/or a Sex Offender Registry Information (SORI) check.  
 
 Students found to have certain criminal convictions or pending criminal actions will be 
presumed ineligible to participate in such activities. The College is authorized by the 
Commonwealth’s Department of Criminal Justice Information Services, pursuant to 
Massachusetts General Laws, Chapter 6, Sections 167-178B, to access CORI records.  Sex 
offender checks shall be performed pursuant to Massachusetts General Laws, Chapter 6, 
Section 17C-178P. 
 
 For more information regarding the College’s CORI/SORI check process, please contact 
Catherine Powers-Ozyurt, Dean, Nursing and Allied Health Department, (508) 588-9100. 
 
Updated: April 2022 

 
DRUG TESTING 

 
Massasoit CC does not require drug testing. Be aware that some clinical sites require drug 
testing for students to be accepted for their clinical externship. Some clinical sites do not accept 
students who have tested positive marijuana. 
 

CPR CERTIFICATION 
 

All Medical Assisting students must submit verification of completing the CPR certification 
course prior to the clinical affiliation in the spring. 
 
This course is offered during in the Fall semester (at an additional cost to the student of about 
$30.00 – paid directly to the CPR course instructor). 
 

 

LIABILITY INSURANCE 

Your liability insurance will be paid out of student fees. You will not be billed separately.  
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MEDICAL INSURANCE 

Students must provide documentation of health care insurance. Medical insurance is available 
through the College’s group plan for an additional cost. Prior to the beginning of each semester, 
the student must provide the program director with a copy of his/her/their health insurance 
card. Failure to do so will prevent the student from attending their clinical labs and externship. 

 

IMMUNIZATIONS 

Chapter 76, Section 15C (Immunization of college health science students) of the General Laws 
of Massachusetts requires all full-time students (those taking 12 credit hours or more) and all 
students on a VISA provide proof of immunization for: measles, mumps, and rubella; tetanus, 
diphtheria, and pertussis (Tdap); hepatitis B; and Varicella. Refer to School Immunizations | 
Mass.gov. Refer to 105 CMR 220.00: Immunization of students before admission to school | 
Mass.gov. Refer to 244 CMR 6 (mass.gov). 

 

ADDITIONAL HEALTH REQUIREMENTS 

A physical exam must be completed and verified by a provider in the last 12-months. Annual flu 
vaccine (2022-23) is required by October 15, 2022. Covid-19 vaccine and a booster are required. 
All other health requirements must be met prior to attending the college. Students are 
mandated to abide by the Massachusetts Department of Public Health. Students will be 
excluded from class or lab if health requirements and are not completed by the start of the 
academic year (with the exception of annual flu vaccine and any vaccine series that needed to 
be re-started due to negative titers). 

 
TECHNICAL STANDARDS/ESSENTIAL FUNCTIONS 

Medical Assisting is a physical career which requires strong communications skills. A medical assistant 
should be able to perform procedures according to established and approved protocols. 
 
Medical Assisting Students must possess the following basic competencies to meet the requirement of 
the curriculum: 
Ability to perform all aspects of medical asepsis.  This includes, but is not limited to: 

• Performs proper handwashing techniques 
• Follows OSHA Bloodborne Pathogen Standards 
• Carefully disposes of wastes properly 
• Uses appropriate personal protective equipment 

 
Ability to maintain personal stamina and coordination to perform at least the following procedures: 

• Prepares examining room for routine physical examinations 
• Obtain and record vital signs accurately 
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• Prepare and perform, record EKG’s properly 
• Apply and remove sterile gloves 
• Assist physician with minor office surgery 

 
Visual ability to be able to: 

• Verify patient identification 
• Register patients 
• Schedule appointments 
• File and retrieve patient records 

 
Emotional stamina to: 

• Relate professionally to patients and other personnel 
• Maintain confidentiality 
• Make judgments, prioritize, and organize all tasks 
• Maintain composure under pressure 

 
Hearing ability to be able to: 

• Use a stethoscope to properly hear and record systolic and diastolic measure 
• Hear other employees 
• Hear telephone messages 
• Students with hearing impairments must be allowed to use adaptive devices 

 
Communicate with: 

• Patients 
• Employer, employees 
• Other facility related employers 
• Miscellaneous people 

 
See Appendix C for Medical Assisting Technical Standards Form 

 

 

 

 

 

 

 

 

 



21 | P a g e  
 

Medical Assisting Fall 2022 Schedule 
 

MONDAY  TUESDAY  WEDNESDAY  THURSDAY  FRIDAY  
MOM I  
9 – 10:50  

A&P&T  
9 – 11:50  

Basic Lab  
Lecture  
10 – 11:50  
  

MOM I  
9 – 10:50  

MOM I  
9 – 10:50  

Pharmacology  
11 - 11:50  

LUNCH  LUNCH  Pharmacology  
11 – 11:50  

Pharmacology  
11 – 11:50  

LUNCH    Basic Lab I  
Lab  
12:30- 2:30  

LUNCH  LUNCH  

Med Assist Tech I  
Lecture  
12:30 – 2:00  

  
Med Assist Tech I  
Lab  
12:30 – 2:00  

 

  

Med Law and Ethics Online  

Spring Course schedule to be posted at a later date. Courses will include:  

Medical Office Management II, Medical Assisting Techniques II, 
Anatomy/Physiology/Terminology II, Basic Lab II, Phlebotomy Micro-credential (optional), and 
Clinical Externship.  

English Composition I and General Psychology are requirements to graduate the program. 
These courses can be taken during the Winter Intersession or in the evening of the Spring 
semester. 

Link to Medical Assisting Academic Map (located at bottom of linked page) 

MAERB, under guidance from CAAHEP, sets the standards and policies by which the Medical 
Assisting program must operate. The standards and policies effective April 2022 will be the 
standards and policies followed by the Massasoit Community College program.  

MAERB Standards and Policies 2022 

The 2022 competencies will be completed through the MA program for 2022-2023. 

2022 Competencies LINK 

 

Office Hours for Students: Full-time faculty members are available to see students during office hours 
when school is in session. Medical assisting faculty are willing to help students who may be experiencing 
academic difficulty or need assistance with assignments. Students may also visit their faculty advisors 
during office hours. Each faculty member’s schedule of office hours is posted on their office door and in 
their syllabus. 

https://massasoit.edu/program/medical-assistant-certificate/
https://www.maerb.org/Resources/StandardsandPolicies/tabid/164/Default.aspx
https://www.maerb.org/Portals/0/Documents/22ECMA.pdf
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MEDICAL ASSISTANT PROGRAM REQUIREMENTS and  
COURSE CONTENT 

 
FIRST SEMESTER - FALL 

 
MEDA 108 - Anatomy & Physiology Terminology I, 3 credits 

PHIL 111 - Medical Law & Ethics, 2 credits 
MEDA 104 - Basic Laboratory Procedures I, 3 credits 
MEDA 107 - Medical Assisting Techniques I, 2 credits 

MEDA 109 - Pharmacology, 3 credits 
MEDA 229 - Medical Office Management I, 5 credits 

 
SECOND SEMESTER - SPRING 

 
ENGL 101 - English Composition I, 3 credits 

*Can be taken Summer before, during Winter Session, or Spring evening 
PSYC 101 - General Psychology, 3 credits 

*Can be taken Summer before, during Winter Session or Spring evening 
MEDA 121 - Basic Laboratory Procedures II, 2 credits 
MEDA 120 - Medical Assisting Techniques II, 2 credits 

MEDA 119 - Anatomy & Physiology Terminology II, 2 credits 
MEDA 230 - Medical Office Management II, 2 credits 

MEDA 116 - Clinical Internship, 6 credits 
 

38 credits – two semesters (Fall 18 credits, Spring 20 credits) 
 

INSTRUCTIONAL METHODS 
 

Lectures, Discussions, Audio Visual, Power Point Presentations, Classroom Activities, Reading 
Assignments, Simulation laboratories, Individual Conferences, Handouts, Study Guides, Clinical 

Instruction, Medical Software 
 

EVALUATION METHODS 
 

Chapter Examinations 
Written Assignments 

Completion of Competencies 
Cognitive/Psychomotor/Affective  
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OCCUPATIONAL RISKS 

Medical Assisting is a profession with many rewards, as practitioners can perform both 
administrative and clinical services, filling several roles in a variety of healthcare environments.  
The Bureau of Labor Statistics clearly outlines that it is a growth field, with an anticipated 18% 
growth from 2020 to 2030.   

Medical Assistants work directly with providers and patients, with the goal of providing 
healthcare and ensuring patient safety. It is a position with a great deal of responsibility.   

As with any healthcare position, there are certain occupational risks that come into play with 
being a medical assistant, and those hazards include the following:  

• Exposure to infectious diseases  

• Sharps injuries  

• Bloodborne pathogens and biological hazards 

• Chemical and drug exposure  

• Ergonomic hazards from lifting, sitting, and repetitive tasks  

• Latex allergies  

• Stress  

At the same time, there are protections set up with the Occupational Safety and Health Act 
(OSHA), and those protections are particularly important within a healthcare environment. 
OSHA has a series of standards that protect the safety of healthcare workers and patients.   

Accredited medical assisting programs are required to teach students about the hazards that 
they face on the job and the protocols that can be put into place to ensure a workplace culture 
that prioritizes safety.   

Updated 8/2022 - EKJ 
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ATTENDANCE POLICY 

• It is expected that students will attend ALL regularly scheduled classes including 
laboratory sessions. Attendance is a professional accountability issue and the 
responsibility of the student. 

• It is the student’s responsibility to notify faculty prior to class or lab of any absence. The 
student is responsible for ALL material presented in class. Notification must be made in 
person to the instructor and additionally an email must be sent to the instructor and the 
department chair. In the case of an emergency, every effort must be made to inform the 
instructor or the program director as soon as possible, followed by an email from the 
student’s school email. A text message or a message from another student is insufficient. 

• An absence is when a student does not attend class or lab, is late to class by more than 
ten (10) minutes or leaves class with more than ten (10) minutes remaining. After three 
(3) absences from a course, the faculty have the right to permanently withdraw a student 
from their course.  

• If it is determined by a faculty member that a student will be unable to meet course 
objectives due to classroom or lab absences, as outlined in the preceding policy, the 
student will be counseled accordingly. If a pattern of absence develops or excessive 
absences exist, the appropriate course instructor as well as the Medical Assisting 
Department Chair will make a recommendation for the student to be dismissed from the 
program.  

• Each faculty member has the right to have a stricter attendance policy including but not 
limited to the lowering of grades, giving a “0” on any quiz of exam that was missed or no 
admittance to class if late. It is the student’s responsibility to understand each faculty 
members attendance policy. Each policy will be stated in the syllabus for each course. 

• A “no show, no call” to clinical externship will result in a written warning and may result 
in clinical externship dismissal and failure. Clinical sites do have the right to dismiss a 
student from their clinical externship for attendance issues. 

 

Absence Due to Religious Beliefs: In accordance with Chapter 151C of the Massachusetts 
General Laws, any student in an educational or vocational training institution, other than a 
religious or denominational educational or vocational training institution, who is unable, 
because of his religious beliefs, to attend classes or to participate in any examination, study or 
work requirement, on a particular day shall be excused from any such examination or study or 
work requirement, and shall be provided with an opportunity to make up such examination, 
study, or work requirement which he may have missed because of such absence on any 
particular day; provided, however, that such makeup examination or work shall not create an 
unreasonable burden upon such school. 
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COURSE DESCRIPTIONS 

(in course number order) 

 

ENGL 101 3 credits   English Composition I  

This course helps students develop and organize extended pieces of writing. Students focus on 
the correct and appropriate use of language and the organization and development of 
paragraphs and essays. Research techniques, documentation of sources, and a short research 
paper are included. Constant reading and frequent writing are required.  

Prerequisites: ENGL 091 Preparing for College Reading I and ENGL 099 Introductory Writing, 
waiver by placement testing results, or departmental approval. 

See COURSE SUBSTITUTION POLICY (p.27) if you have taken this course at another institution. 

 

PSYC 101 3 credits   General Psychology  

This course is an introduction to psychology as the science of human behavior. Major topics 
include scientific method, history of psychology, learning, motivation, emotion, social 
psychology, and perception.  

Prerequisites: Preparing for College Reading II (ENGL092) and Introductory Writing (ENGL099) 
and Fundamentals of Mathematics (MATH010), or waiver by placement testing results, or 
Departmental Approval. 

See COURSE SUBSTITUTION POLICY (p.27) if you have taken this course at another institution. 

 

PHIL 111 2 credits   Medical Law and Ethics  

This course provides an analysis and understanding of laws as they relate to the medical 
profession and the responsibilities and ethical considerations that must be considered and 
applied while executing these laws. Topics covered include codes of medical ethics, techniques 
and methods used in making ethical decisions, structure of the law as it relates to medical 
health, and the various laws as they  

  

MEDA 104 104 3 credits   Basic Laboratory 

Procedures I This course is designed to provide medical assistant students with the basic 
clinical laboratory principles and skills used in a physician's office. Topics include specimen 
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identification and collection, laboratory safety, microscopy, routine urinalysis, fecal analysis, 
clinical bacteriology, and phlebotomy. Lecture: 2 hours per week. Laboratory: 2 hours per week. 

 

MEDA 107 2 credits   Medical Assisting Techniques I  

Clinical procedures, as they are carried out in the outpatient healthcare facility, are those tasks 
in which the medical assistant performs under the supervision of licensed and/or registered 
personnel. This course will enable students to learn fundamental clinical medical assisting skills 
while maintaining an aseptic clinical environment. Students learn to obtain vital signs, medical 
histories from patients, prepare and assist with various procedures, and administer treatment 
under the supervision of the physician or supervisor. The importance of professionalism and 
effective communication is emphasized. Laboratory: 3 hours per week 

 

MEDA 108 3 credits   Anatomy, Physiology, and Terminology I  

Medical terms are taught in a systematic manner in tandem with the anatomy and physiology. 
This enables students to comprehend terminology used in health care facilities. Anatomy and 
physiology begins with the cell and progresses to the body cavities, planes, and systems 
through the digestive system. This is designed to strengthen the students' understanding of the 
clinical sciences and to increase the technical skills they need in administering patient care. 3 
hours per week. 

 

MEDA 109 3 credits   Pharmacology  

This course is designed to provide medical assistant students with the basic comprehension of 
pharmacology, including the study of drugs, their effects, and contraindications. Current and 
commonly used medications and drug preparations are addressed. Drug sources, references, 
forms of drug, classification and actions, the prescription, how to use a PDR, and the basic 
principles for administration of medication are taught. Effects of medications on the various 
body systems, antibiotics, antiseptics, disinfectants, vitamins, minerals, antiviral agents, 
psychotropic and antineoplastic drugs are all studied. The student will also have an awareness 
of drug safety. 

 

MEDA 116 6 credits   Clinical Externship in Medical Assisting  

Student s participate in a clinical affiliation at a selected health care facility for the final seven 
weeks of the spring semester.  Students gain practice in both clinical and administrative aspects 
of medical assisting, and learn new techniques which are performed at individual facilities.  
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Health Maintenance Organizations are utilized for the clinical component.  Prerequisite:  A 
grade of C or higher in a Medical Assistant semester I and II courses.  35 hours per week. 

 

MEDA 119 2 credits   Anatomy, Physiology, and Terminology II 

This is a continuation of Anatomy, Physiology & Terminology I (MEDA108). Additional body 
systems and their functions are covered. New medical terms are added at appropriate intervals 
throughout the course. Prerequisite: Anatomy, Physiology & Terminology I (MEDA108). 4 hours 
per week. 

 

MEDA 120 2 credits   Medical Assisting Techniques II  

Students perform more complicated clinical procedures and utilize skills learned in the first 
semester. Topics include electrocardiography, cardiopulmonary resuscitation, and 
administration of medications. Clinical skills are increased, and students gain comprehension of 
the disease process and its relationship to clinical situations. Prerequisite: Medical Assisting 
Techniques I (MEDA107). 4 hours per week. 

 

MEDA 121 2 credits   Basic Laboratory Procedures II  

The basic principles and skills of hematology are covered. Lecture and laboratory topics include 
blood collection, hematocrit, hemoglobin, white blood cell counts, and differential evaluations. 
There is an introduction to Clinical Chemistry, Immunology, and Microbiology. Prerequisite: 
Basic Laboratory Procedures I (MEDA104). 4 hours per week. 

 

MEDA 229 5 credits   Medical Office Management I  

Various types of medical offices and the health care team are explored, including types of 
patients, personal and professional skills, and HIPAA. Office skills such as telephone 
communication, Practice Management Programs (SimChart), patient scheduling, written and 
oral communication, and medical letters are introduced utilizing PMP software. The importance 
of confidentiality in the medical office (HIPAA) is thoroughly discussed with critical thinking 
situations. Computerized registration of scheduling, blocking, and rescheduling is utilized 
through Medisoft software. Setting up a matrix including clustering, wave, modifies, double 
booking, fixed and open hours will be performed utilizing Medisoft software. Patient 
registration, electronic filing, EHR's are introduced. Accuracy, technical knowledge, and 
professionalism are required as these tasks are carried out in a medical facility. 6 hours per 
week. 
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MEDA 230 2 credits   Medical Office Management II  

This is a continuation of the first semester of Medical Office Management I. Electronic Health 
Records is utilized with software Elsevier, EHR Booster Kit). Managing medical finances (patient 
accounts/receivable, banking activities, posting charges, encounter forms, posting payments 
and/or adjustments, recording patient visits on day sheet, balancing the day sheet, on-line 
payments, patient aging accounts, processing refunds, NSF checks), utilizing medical software, 
Coding (CPT, ICD, HCPCS); health insurance (history, obtaining, paying, Medicare, Medicaid, 
Workers' Compensation); billing (types, account aging, credit agreements, collection agencies); 
and professionalism (externship, certification, professional organizations, resume writing, 
successful job hunting) will be emphasized. 4 hours per week. 

 

NON-MEDICAL ASSISTING PROGRAM COURSE APPEALS & COURSE SUBSTITUTION POLICY 

If a student has received college credit from another institution and wishes to use those courses in place 
of the required courses for the medical assisting program, an “appeal for course substitution form” 
must be filed by the student. Please contact the Academic and Student Affairs office for this form. 
Proper documentation must be including showing that the courses are equivalent in outcomes. Course 
substitution will be considered for Medical Law and Ethics, Anatomy, Physiology & Terminology, English 
Composition I and General Psychology. 

LINK to all student appeals forms including course substitution form. 

If you have any questions about which appeal you should submit, please contact the Dean of 
Students Office at 508-588-9100 x1402 or at deanofstudents@massasoit.mass.edu. 

 
 
 
 
 
 
 
 
 
 
 
 

 

https://massasoit.edu/student-services/dean-of-students/student-appeals-requests/
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Massasoit Community College GRADING SYSTEM 
The number of quality points earned is determined by multiplying the grade point value earned 
by the credits attempted for that course.  The cumulative Grade Point Average is the total of all 
quality points acquired divided by the total of all credits attempted.  Candidates whose 
cumulative Grade Point Average is 3.90 or higher will graduate with Highest Honors, candidates 
for graduation whose cumulative Grade Point Average is 3.70 – 3.89 will graduate with High 
Honors, and those with 3.30 – 3.69 will graduate with Honors. Grades are recorded using a 
four-point system.  The following are included in the Grade Point Average (GPA): 
 

Numerical Grade Letter 
Grade 

Grade Point Average 

94-100 A 4.0 
90-93 A- 3.7 
87-89 B+ 3.3 
84-86 B 3.0 
80-83 B- 2.7 
78-79 C+ 2.3 
75-77 C 2.0 

Failing ꜜ  70-74 C- 1.7 
Grades     68-69 D+ 1.3 
For MA’s 65-67 D 1.0 

60-64 D- 0.7 
Below 60 F 0.0 

 
The following grades are not included in the GPA. 
 W – Withdrawn    P – Pass  

I – Incomplete NG – No grade; faculty member has not submitted a 
grade report 

 
Students must achieve a C or higher in each course in the MA program and be free of 
disciplinary probation in order to progress through the program and participate in Clinical 
Externship and Commencement. 
 
Students much achieve the following to be considered for graduation and a certificate in the 
Medical Assisting Program: 
• A cumulative grade point average of at least 2.0 (75%, C) in each of the MA courses 
• Complete all required courses in the program 
• Complete all competencies within each course in the program (see below) 
• Be free from disciplinary or academic probation at time of graduation 
• Have met in full all financial obligations to the college 
• Clinical Affiliation grades are also based on the grading system listed above 
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POLICY ON INCOMPLETE GRADES IN MEDICAL ASSISTING COURSES 

Each semester of Medical Assisting courses must be completed with a minimum grade of 75 
or C, prior to the next level of any MA course.  All courses, both first and second semester 
must be completed with this minimum grade prior to participating in the clinical affiliation 
which commencement in March. The grade for the clinical externship must also meet the 
minimum standard of 75 or C. 

If a student receives a grade of INCOMPLETE for the semester, that grade must be completed 
before the student can take the next level of a MA course.  Students who do not make up the 
incomplete prior to the beginning of the next level MA course may have the next semester in 
which to complete the grade, but must withdraw from MA program.  When the incomplete 
grade is made up, the student will then need to reapply to the MA program through the 
Admission’s Office in order to enroll in the next level course. Any incomplete is changed to an 
F after one year. See the Policy on Incompletes:   

Acceptance for readmission into the MA program is on a space available basis.  A letter 
explaining the policy will be sent to the student explaining the options available with copies to 
the Registrar and Admission’s Office. 
 
Competencies LINK  
Each competency in the Medical Assisting program is graded as follows: (See Study Guide 
procedures/competencies) 
 

1.  Each critical step of the procedure has a value of 16 points. Critical requirements are 
identified by (*) asterisk. 

2. Each essential step of the procedure has a value of 6 points. Essential steps are 
identified by (●)  

3. Affective competency step of the procedure has a value of 6 points. Affective 
competencies are identified by (▓) 

4. Theory question steps of the procedure have a value of 2 points. Important steps are 
identified by (△) 

5. A minimum of 85 must be attained on the return demonstration in order to pass the 
procedure. 
 

Every competency must be passed at 100%. If this is not completed on the first try, a student 
will be allowed to complete the competency again to pass the competency at 100%. A student 
will be given a total of three opportunities in pass the competency at 100%. The recorded grade 
will be an average of all attempts. Additionally, a penalty of 10-points will automatically be 
deducted from the return demonstration after each one-week period.  The student will not be 
permitted to repeat any given procedure more than twice (a total of three attempts).  

https://www.maerb.org/Portals/0/Documents/22ECMA.pdf
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NOTE: A student will not be allowed to continue in the program is they are unable to 
successful pass any competency. 
 

Per CAAHEP and MAERB: “Standards and Guidelines for the Accreditation of Educational Programs in 
Medical Assisting Essentials/Standards initially adopted in 1969; revised in 1971, 1977, 1984, 1991, 
1999, 2003, 2008, 2015, 2022, and effective April 4, 2022, page 5. LINK 

“C. Curriculum The curriculum content must ensure that the program goals are achieved. Instruction 
must be based on clearly written course syllabi that include course description, course objectives, 
methods of evaluation, course activities sequence and timeline, and competencies required for 
graduation. Instruction must be delivered in an appropriate sequence of classroom, laboratory, and 
clinical activities.” 

 

 

Books and Other REQUIRED Supplies 

• BOOKS: A list of all required textbooks was sent to your home. All textbooks will be 
available for purchase in the college bookstore. Please bring your schedule to the 
bookstore so they can assist you in the purchasing of your books. Financial aid dollars can 
be used to purchase textbooks in the bookstore. REMEMBER: Please read the notes 
section for each book. Many of the books are used for BOTH semesters or you are 
required to purchase books that have an online code. If you have any questions about a 
textbook, please contact Eve Jankey, ejankey@massasoit.mass.edu or x2601.  
BOOKSTORE link 

• WATCH: You will need a wrist watch with a second hand. Smart watches are acceptable 
but an analog (non-digital) face must be used. Ex: 

    
• STETHOSCOPE: a stethoscope is required. You can purchase one at a local pharmacy or 

on Amazon. They range in price from $15 - $100. 
• SCRUBS: Scrubs must be worn every day in class and lab. There is no color requirement. 

Find scrubs that are comfortable. Scrubs are easy to care for and last a long time. You can 
find scrubs at Wal-Mart, Work and Gear (bring school ID for discount) and Amazon. 

• SHOES: Shoes must be closed toe and closed backed. No Crocs with holes. Any Color. 
• SCHOOL ID BADGE: ID badges must be worn in school and on your clinical externship. 

Information on how to get your school ID can be found in the Student Life Office: LINK 

https://www.maerb.org/Portals/0/Documents/Standards%20and%20Guidelines,%202022.pdf
mailto:ejankey@massasoit.mass.edu
https://massasoit.edu/student-services/massasoit-campus-bookstores/
https://massasoit.edu/student-services/student-life/
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CLASSROOM DRESS CODE 

 

• Hair must be pulled back if longer than shoulder length (regardless if fellow  
employees in your facility do not). 

 

• Clean, pressed scrubs and clean shoes (closed toe and heel). 
 

• Only clear nail polish allowed, only short nails acceptable.  
 

• NO artificial nails. 
 

• Only small earrings allowed. No gauges. 
 

• No visible piercing, expect ears, is allowed during class, interview for clinical or clinical 
externship (including tongue piercing). 

 
• No visible tattoos. Must wear long sleeves to cover any visible tattoos. 

 
• No perfumes allowed. 

 
• Only thin chains allowed. 

 
• NO GUM CHEWING! 

 
• Lab coats must be worn when working in the laboratory (Room 413). 

 
• NOTE: No food or drink is allowed in Room 413 
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CELL PHONE AND USAGE OF SOCIAL MEDIA FOR MA STUDENTS 

The following are the policies for usage of social media devices for clinical experience and in the 
Dental Assisting, Medical Assisting and Phlebotomy classrooms.  The purpose of this policy is to 
promote the safety and privacy of students, faculty, staff and patients.   

• Students and faculty members must comply with the Health Insurance Portability and 
Accountability Act (HIPAA) and the Family Education Rights and Privacy Act (FERPA) when 
using social media.   

• NO student may post, release, or otherwise disclose photos, identifiable case 
descriptions, images or records related to the educational or clinical activities of school 
via social networking sites (eg. Facebook, Twitter, YouTube, Instagram etc.), non-
educational blogs, message boards, internet websites, personal emails, or any other than 
standard professional means of query and/or dissemination.   

• NO student may post statements about Massasoit Community College faculty, staff or 
students that are defamatory, obscene, threatening or harassing.   

Failure to comply with this policy may be a violation of legal, professional and ethical 
obligations.  Violations will result in dismissal from the program.  Privacy does not exist in the 
world of social media.  Before each posting, students are encouraged to consider how the item 
may reflect both on the author of the post and the program.  Something that would not be said 
in person should not be posted in social media.  Students should NOT post as a representative 
of the program.  Failure to use professional judgment will result in disciplinary action, including 
immediate dismissal from the program. 

Classroom: Please put your cell phone on vibrate during scheduled class times. Infraction of the 
policy by a student may be cause for the instructor to ask the student leave the class. At no 
time should a student use a cell phone for texting messages during lecture or lab. All other 
social media devices are prohibited. Please see individual course syllabi for faculty policy on 
possession of social media devices during examination periods. 
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Clinical Experience: At no time should the student use cell phone devices for making calls and 
the cell phone should not be on to accept incoming calls. Also, a student should not use their 
cell phone for text messaging during clinical time. The student is responsible for giving his/her 
family members the number of the clinical site in case of an emergency situation. All other 
social media devices are prohibited. 

Infractions of these policies and/or activities or any other policies and/or activities deemed 
unprofessional or non-conducive to proper patient care may result in disciplinary action, 
removal from the clinical site, and/or dismissal from the program. 

The first infraction of this policy will result in dismissal from clinical for one day with a full 
make-up day and the second infraction will result in dismissal from the program. 

At no time is the usage of texting a means to communicate with your clinical instructor or 
program faculty member. Use school email or Canvas inbox. 

 

 

General Laboratory Safety Rules 

• Eating, drinking, gum chewing, applying makeup, and handling of cell phones is NOT allowed in 
the laboratory. Food and beverages may not be brought into the laboratory. 

• Dress appropriately when working in the lab: 
o Avoid wearing chains, bracelets, or other loose hanging jewelry. 
o Tie long hair up or back to avoid contact with hazards, for example, chemicals, 

equipment, or organisms. 
o Closed toe shoes must be worn at all times 
o Use appropriate Personal Protective Equipment (PPE) 
o Wear a fluid resistant laboratory coat. Remove your lab coat before leaving the 

laboratory or adjacent hallways. 
o Wear gloves when handling blood, body fluids, or hazardous chemicals. 
o Wear eye protection or use a counter-top acrylic shield when working with strong 

chemicals or anytime splashes are likely to occur. 
• Wash hands after removing gloves, when completing laboratory procedures, before leaving the 

lab, & at any other time necessary. 
• Use Standard Precautions when handling patient & biological specimens, including blood & 

diagnostic products made from human blood. 
• Maintain your work area 
• Clean & disinfect work area before & after laboratory procedures & any other time 
• Keep your work area neat and organized. 
• Wipe up spills promptly & use the appropriate clean up procedure for the type of spill. 
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• Discard all contaminated materials into an appropriate, labeled biohazard container. 
• A special rigid, puncture-proof container must be used for disposal of sharps such as needles & 

lancets. 
• Contaminated items that would puncture a biohazard bag are disposed of in the biohazard 

boxes on the counter-tops. (Glass slides, Glass pipets, broken contaminated glass) 
• All other contaminated waste requiring biohazard disposal is disposed of in the biohazard bags 

on the counter-tops 
• Discard any uncontaminated broken glassware into cardboard containers designated for broken 

glass. 
• Do not use bare hands to pick up broken glass; use a broom or brush & dustpan. 
• When using laboratory equipment follow the manufacturer and instructor’s directions. 
• Report any broken or frayed cords, exposed electrical wires, or other damage to equipment. 
• Discuss any safety concerns or questions you may have with your instructor. 
• Report any accident to the instructor immediately. Fill out an accident report form. 

Reference:     Basic Medical Laboratory Techniques, 6th. ed., 2021 Norman Walters, Barbara Estridge, 
Anna Reynolds, Delmar publishers. 

MAP Basic Lab Safety Agreement Form 

I have read the General Laboratory Safety Rules and understand that I can ask my instructor or TA if I 
have any questions relating to it. _____ 

I understand that while performing procedures & techniques in the clinical laboratory, I may be exposed 
to blood & body fluids that have the potential for transmitting infectious agents such as hepatitis & HIV 
(human immunodeficiency) viruses. ____ 

I have been instructed in the proper use of protective measures & universal (or standard) precautions 
when handling blood and body fluid specimens. ____ 

I agree to follow all safety rules & regulations as required by the instructor, including the rules listed in 
the laboratory manual. ____ 

I agree to come to class prepared & ready to practice good safety techniques in the lab, to routinely use 
appropriate barrier protection to prevent skin & mucous membrane exposure while working with blood 
& body fluids, and to use appropriate protective equipment & practice universal precautions when 
handling biological specimens. _____ 

 

Student’s Name_______________________________________________ 

Student’s Signature __________________________Date______________ 

 

Updated – Updated 08/12/2021 Nataliya Ryzhenko 
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CLINICAL EXTERNSHIP 

MEDA 116-80 

SPRING 2023 

CREDITS: Six 

*TIME:  Seven-week affiliation, five days per week, 35 work hours per week (total of 245 
hours).  

EVALUATION: Monitored throughout the time period by physician, nursing supervisor, 
administrative personnel.  List of routine daily tasks are recorded with a final letter grade 
commencing at the end of the seven-week affiliation. On-site visits with both student and 
supervisor to discuss status, progress, issues, and goals.  A four-week evaluation is obtained 
in writing by the practicum coordinator after the site visit. 

ATTENDANCE:  Students must be present at the affiliation site every day. If an emergency 
situation or sickness occur, a time frame will be decided on with the supervisor to fulfill these 
absences prior to graduation.  Three days is the maximum time allowed for any absences and 
the student will not be allowed to continue their clinical affiliation or graduate. Three tardy 
times is the maximum allowed in a clinical facility prior to dismissal. Student must notify 
supervisor at clinical site if going to be absent/tardy. The student must also notify the 
practicum coordinator via email or phone. 

*NOTE* 

  It is agreed and understood by and between the parties hereto that the students 
rotating through the Clinical Facility, in accordance with this Agreement, are doing so solely 
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for training and educational purposes. Under no circumstances are said students to be 
deemed employees of the Clinical Facility and under no circumstances are said students 
entitled to compensation of any kind or nature from Clinical Facility.  

 

COURSE GOALS: 

 

• Display professionalism 

• Project a positive attitude 

• Perform within ethical boundaries 

• Practice within the scope of educational, training and personal capabilities 

• Maintain confidentiality 

• Work as a team member 

• Conduct oneself in a courteous and diplomatic manner 

• Adapt to change 

• Recognize emergencies 

• Show initiative and responsibility 

• Promote the Medical Assistant Profession 

• Listen and observe 

• Treat all patients with empathy and impartiality 

• Adapt communication to individuals’ abilities to understand 

• Recognize and respond to verbal and non-verbal communication 

• Serve as liaison between physician and others 

• Evaluate understanding of communication 

• Receive, organize, prioritize, and transmit information 

• Adhere to HIPAA Guidelines and other legal and ethical boundaries 

• Perform clinical duties 

• Comply with OSHA guidelines 

• Apply principles of aseptic techniques and infection control 
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• Recognize emergencies 

• Prepare and maintain examination and treatment area 

• Interview and take patient history 

• Perform electrocardiography 

• Document accurately 

• Use appropriate guidelines when releasing records or information 

• Exercise efficient time management 

• Orient patients to office policies and procedures 

• Instruct patients with special needs 

 

Each student will perform the above duties and display a comprehension of the daily routine 
of a medical office; both clinically and administratively.  The student must also be able to 
demonstrate independence of certain skills as well as personality in regards to dealing and 
getting along with patients and peers of the medical facility. Remember to maintain “The 
Scope of Practice”. 

The core curriculum for the clinical externship can be found on the MEDA 116 Clinical 
Externship syllabus. The 2022 clinical standards are in effect for 2022-2023. 

 

PROTOCOL FOR MAP CLINICAL EXTERNSHIP 

THE PROFESSIONAL MEDICAL ASSISTING STUDENT 

• Hair must be pulled back if longer than shoulder length (regardless if fellow employees 
in your facility do not). 

• Only clear nail polish allowed, only short nail acceptable. (no artificial nails). 

• Only small hoop earrings allowed (or studs), small clips allowed. 

• Only acceptable piercing is in your ears. No other visible piercing is allowed during 
clinical and interview for clinical (including tongue piercing). 

• No visible tattoos, must wear long sleeves to cover visible tattoos. 

• No perfumes allowed. 

• Only thin chains allowed (none in Pediatrics). 
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• Absolutely no cell phones can be used during the day. Must be turned off. 

• NO GUM CHEWING! 

• Demonstrate appropriate concern for staff members. 

• Maintain friendly, but formal relationships with staff. 

• Arrive promptly at clinical facility. 

• Maintain confidentiality in all aspects. 

• Think – HIPAA, HIPAA, HIPAA! 

• Display willingness to learn. 

• Demonstrate acceptance of constructive criticism. 

• Reassure patients but maintain scope of practice. 

• Accurately record procedures and treatment. 

• Utilize pleasant telephone manner. 

• Ask appropriate questions when uncertain. 

• Remember, be a professional, take initiative, and always be pleasant! 

 

Name: _________________________________________________ Date: __________________ 

 

Massasoit Community College 

Medical Assisting Program 

Statement of Clinical Confidentiality 

 

1. INFORMATION ABOUT INDIVIDUALS, FAMILIES, AND/OR IDENTIFIABLE GROUPS 
COMING TO MY ATTENTION IN THE COURSE OF THE CLINICAL EXPERIENCES WILL REMAIN 
CONFIDENTIAL. 

Information regarding the patient/client, their illness, or their personal lives will be shared only 
at such time and place as deemed necessary to provide appropriate care. Such information will 
not be discussed in any setting outside the clinical arena. 

2. DISCUSSIONS WITH PATIENTS, FAMILIES OR IDENTIFIABLE GROUPS WILL BE 
CONDUCTED IN A LOCATION WHICH WILL ASSURE ONGOING PRIVACY AND CONFIDENTIALITY. 
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Selection of settings for discussion and/or conversations with or about the patient/client will 
take place behind closed doors or in a section of the facility conducive to quiet, uninterrupted 
verbal exchange and where such exchange is not likely to be overheard by others not involved 
with client care. (All verbal communications will be conducted at volume adequate for 
participant’s communication, but not so loud as to easily be overheard). 

3. WRITTEN MATERIALS WILL BE SAFEGUARDED AT ALL TIMES TO MAINTAIN ITS 
CONFIDENTIAL NATURE AND RESTRICT ITS CONTENT FROM VIEW BY INDIVIDUALS NOT 
DIRECTLY INVOLVED WITH THE PATIENT/CLIENT. 

All written materials related to the client/patient will be handled in the same confidential 
manner to restrict access to individuals who have a need to know its contents. 

4. PATIENT/CLIENT CONCERNS PERTINENT TO INDIVIDUAL DIAGNOSIS AND/OR CARE IS TO 
BE REFERRED TO THE PHYSICIAN/PRIMARY CARE PROVIDER. 

 

5. IF A STUDENT IS DISMISSED FROM A CLINICAL SITE FOR A HIPAA VIOLATION, ANOTHER 
SITE WILL NOT BE ASSIGNED, THEY WILL BE TERMINATED FROM THE PROGRAM. 

  

HEALTH CARE INFORMATION SYSTEM:  CONFIDENTIALITY OF PASSWORDS 

To maintain security and confidentiality of the computer information systems, passwords are 
confidential and the sharing or use of another student/employee’s password is prohibited. 

 

I, ________________________________________, have read the above statement and agree 
to adhere to its guidelines. I understand that failure to adhere to these standards shall 
negatively affect my status in this course and may have impact on my completion of this 
program. I understand that the above statements are consistent with HIPAA regulations. 

 

Signature: ________________________________________________________ 

 

Print Name: ___________________________________________ Date: ______________ 
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CLINICAL CONDUCT POLICY 

The clinical affiliate reserves the right to dismiss any student who engages in any activity 
deemed unprofessional or non-conductive to proper patient care.  The Medical Assisting 
student is a guest of the affiliate, and must adhere to all hospital policies and procedures as 
well as those of the Program.  All Medical Assisting students will: 

1. Report to the clinical site on time and in an alert state. 

2. Report to the clinical site in the appropriate uniform. 

3. NOT possess drugs or alcoholic beverages, or engage in their use while on clinical 
assignment.  Massasoit Community College and its clinical affiliates comply with all State and 
Federal laws regarding drugs and alcohol use. 

4. NOT sleep during clinical assignments. 

5. NOT engage in theft. 

6. NOT engage in immoral, illegal or unethical behavior. 

7. Eat and drink only in designated areas. Students should not be smoking at facilities or in 
their uniforms. 

8. Maintain a professional demeanor at the clinical site. 

9. NOT use telephone at the clinical site for personal calls without permission. 

10. NOT leave the area of immediate clinical assignment without permission of Clinical 
Instructor or designee. 

11. NOT refuse to accept procedures assigned by the Clinical Instructor. 

12. NOT leave patient unattended during procedures. 

13. NOT attend the clinical site when not on assignment. 

14. Leave for and return from assigned breaks promptly. 

15. At all times, demonstrate concern for the patient’s medical condition, safety, privacy 
and confidentiality. 

16. Follow the policies and procedures of the Medical Assisting Department. 

17. NOT smoke on the hospital or clinical grounds. 

18.  NOT USE THEIR CELL PHONES, UNLESS ON BREAK AND IN A NON-PATIENT AREA. 
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Infractions of these policies may result in disciplinary action, removal 
from the clinical site, and/or dismissal from the Program. 
Signature: ________________________________________________________ 

 

Print Name: ___________________________________________ Date: ______________ 

 
 

Professional Conduct 

1. Each student is required to conduct himself/herself in a professional manner while in 
the class or laboratory setting. The final grade may be affected by the student’s interpersonal 
skills.  

2. Conduct that is unethical or unprofessional so as to affect or potentially affect another 
student or instructor’s well-being in the academic or clinical environment may result in 
immediate suspension.  

3. Students should be aware of the potential impact of information that is placed on social 
media web sites such as Facebook. Clinical affiliate personnel and potential employers will have 
access to this public information; this information may have an adverse impact on the student’s 
standing in the program or the student’s ability to obtain employment while in the program and 
post-graduation.  

4. Cell phones must be turned off or to vibrate while in the classroom at the college. In 
clinical, students ARE NOT permitted to carry cell phones. See policy at the end of this 
handbook.  

The AAMA Code of Ethics: LINK 

Sets forth principles of ethical and moral conduct as they relate to the medical profession and 
the particular practice of medical assisting. 

Members of the AAMA dedicated to the conscientious pursuit of their profession, and thus 
desiring to merit the high regard of the entire medical profession and the respect of the general 
public which they serve, do pledge themselves to strive always to: 

 Render service with full respect for the dignity of humanity. 
 Respect confidential information obtained through employment unless legally authorized 

or required by responsible performance of duty to divulge such information. 
 Uphold the honor and high principles of the profession and accept its disciplines. 

https://www.aama-ntl.org/about/overview
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 Seek to continually improve the knowledge and skills of medical assistants for the benefit 
of patients and professional colleagues. 

 Participate in additional service activities aimed toward improving the health and well-
being of the community. 
 

DISCIPLINARY ACTION 

Students who ignore the standards of clinical behavior will be subject to disciplinary action up 
to and including dismissal from the Program.  Prior to dismissal, the student will have the 
opportunity to meet with Program officials.  Dismissal notifications will be made in writing by 
the Program Director.  Students who have been dismissed for disciplinary reasons will not be 
readmitted to the Program.  As previously stated, students may appeal dismissal through the 
grievance procedure outlined in the Massasoit Community College catalog. 

 

 

DISMISSAL DUE TO REPEATED INFRACTIONS POLICY 

 

Students who repeatedly ignore the standards of clinical behavior will have disciplinary action 
instituted as follows: 

1st occurrence – Verbal warnings by clinical instructor; written report to the Program Director 

2nd occurrence – Written warnings by clinical instructor; meeting between student, Program 
Director and Clinical Coordinator 

3rd occurrence – Written documentation by (clinical) instructor; dismissal following meeting 
among student, clinical instructor, clinical coordinator and Program Director 

  

DISCIPLINARY ACTION/GRIEVANCES 

Dismissal from the Medical Assistant Program may occur from failure to maintain good standing 
in either the academic or clinical portion or the program. 

 

ACADEMIC DISMISSAL 

Students who feel that dismissal was unjustified may meet with the program director and 
academic advisors to discuss the situation and possible remedies.  If no satisfactory agreement 
is reached by this method, the student may request an appearance before the College Appeals 
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Committee.  Students are also entitled to file grievances in cases of discrimination or 
abrogation or rights.  The procedures are outlined in the Massasoit Community College catalog. 

Academic Honesty and Exam Security - Students should refer to the "Academic Honesty" in the college 
student handbook which states, “When academic dishonesty is suspected, a faculty member may 
choose to issue a failing grade.” Revised May 2020, May 2021, May 2022 

CLINICAL DISMISSAL 

Clinical dismissal may result from a student’s disregard for the policies and procedures outlined 
in this Medical Assisting Handbook, College policies and procedures identified in the Massasoit 
Community College Student Handbook or policies and procedures of the affiliating facility. 

Any student who is found to be frequently absent, untrustworthy, unsafe, unable to accept 
supervisory criticism, unacceptable in terms of appearance, quality of work or who is otherwise 
a disruptive influence in the clinical, or who is in any way unprofessional, may have their clinical 
externship terminated at the request of the clinical instructor. Depending on circumstances, 
this may result in the student not being permitted to continue in the Program, as the clinical 
practicum is a required course.  The appeal process in such cases ends with the Division Dean of 
Nursing/Allied Health. 

Massasoit Community College students are accepted as “guests” in the affiliating institutions, 
whose major responsibility is patient care.  The Affiliation Agreement between the College and 
the Affiliating site allows for the immediate removal of any student deemed “unacceptable” or 
“undesirable” to the hospital.  The decision to remove a student from a given clinical site may 
be determined unilaterally by the clinical affiliate and is not subject to appeal. 

CAUSES FOR IMMEDIATE DISMISSAL 

Students may be dismissed from the program without advance notice if any of the following 
occur at the college or the clinical affiliate: 

- theft 

- use of alcohol or controlled substances 

- illegal or immoral conduct 
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MASSASOIT COMMUNITY COLLEGE 

MEDICAL ASSISTANT PROGRAM 

CLINICAL TRANSFER POLICY 

 

1. Request of Transfer of Student by Clinical Administration, Department Administrator, or 
Clinical Instructor. 

Students are guests of their clinical facility.  If at any time a student does not follow the rules of 
their clinical facility, he or she can be terminated by their clinical instructor or administrative 
supervisor (this is in the contract agreement between the College and clinical facility). 

2. Student’s Request for Transfer: 

Students may ask for a transfer from their clinical facility.  The request will be reviewed by the 
Program Director only after the following protocol has been met: 

a. A written request of transfer to be given to the Program Director with  

stated reasons(s) for request of transfer with documentation of reasons(s) 

stated. 

b. The student, Program Director and Clinical Coordinator meet to discuss the reason for 
the request of transfer.  The reason for transfer shall not include: 

1. geographical location of clinical education for transfer 

2. time conflict with assigned shift 

c. The clinical instructor is notified of the student’s request for transfer 

d. The Program Director, Clinical Coordinator, Clinical Instructor and student will meet to 
discuss the request. 

e. The Program Director’s decision is final. 

 

Students will be reassigned a new clinical based on availability of space at existing clinical sites. 

Students cannot ask for a specific clinical facility. 

 

3. Program Director’s Transfer: 
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At any time, the Program Director can remove student(s) from a clinical facility if she/he 
believes that the student’s education is being compromised.  This action would commence only 
after the following process has been implemented: 

a. The Program Director meets with the clinical instructor to discuss concerns. 

b. The Program Director meets with clinical instructor to set goal(s) and time frame for 
implementation. 

c. The failure of implementation of such goals will be reason to remove student from the 
clinical facility. 

d. The Program Director will meet with the clinical instructor supervisor of that site as to 
the removal of student from site. 

e. The Program Director can at any time remove a student from a facility without the 
above process if situation at the clinical site is detrimental to the well-being of the 
student and patients. 

 

HEALTH AND SAFETY GUIDELINES: 

POLICY ON CLINICAL EMERGENCIES 

1. In the event of an emergency, illness or accident involving a student, the clinical 
instructor or designee should make sure the student is stabilized and then brought to the 
hospital emergency department for appropriate evaluation.  The hospital will provide access to 
emergency care for students, but bears no responsibility for costs incurred.  The student must 
provide appropriate insurance information.  The College also bears no responsibility for cost 
incurred. 

 

2. The Medical Assistant Department at Massasoit Community College should be 

 immediately informed: (TEXTING IS NOT SUFFICIENT) 

   Program Director: 508 588-9100, Ext. 2601 

   Division Secretary: 508 588-9100, Ext. 2460 

      508-588-9100, Ext. 1762 or 1763 

 

3. Students under the age of 18 must provide the name and phone number of a parent or 

  guardian to be notified in such cases.  Students 18 years and over should provide the  
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 name and phone number of a designated contact person. 

 

4.         A program incident report must be completed for each such event. (see next page) 

  

5. Students discharged by the emergency room will be advised as to whether or not a  

 designated driver is required. 

 

6. If a student refuses medical treatment or insists on driving against medical advice, 

 this should be documented and signed by the students. 

 

7. All records of incident will be kept on file by the Medical Assistant Department, with  

 copies sent to their clinical coordinator. 

 

MALS Department INCIDENT Report 
Student’s Name:            

 

Course Name:         Date of Incident:    

 

Person Reporting & Location/Site:          

Please use this form to document any significant incident occurring in the Student’s Clinical Experience.  

Incidents may be positive or negative. These reports will be kept confidential as part of the student’s  

file. 

Written Description of Incident: 
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I have had the opportunity to read and discuss this report with my clinical instructor/supervisor. 

Student’s Signature:        Date:     

 

Program Director Signature:        Date:    

All student, faculty, staff, etc. should be made aware that all accidents regardless of severity must be 
reported and recorded.  This is necessary if school insurance is to cover any claim justified under their 
policy.  This is also mandated under current Hazard Communication Policy for the Phlebotomy Program. 
 

Never take incidents into your own hands.  Report them immediately to the instructor. 
 

COMMENTS: 

 

HIPAA - Health Insurance Portability and Accountability Act 

 

• COLLEGE acknowledges that in the performance of this Agreement, COLLEGE may 
acquire and/or have access to Protected Health Information (“PHI”).  COLLEGE shall comply 
with applicable MEDICAL CENTER policies and procedures, the requirements of all applicable 
Massachusetts laws and regulations, and the requirements of all applicable federal laws and 
regulations, including the Health Insurance Portability and Accountability Act (“HIPAA”) with 
regard to PHI. 

 

• The use or disclosure of any PHI concerning a patient of MEDICAL CENTER for any 
purpose not directly concerned with performance of clinical activities under this Agreement is 
prohibited.  COLLEGE shall notify MEDICAL CENTER orally and in writing within 24 hours of its 
discovery that any PHI in its possession or control has been improperly used, copied or 
removed.  COLLEGE shall cooperate with MEDICAL CENTER in taking appropriate action to stop 
any misuse and/or regain possession of the PHI, or otherwise protect MEDICAL CENTER and the 
patient’s rights and privacy.  COLLEGE shall take all reasonable steps to assure the security and 
integrity of PHI and other confidential information in its possession.  COLLEGE is responsible for 
either returning or destroying all PHI in its possession when the purpose under this Agreement 
has been fulfilled.  COLLEGE shall instruct each of its employees, agents and subcontractors of 
COLLEGE’S obligations under this Agreement. 
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• The parties hereby mutually agree that each is an independent contractor and that no 
student or employee of the COLLEGE shall be considered an employee of MEDICAL CENTER for 
the purposes of this Agreement.  Notwithstanding the above, MEDICAL CENTER agrees that the 
students of COLLEGE placed at MEDICAL CENTER under this Agreement are “members of 
MEDICAL CENTER’S workforce” as that term is defined under the applicable provisions of 
HIPAA, though not for any other purpose.  Each party agrees that it will give prompt notice to 
the other party of any claims made or threatened against it, which could result in a claim for or 
right to indemnification. 

 

Student Safety Policy for Ebola Patient Care 

 

Students in the Nursing Programs, Respiratory Therapy, Medical Imaging, Dental Assisting, 
Medical Assisting, and Phlebotomy Programs are matriculated in pre-licensure and pre-
certification programs. Care of patients suspected or diagnosed with the Ebola virus is out of 
the scope of practice of these students.  No student or faculty member within the Nurse 
Education, Medical Imaging and Respiratory Therapy Division of Massasoit Community College 
should directly participate in the diagnostic testing or care of a patient with suspected or actual 
contamination with the Ebola virus. 

  

Student Safety Policy for Covid-19  

Coronavirus Vaccination Requirement 

Massasoit Community College Division of Nursing and Allied Health 

Students enrolled in Clinical Programs 

August 23, 2021 

 

We have recently been informed by our clinical site partners that they are developing criteria 
requiring nursing and allied health students to be fully vaccinated for the Coronavirus. Since 
our clinical site partners have the autonomy to set their own requirements and exemption 
policies, we are strongly recommending that students become fully vaccinated before the 
start of the Fall semester, including those who intend to request a religious or medical 
exemption, as they may not be eligible for clinical placement. With the recent approval of the 
Pfizer-BioNTech COVID-19 Vaccine on August 23, 2021, clinical sites have issued vaccine 
requirements. 



50 | P a g e  
 

Failure to complete the clinical placement experience will result in your inability to continue 
in your chosen nursing and allied health program and result in academic failure. 
Consequently, students enrolled in programs in which clinical site placements are required 
for program completion, should take immediate steps to get vaccinated as soon as possible 
and submit a copy of their immunization record or vaccination card to the student Castle 
Branch account portal in order to complete the required vaccination and documentation 
process prior to the start of the Fall 2021 semester. 

 

It is important to note that in the interest of health and safety issues related to COVID and 
the recent FDA approval of the Pfizer-BioNTech COVID-19 Vaccine on August 23, 2021, many 
of our clinical site partners are requiring their employees to be vaccinated as well. Indeed, 
the College is encouraging all students, faculty and staff to get vaccinated. 

 

To assist you in obtaining the COVID vaccination please visit Mass.gov website: 
https://vaxfinder.mass.gov/ 

 

For questions regarding submitting vaccine records contact Eve Jankey 
ejankey@massasoit.mass.edu. 

 

For questions regarding health compliance, please contact your Nursing/Allied Health 
Program Director 

 

Please note, due to the evolving nature of the Coronavirus situation, this policy is subject to 
change and requirements for clinical placement are subject to updates. 

 

08/23/2021 CAP 

 

GUIDELINES FOR PREVENTION OF HIV TRANSMISSION 

 

To prevent the accidental transmission of HIV and other blood-borne diseases in the health care 
settings, institutions which operate health services, laboratories, or clinics for students or staff 
are recommended to implement current recommendations from the Center of Disease Control.  
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Schools of nursing should also adopt safety guidelines for the handling of blood and body fluids 
containing visible blood or to which universal precautions apply. 

 

The following measures preventing HIV transmission in health care settings are recommended 
by the Centers for Disease Control (MMWR 1987 Aug 21: 36: 1-18S; MMWR 1988, June 24:37: 
377-382, 387-388; MMWR, 1991, July 23; 40: 1-9) 

 

 Use of precautions for blood, for body fluids containing visible blood, and for certain other 
body fluids** for all patients, since medical history and examination cannot reliably 
identify all patients infected by HIV and other fluid or blood-borne pathogens. 

 

 Use of appropriate barrier precautions for handling items or surfaces soiled with blood or 
body fluids containing visible blood, and certain body fluids to which universal 
precautions apply**, or performing venipuncture and other vascular access procedures. 

 

 Gloves should be worn when in contact with bloody, body fluids containing visible blood, 
body fluids to which universal precautions apply, tissues, and mucous membranes and for 
handling items or soiled surfaces soiled with the above, or for the performing 
venipuncture or other vascular access. 

 

 Masks and protective eyewear or face shields should be worn during procedures that are 
likely to generate air-born droplets of blood or body fluids to which universal precautions 
apply to prevent exposure of the mucous membranes of the mouth, nose, and eyes. 

 

 Gowns or aprons should be worn during procedures that are likely to generate splashes 
of blood or the body fluids to which universal precautions apply. 

 

 Resuscitation bags, mouthpieces, and ventilation devices should be available in areas 
where the need is predictable. 

 

 Used equipment should be disposed of in a manner to prevent transmission of disease 
and to prevent injury to personnel with potential contact with the equipment, i.e., health 
care workers, housekeeping, and laundry personnel. 
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 Particular attention should be given to prevent injuries caused by needles, scalpels and 
other sharp instruments.  To prevent needle sticks, needles should not be recapped or 
purposely bent or broken by hand.  In particularly high-risk situations such as during 
resuscitation, prevention of needle-stick injury to oneself and/or other health care 
workers from exposed needles or sharps requires special attention regarding the use and 
safe disposal of needles and sharps. 

Risk reduction to prevent sharp injuries include the use of engineering controls such as needle-
free intravenous access systems, needle disposal containers as near as is practical to the point 
of use, and self-sheathing needle/syringe units.  When recapping is necessary due to the lack of 
a readily accessible disposal container or due to the nature of the task (e.g., some situations for 
drawing arterial blood gases), the use of work practice modifications such as a one-handed 
scoop method or a passive recapping device is recommended.  Recapping of needles using two 
hands is prohibited by the Occupational Safety and Health Administration (OSHA) and will not 
be permitted where students are assigned for clinical rotations. 

**Universal precautions apply to blood, semen, vaginal secretions, as well as tissues, cerebral 
spinal fluid, synovial fluid, pleural fluid, pericardial fluid, and amniotic fluid.  These body fluids 
have been epidemiological associated with transmission of HIV and or HBV. 

 

The use of barrier precautions does not obviate the need for health care workers to: 

 Wash hands prior to and immediately after each patient contact. 
 

 Change gloves after caring for each patient as glove integrity cannot be assured with 
washing and repeated use and gloves may serve as a vehicle for indirect contact 
transmission of organisms between patients. 

 

 Due to the nature of the immune dysfunction associated with HIV disease and AIDS, 
patients may be at particular risk of infectious diseases such as TB, CMV, herpes simplex, 
varicella, etc.  The CDC recommends that the implementation of universal precautions 
does not eliminate the need for precautions that reduce risks for other diseases that are 
not transmitted by the blood-borne route. 

 

 Respiratory or AFB (Acid Fast Bacilli) precautions should be instituted for all patients being 
evaluated for the presence of active tuberculosis. 
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 Masks and eye protection should be utilized in situations where exposure to respiratory 
secretions is likely such as during a suctioning procedure or other situations where 
splashing may occur. 

 

 School of nursing laboratory courses necessitating potential exposure to blood should 
require the use of barrier precautions and disposable equipment to be placed in specially 
designated containers immediately after use.  Lancets or other blood-letting devices 
should not be reused or shared. 

 

  

Decisions about admission to health programs or clinical assignments for students should not 
be predicted on serological status for HBV, HIV, or other blood-borne disease but rather should 
be based on the individual’s capacity to perform functions (CIS 1992, 14:14: Tri-Council 1992). 

 

All health care workers, including students, need to assess their functional capacity to provide 
safe care to patients.  Conditions which may impair this capacity include: 

 acute respiratory infections 
 open lesions or weeping dermatitis 

Health care workers should not be engaged in direct patient care until these conditions are 
resolved. 

 

CDC recommendations adopted as regulations by OSHA for employers of health care workers 
included: 

 Initial orientation and continuing education and training of all health care workers, 
including students and trainees on epidemiology; modes of transmissions and prevention 
of HBV, HIV and other blood-borne infections, and the need for routine use of universal 
precautions for all patients. 

 The provision of equipment and supplies necessary to minimize the risk of infections with 
HBV, HIV and blood-borne infections 

 The provision of HB vaccine at employer expense for all employees with potential blood 
and body fluid contact.  Although not specifically mandated for students at employer 
expense, it is clear that HB vaccine prevents serious disease and possibly death and should 
be required for all students prior to entry in the clinical practice setting. 

 Monitoring of adherence to recommended protection measure. 
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*Adopted from the National League of Nursing http://www.nln.org/about/overview 

  

BLOODBORNE PATHOGEN POLICY 

 

STANDARD PRECAUTIONS 

 

Standard Precautions are in place in all laboratory or clinical education centers affiliated with 
Massasoit Community College.  The precautions provide guidelines for safe practice of health 
care workers, and include: 

• Treatment of all human bodily substances as “contaminated” materials. 

 

• The use of personal protective equipment such as gloves, safety eyewear and a lab 

coat or gown where contamination with blood or other bodily products is likely 

(e.g., operating rooms, clinical treatment areas, school clinic or labs). 

 

• Safe handling of needles and other sharps, with a one-way disposal device. 

 

• General “safe housekeeping” techniques practiced by all students, faculty and staff. 

 

Students are expected to comply with the safety regulations in place at each clinical site and 
our school clinic and lab as well as that of patients and co-workers.  Students will routinely 
come in contact with patients carrying communicable disease pathogens, and are expected to 
use standard precautions to reduce the risk of exposure.   Students are expected to give 
equitable, adequate, and ethical care to all patients, regardless of diagnosis. 

 

EXPOSURE INCIDENT MANAGEMENT PROTOCOL 

 

Policy: All occupational, accidental exposures of faculty/staff/students to chemicals, airborne 
particulate, blood and other infectious body fluids are reportable and necessitate the initiation 
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of the protocol.  An incident report must be completed.  The involved party will be referred to 
the most appropriate service provider. 

 

Purpose: To ensure safety of all MCC students/faculty/staff. 

 

Definition: Exposure is contact with a chemical, airborne, or bloodborne pathogens by any 
person.   This exposure may be chemical, active (needlestick only) or passive (any other 
exposure other than chemical or needlestick) and may be categorized as actual (source patient 
has a definite diagnosis) or potential (source patient does not have a definitive diagnosis).  The 
four routes of potential exposure are splashing in eyes, contact with skin, ingestion and 
inhalation. 

Blood/Body Fluid Exposure Protocol 

All blood and body fluids should be considered potentially infectious. Should a student be 
exposed to blood or body fluids from a needle stick or splash to the eyes or mucous membranes, 
first aid measures should start immediately.   

 A. If percutaneous injury: 

  1. Allow site to bleed for at least 30 seconds 

  2. Wash wound with betadine or soap and water 

 B. If mucous membrane or eye is exposed, thoroughly irrigate for 5 minutes 

 C. Student immediately informs clinical instructor 

 D. Instructor recommends student proceed to the emergency room for evaluation 

 E. Current CDC guidelines apply 

 F. Student and instructor complete Incident Report 

 G. Inform the MALS Program Director 

RECOMMENDATION TO ALL HEALTH CARE PROVIDERS 

Timeliness: Due to the significant time constraints, persons being treated for exposure 
should be treated through CALL FIRST or EMERGENCY DEPARTMENT and triaged immediately to 
a Health Care Provider. 

 

All Exposures: Inform all exposed persons that there is a two-hour window for starting 
prophylaxis treatment 
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Exposures to Bloodborne Pathogens: 

Offer HIV testing and discuss post exposure prophylaxis (PEP) with party.  At present, AZT 
should be considered for all PEP regimes because AZT is the only agent for which data supports 
the efficacy of PEP in the clinical setting.  Lamivudine (3TC) (Epivir) should usually be added to 
AZT for increased anti-retroviral activity and activity again ma AZT-resistant strains.  A protease 
inhibitor, preferable Idinavir (IDV) (Crixivan) should be added for exposures with the highest 
risk for HIV transmission.  PEP should be initiated promptly, preferably within 1-2 hours.  If the 
source patient of the exposed student/faculty /staff’s HIV status is unknown, initiating PEP 
should be done on a case- to-case basis, based on the exposure risk and likelihood of HIV 
infection unknown or possible source patients.  Remind student/ faculty/staff with 1 ½ hour 
post exposure, the availability of the medication and the option to take the first dose then 
reconsider continuing treatment. 

Laboratory Test for the following should be considered: 

 

 Hepatitis B C or Antibody 

 Hepatitis B Surface Antigen 

 Hepatitis B Surface Antibody 

 Hepatitis C Virus Antibody 

In addition: 

 HIV Testing, only after consent form is signed. 

 

Treatment: 

Depending upon the results of the medical evaluation and blood test, prescribed immune 
globulin, Hepatitis B Vaccine, Hepatitis B Immune globulin as needed and/or antiretroviral 
drugs as desired may be required.  If anti-retroviral drugs are prescribed, the student/ 
faculty/staff may need additional blood work and testing.  If PEP is used, drug toxicity 
monitoring should include a CBC, and renal and Hepatic chemical function tests at baseline and 
2 weeks following-up after starting PEP. 

Exposure is Airborne (Droplet) 

Dependent upon the specific type of airborne exposure, testing and/or referrals will be ordered 
as deemed necessary by the Health Care Provider. 
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Exposure is Chemical 

Dependent upon the specific chemical and the route of exposure, testing and/or referrals will 
be ordered as deemed necessary by the Health Care Provider. 

All Exposures 

Provide appropriate counseling/medical advisement regarding exposure. Instruct 
student/faculty/staff to follow-up with Health Care Provider as soon as possible. This 
appointment is imperative to maintain medical management and counseling. Record all details 
of counseling and treatment information given, medication received, Student/faculty/staff’s 
consent or refusal in writing and include date and time. 

Follow Up Recommendations 

If the student/faculty/staff have opted to take HIV PEP, he/she will be followed every 2 weeks 

for development of any adverse drug reactions and appropriate lab tests should be drawn 

at scheduled intervals. 

 

If the source patient is seronegative for Hepatitis B and C, no further follow-up of the student/ 

faculty/staff is necessary.  All exposed student/faculty/staff are encouraged to be tested for 

seroconversion of HIV as recommended by the CDC. 

 

HIV testing should be performed at 6 weeks, 12 weeks, 6 months, and 12 month intervals. 

It is the student/faculty/staff’s responsibility to schedule these follow-up appointments with 

their primary care provider. 

 

If the source patient is Hepatitis C Positive, the student/faculty/staff will be advised to 

Consult with their primary care provider. 
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COMMUNICABLE DISEASE REPORTING 

 

Despite routine practice of standard precautions, students will occasionally be exposed to 
communicable disease.  “Exposure” in the context means an actual risk of contracting the 
pathogen due to inadequate protection.  In order to best maintain the health and safety of 
students, staff, and patients, students are required to report immediately any untoward 
exposure to communicable disease (Hepatitis, Tuberculosis, Acquired Immune Deficiency 
Syndrome, etc.) to the clinical instructor and the program director.  Students are expected to 
observe infection control protocols established by the program and the clinical affiliate 
facilities. 

Examples: 

 REPORTABLE     NON-REPORTABLE 

 

Patient coughs in student’s face is   Known Tb patient, wearing mask has 
spoken later found to have tuberculosis (Tb)  with student in hospital or clinical site 

 

Massasoit Community College 

Latex Sensitivity & Allergy Policy 

 

Latex products are common in the medical environment.  Allergic responses to latex can range 
from irritation and allergic contact dermatitis to the possibility of life-threatening anaphylactic 
shock.  Guidelines have been established at Massasoit Community College to provide 
information to potential allied health and nursing program applicants/students who are 
sensitive to latex.  

 

Latex free environments are seldom available in either clinical or academic settings.  Therefore, 
an individual with a latex allergy/sensitivity wearing alternative vinyl or nitrile gloves is still 
exposed to latex residue of others working in the area or to latex present in the equipment, 
models and mannequins.  Although latex gloves are the most prominent source of latex 
allergen, many other products contain latex including, but not limited to: 

 

• Blood pressure cuffs, medication vials, syringe connectors and wound drains  
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• Stethoscopes, catheters, respirators, and goggles 

• Oral and nasal airways, surgical masks, and electrode pads  

• Endotracheal tubes, syringes, IV tubing, and tourniquets  

 

Any student who has or develops symptoms consistent with latex allergy/sensitivity is advised 
to consult a qualified allergist for evaluation prior to enrollment in the Radiologic Technology 
Program.  If a student is already admitted to a health science program, he/she must consult a 
qualified allergist for evaluation of latex allergies should signs and symptoms develop.  All such 
evaluations are at the student’s expense.  If it is determined that a student suffers from a latex 
sensitivity/allergy and the student desires an academic adjustment, including auxiliary aids or 
service, or reasonable accommodation due to this condition, the student must contact the 
College’s Disability Counselor.  

 

As with all matters related to one’s health, the utmost precautions should be taken by the 
student to reduce the risk of exposure and allergic reactions.  This may include the carrying of 
an epi-pen by the individual or other precautions as advised by the student’s health care 
provider.  It is the responsibility of the student with a latex sensitivity to understand and 
acknowledge the risks associated with continued exposure to latex during a clinical education, 
fieldwork, and healthcare career, even when reasonable accommodations are made and to 
regularly consult with his/her health care provider.  

 

In an effort to minimize the presence of latex in the lab facilities, Massasoit Community College 
will provide latex-free and powder/free gloves in all College lab facilities.  Should a clinical 
agency site NOT provide latex-free gloves, the College will provide latex-free gloves for clinical 
use.  Additionally, the College is taking the following steps to minimize latex in its lab facilities: 
1) replacement of all gloves in use by faculty and students with nitrile or vinyl gloves; 2) 
maintaining an inventory of products/equipment and supplies in the radiology program that 
contain or could contain latex; and 3) future purchasing of latex-safe supplies and equipment 
whenever possible.  

 

As with all students in the Medical Assisting Program, a student with a latex sensitivity or 
allergy is required to satisfactorily complete all requirements and technical standards of the 
program to which they have been accepted.  

Developed: February 3, 2010 
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Medical Assisting Department 
GRADUATION REQUIREMENTS  

 
The Medical Assisting Department adheres to the Graduation policy from Massasoit  
Community College. For more graduation requirement go to the Massasoit website, 
Graduation Information - Massasoit Community College Student Handbook - Massasoit 
Community College 
In order to graduate from the Massasoit Community College Medical Assisting Program, the  
student must: 
1. Complete all courses and competencies within the curriculum. 
2. Complete all the MA courses with a grade of “75” (C) or higher. 
3. Complete all required clinical externship hours with a minimum grade of “75” (C) or higher. 
4. Discharge all financial obligations to the college. 
5. Submit the Intent to Graduate online form to the Registrar during the prescribed time in the 
last semester of your final year.  
 
 

DEGREE EVALUATION 
In the second to last semester, before meeting with an advisor, the students should perform a 
degree evaluation through Degree works. This should be done before registration for final  
semester courses to ensure that the student is aware of all of the graduation requirements that 
remain. 
 

DIRECTIONS FOR DEGREE EVALUATION 
The student can access their transcript and perform a degree evaluation through Degree works 
on college website. This tool identifies all program requirements you have met and not met (by 
applying your transcript to degree requirements for that specific program). Scroll through the 
entire document for a full report. The courses that have not been met will indicate 'NO" in red. 
The courses met will say "YES".  
 
 

GRADUATION INFORMATION / INTENT TO GRADUATE 
In order for a student to graduate, the "Intent to Graduate Form" must be completed online. 
This will be completed as a class at the start of the second semester (Spring term). 
 

Upon completion of program, certificate will read: “the Board of Trustees, in accordance with 
the recommendation of the faculty and president, and with the authority conferred by the 

https://cm.maxient.com/reportingform.php?MassasoitCC&layout_id=35
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Board of Higher Education of the Commonwealth of Massachusetts, hereby awards…(student 
name)…the certificate in Medical Assistant given this day…(date)…” 

PINNING CEREMONY 

The ceremony takes place in May prior to Commencement. At the completion of the program, 
you are encouraged to participate in the Medical Assisting Pinning Ceremony held in your 
honor. As part of the ceremony, students recite the Medical Assisting Creed and will be 
awarded a program pin, which can be placed by a friend or family member. It is an important 
celebration for students, faculty, family and friends. 

The Medical Assisting Creed of the AAMA sets forth medical assisting statements of belief: 

I believe in the principles and purposes of the profession of medical assisting. 

I endeavor to be more effective. 

I aspire to render greater service. 

I protect the confidence entrusted to me. 

I am dedicated to the care and well-being of all people. 

I am loyal to my employer. 

I am true to the ethics of my profession. 

I am strengthened by compassion, courage, and faith. 

 

 

Important Dates: 

September: CPR class $30 cash 

October: Annual flu vaccine due 

November: Register for Spring term courses 

December: Final Exams, Winter break begins approximately December 24th 

January: Classes being approximately January 20th 

February: Intent to graduate form 

March: Pay for AAMA certification exam $150., AAMA student membership $36  

Mid-March: Start clinical externship 

April: Order graduation cap and gown through the online bookstore (about $60) 
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May: Complete clinical externship early-May, complete program survey & clinical site survey 

Pinning Ceremony: Canton Campus, Mid-May, TBA, 6pm 

May/June: Commencement (Graduation ceremony): Brocton Campus, Thursday, June 1, 2023, 
11am? 

Students are welcomed and encouraged to attend Commencement. Commencement is the 
formal graduation ceremony held on the Brockton campus each Spring. A cap and gown are 
required to be worn at Commencement. You may purchase these items from Massasoit starting 
in March or April. The cost is about $55. Each student will have access to four (4) tickets for 
family members to attend under the tent. Additional space will be provided for overflow of 
family and friends with a streamed screening of the Commencement. Commencement is 
schedule for Thursday, June 1, 2023.  

June: Take the national exam, apply for work, inform PD of exam results and employment 

 

AAMA NATIONAL CERTIFCATION EXAM 

 

Exam Application Steps 

Apply for the exam (completed as a class in the Spring term) 

STUDY for the EXAM 

Earn a DIGITAL badge   

Join the AAMA – discounts on the exam, CEU’s and more 

HOW TO MAINTAIN CERTIFICATION THROUGH THE AAMA (Complete every 5 years) 

There are two ways to recertify: LINK 

1. By exam: Pass the CMA (AAMA) Certification Exam. 
2. By continuing education: As long as your credential has not been expired for more than three 

months, you may recertify by continuing education. You must acquire 60 recertification points, 
30 of which must be AAMA approved continuing education units (CEUs). The category breakdown 
of points must be as follows: 

• 10 administrative 
• 10 clinical 
• 10 general 

https://www.aama-ntl.org/cma-aama-exam/application-steps
https://www.aama-ntl.org/cma-aama-exam/apply
https://www.aama-ntl.org/cma-aama-exam/study
https://www.aama-ntl.org/cma-aama-exam/digital-badges
https://www.aama-ntl.org/membership/benefits
https://www.aama-ntl.org/continuing-education/faqs-recertification
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• 30 from any combination of the above three categories 

You may choose any of these methods to submit your application to recertify by continuing education: 

• Online - Recertify online with secure online payment processing for both AAMA and non-AAMA 
CEUs. (Note: Expedited option available.) 

• Mail - Recertify by mail-in application for non-AAMA CEUs. 
• Call toll-free - Recertify by phone (800/228-2262) if all your CEUs appear on your AAMA CEU 

transcript. (Note: Have your credit card handy.) 

Other Certification Exams: (each certifying board has different requirements to maintain 
certification) 

AMCA exam 

NCCT 

NHA Certified Clinical Medical Assistant (CCMA) 

Registered Medical Assistant 

 
Medical Assistant Department Advisory Board 

 

Advisory Committee Duties and Responsibilities 
 

The advisory committee for the Medical Assistant Program is a group of individuals chosen from 
the communities of interest in the Southeastern Massachusetts area to advise the program 
officials regarding its educational program. The committee members should provide advice and 
support to the program through regular attendance at scheduled meetings and participate in 
program issues throughout the year. The Practicum Coordinator has informal meetings with 
clinical supervisors and other staff on a regular basis when visiting clinical sites. The advisory 
board meets twice a year. Minutes of the meetings are sent to all board members and to 
MAREB annually. 

 
Specific functions of the advisory committee are to assist the program personnel in the 
following: 

• Bridge the gap between the program and the community 
• Encourage up-to-date and relevant educational processes 
• Review curriculum 
• Facilitate the acquisition of necessary equipment, textbooks and the related 

library and audio-visual materials 
• Market the program 

http://www.amcaexams.com/
https://www.ncctinc.com/certifications/ma
https://www.nhanow.com/get-certified
https://americanmedtech.org/medical-assistant
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• Locate qualified faculty 
• Job placement of graduates 
• Review of any changes to program goals, outcomes, and instructional 

effectiveness 
• Ensure availability of appropriate clinical resources 
• Accreditation process 

 

Each academic class will vote for two student representatives to participate in the Spring 
advisory board meeting. Students are chosen by their classmates because they demonstrate 
strong leadership skills in the classroom and are expected to be vocal student advocates at the 
advisory board meeting. 

MEDICAL ASSISTING ADVISORY BOARD 2021-2022 
 

Eve K. Jankey, BA, CMA (AAMA)  Graduate, Program Director, Medical Assisting 
 

Catherine Powers Özyurt, EdD, MSW  Dean of Nursing and Allied Health, Massasoit 
Community College 

     Allied Health/Division  
 

Judith Shannon, RDH, CDA, B.S., MEd  Program Director, Dental Assisting 
Massasoit Community College 

 
Susan Beer, MEd, CMA (AAMA)   Adjunct Faculty, Massasoit Community College 

 
Nataliya Ryzhenko, MS, MLT (ASCP)  Adjunct Faculty, Massasoit Community College 
 

 
Charlene Harris PBT (ASCP)  Instructor, Phlebotomy Program & Medical Assistant 

Program, Massasoit Community College 
 

Donna M. Krol     Administrative Assistant, Allied Health – Canton 
 
Louis DeCota     Community Interest Person 
 
Jessica Rando, LPN    Community Interest Person 
 
Joanne Hogan, DPN, RN   South Shore Medical, Associate Chief Nursing Officer 

 
Kelly Mattar, MHA, RN, CMSRN  South Shore Medical, Clinical PD Specialist 
 
Jennifer O’Brien, CMA (AAMA) Graduate, Instructor South Shore Technical Institute 
 
Annette Smith Brigham Mass General Human Resources Director 
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Monica Bagley, CMA (AAMA) 2020 Graduate, Newton Wellesley Hospital  
 
Allison Booth, CMA (AAMA)   2013 Graduate, Dedham Medical Center-Norwood 
 
Marcos Fontes, CMA(AAMA), PBT(ASCP)  2019 Graduate, Phlebotomist, Brockton Hospital 
 
Gail Guidice, MA    2019 Graduate, Massasoit Community College, 

     Children’s Hospital Boston/Waltham 
 

Joezer Lominy, CMA (AAMA) 2021 Graduate, South Shore Medical Family Medicine 
Urgent Care  

 
 
Paige Parrella, CMA (AAMA)   2018 Graduate, South Shore Medical Center 

 
 

Shannon Perry, CMA (AAMA)   2019 Graduate, South Shore Medical Family Medicine 
 

 

 
Marcos working as Phlebotomist at Brockton Hospital. 
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Resources for Students 

Last updated: 9/2/2021  
  

Issue  Office to Contact  Email or Form or Website  

Absences  Your professor or  
the Dean of Students Office  

Check syllabus for professor’s contact information.  
Dean of Students Office:   

Email: deanofstudents@massasoit.mass.edu  
Phone: 508-588-9100, 1402  

Academic Advising and 
Course Registration  

Advising, Career & Transfer 
(ACT) Center  

Email:   
ACT@massasoit.mass.edu  

Academic Records  Student Central  
Email:  

StudentCentral@massasoit.mass.edu  

Add/Drop Process for 
Courses  Student Central  

Email:  
StudentCentral@massasoit.mass.edu  

Athletic programs  Massasoit Athletics  
Email:  athletics@massasoit.mass.edu  

Bills, paying or questions 
about  Student Central  

Email:  
StudentCentral@massasoit.mass.edu  

Bookstore  Bookstore  
Email: 

sm8029@bncollege.com  

Career Services and 
Information  

Advising, Career & Transfer 
(ACT) Center  

Email:   
ACT@massasoit.mass.edu  

Change of academic program  
Advising, Career & Transfer 

(ACT) Center  
Email:   

ACT@massasoit.mass.edu  

Childcare resources  
Center for Basic Needs 

Security  
Email:   

MassasoitCARES@massasoit.mass.edu  

Counseling and mental 
healthcare  Whitman Counseling  

Phone:   
781-447-6425 (then dial 0)  

Disability Support and 
Accommodations  

Access and Disability 
Resources (ADR)  

Email: adr@massasoit.mass.edu 
Phone: 508-588-9100 x1807  

Domestic Violence / Sexual  
Harassment or assault, 

Reporting  

Office of Diversity and 
Inclusion (ODI)  

Email: odi@massasoit.edu 
Phone: 508-588-9100, x1304  

Financial Aid  Student Central  
Email:  

StudentCentral@massasoit.mass.edu  
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Food insecurity / The Pantry 
at Massasoit  

Center for Basic Needs 
Security  

Email:   
MassasoitCARES@massasoit.mass.edu  

Graduation Ceremony 
Information  Dean of Students Office  

Email:   
DeanofStudents@massasoit.mass.edu  

Graduation Eligibility  Student Central  
Email:   

StudentCentral@massasoit.mass.edu  

 

Health Insurance  Student Central  
Email:  

StudentCentral@massasoit.mass.edu  

Housing insecurity  
Center for Basic Needs 

Security  
Email:   

MassasoitCARES@massasoit.mass.edu  

ID Cards  Student Life  
Email:   

StudentLife@massasoit.mass.edu  

Late Withdrawals  Dean of Students Office  
Email:  

DeanofStudents@massasoit.mass.edu  

Parking  Massasoit Police  
Email:  

MassasoitPolice@massasoit.mass.edu  

Payment Plan   Student Central  
Email:   

StudentCentral@massasoit.mass.edu  

Sexual Harassment/Sexual 
Violence  

Office of Diversity and 
Inclusion (ODI)  

Email:   
odi@massasoit.edu  

Student Clubs and 
Organizations  Student Life  

Email:   
StudentLife@massasoit.mass.edu  

Student Grievances  Dean of Students Office  
Email:   

DeanofStudents@massasoit.mass.edu  

Technology support  
ITS (Information Technology  

Services)  
Email:   

HelpDesk@massasoit.mass.edu  

Transcripts  Student Central  
Email:   

StudentCentral@massasoit.mass.edu  

Transfer Information  
Advising, Career & Transfer 

(ACT) Center  
Email:   

ACT@massasoit.mass.edu  

Tuition Appeals  Dean of Students Office  
Email:   

DeanofStudents@massasoit.mass.edu  

Tutoring  
Academic Resource Center  

(ARC)  
Email:   

ARC@massasoit.mass.edu  
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Veterans Benefits  Veterans Center  
Email:   

Veterans@massasoit.mass.edu  

Withdrawing from Classes  Student Central  
Email:   

StudentCentral@massasoit.mass.edu  

Work Study  Student Central  
Email:   

StudentCentral@massasoit.mass.edu  

 

ACADEMIC GUIDANCE AND FREE COUNSELING SERVICES EXPLAINATIONS 

 

Students at Massasoit Community College are afforded a wide range of FREE guidance and 
counseling options. 

 

Pre-Admission Counseling – The Admissions Department, Health Careers Counselors, and the 
Medical Assisting faculty are available to student inquiries regarding general career information 
as well as specifics of the Program. 

Academic Advisement – Enrolled students are assigned advisors who assist in the selection of 
appropriate courses.  Medical Assisting students are assigned to Medical Assisting faculty 
whenever possible. 

Library – Contact a librarian for research help via chat from or email anytime via chat – 
https://library.massasoit.edu/ 

or email askalibrarian@massasoit.mass.edu.  Additionally, library information is available at 
https://library.massasoit.edu/blog/. 

Students may also text a librarian at (508) 594-3ASK between 8:00 am and 7:00 pm on week 
days. 

Additional virtual library assistance is available on the library website. 

Academic Resource Center (ARC) – Staffed by a director, released-time faculty, and peer tutors, 
the ARC provides individual tutoring, bilingual assistance, and test-taking and skills training.  
The ARC will be offering remote tutoring services and study skill support for many courses 
across the curriculum, including mathematics, science, accounting, computer science, writing, 
reading and language acquisition. All remote tutoring (conducted mostly using Zoom) is by 
appointment only.  To make tutoring appointments. students may: call the ARC at (508) 588-
9100 x1801 or c2516; or email the ARC at arc@massasoit.edu or cantonarc@massasoit.edu 
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Placement Office – The Placement Office provides career development counseling.  The 
Brockton campus holds an annual health career job fair to which local health care agencies send 
recruiters.  Students are also counseled on resume preparation and interviewing.  The 
placement office also maintains a file of letters of recommendation which are sent to 
prospective employers on request. 

Financial Aid – The Office of Financial Aid administers the College’s comprehensive aid program 
in compliance with state and federal guidelines.  Activities include coordination of application 
for funds, counseling, financial need determination, and management of the College Work-
Study Program. 

Counseling Center – A variety of counseling services are available for students.  Those in need 
of assistance are usually referred by their academic advisor or clinical instructor.  Referral to 
outside agencies is made when necessary. 

Access &Disability Resources- Massasoit’s Disability Resources office provides accommodations 
to students who qualify for services based on a documented disability. Students interested in 
accessing classroom or testing accommodations must contact Disability Resources directly. In 
an effort to avoid any lapse in services, new and returning students are encouraged to contact 
Disability Resources at the beginning of each semester to receive an Accommodation Letter for 
the current semester. Students on all campuses can contact Disability Resources at 508-588-
9100 X 1807 or by e-mail at adrcanton@massasoit.mass.edu for further information or 
questions. 

Office of Diversity and Inclusion – Massasoit Community College is committed to providing a 
safe learning and work environment for all. If you believe you have experienced discrimination, 
sexual harassment, sexual assault, domestic/dating violence, stalking, or retaliation, we 
encourage you to report it to Yolanda Dennis, Chief Diversity Officer and Title IX Coordinator, 
Office of Diversity and Inclusion, at 508-588-9100, x1309 or ODI@massasoit.edu. While you 
may talk to a faculty member, understand that as a “responsible employee” of the College, the 
faculty member must report what you share to the College’s Title IX Coordinator. On and off 
campus resources and interim measures are available to assist you. Information about both of 
these policies can be found at www.massasoit.edu/title-ix and www.massasoit.edu/eeo. We 
are here to support you. 

Grade Appeals – All students are guaranteed due process in academic and disciplinary matters 
are outlined in the College catalog. 
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STUDENT GRIEVANCE PROCEDURE – Please refer to the college website for the most up to 
date grievance procedures standards  

Student Grievance Procedure – Updated 7/7/21 

Student Code of Conduct – Updated 2/18/20 

 

 

IMPORTANT MCC STUDENT HANDBOOK POLICIES AND GUIDELINES 

 

AFFIRMATIVE ACTION          MCC Affirmative Action Policy 

MCC LGBTQ+ Resources 

Massasoit Community College does not discriminate on the basis of race, color, creed, national 
origin, sex, sexual orientation, age or disability in admission or access to, or treatment or 
employment in its programs and activities. Any person having inquiries concerning Massasoit 
Community College’s compliance with the regulations implementing Title VI, Title IX, or Section 
504 is directed to contact the Affirmative Action Officer, Administration Building, Massasoit 
Community College, One Massasoit Blvd., Brockton, MA 02402.  Telephone: (508) 588-9100, 
Extension 1505. 

Inquiries may also be directed to the Assistant Secretary for Civil Rights, U.S. Department of 
Education or the Director, U.S. Department of Education, Office for Civil Rights, Region I, 
Boston, Massachusetts. 

 

ALCOHOL AND DRUG POLICY       MCC Alcohol and Drug Policy 

No alcoholic beverages may be consumed, served, sold, stored, or used by students of the 
program at the College or clinical education center. 

No unlawful drugs or illegal substance may be consumed, served, sold, stored or used by 
students of the program at the College of clinical education center. 

Massasoit Community College is subject to various state and federal laws that deal with the 
abusive use of alcohol, drugs and chemical substances.  Any person actually observed 
consuming, selling, or storing alcoholic beverages on College property or a clinical education 
property in violation of the College’s Alcohol and Drug Policy or applicable state laws, or any 
person actually observed consuming, serving, storing or using unlawful drug or illegal substance 
on College property or a clinical education property will be required to immediately leave the 
property of the College or clinical education center.  Such individuals are subject to arrest and 

https://massasoit.edu/about/college-policies/affirmative-action-equal-opportunity-diversity/
https://massasoit.edu/about/president/diversity-inclusion-title-ix/lgbtq-resources/
https://massasoit.edu/about/college-policies/alcohol-and-drug-policy/
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criminal penalties as provided by the state law, and the College may report such apparent 
violations to law enforcement authorities for further investigation and prosecution.  In addition, 
students are subject to civil penalties as may be deemed appropriate, under the particular 
circumstances, by the President of the College, including the distinct possibility of temporary 
suspension or even permanent dismissal from attendance to the College or the clinical 
education center. 

The program officials abide by the College’s Alcohol and Drug Policy located in the Massasoit 
Community College’s Student Handbook. 
https://www.massasoit.edu/Assets/documents/student-handbook/student-handbook.pd 

 

TOBACCO AND ELECTRONIC CIGARETTE USE POLICY 

MCC Tobacco and E-Cigarette Policy 

State law currently prohibits smoking inside any state building.   Massasoit Community College 
is committed to providing a safe and healthy workplace and to promoting the health and well-
being of its employees and students.  For health and safety reasons, smoking and the use of 
tobacco and electronic cigarette products (including cigarettes, cigars, pipes, smokeless 
tobacco, e-cigarettes) is permitted only in personal vehicles on the Brockton and Canton 
campuses and in one designated area at each campus (between lots 2 & 3 in Brockton and 
adjacent to Lot 3 in Canton).  The Tobacco and Electronic Cigarette Use Policy shall apply to all 
Massasoit Community College employees, students and visitors.  The Middleborough location is 
smoke-free. 

 

BACKGROUND 

With the passage of Ballot Question #4, the state has legalized the recreational use of 
marijuana.  According to the new law, persons age 21 and older may possess, use, distribute, 
and cultivate marijuana in limited amounts and such activities are no longer subject to criminal 
penalties. It also permits the retail sale of marijuana, marijuana accessories and marijuana 
products.  Under the law, person at least 21 years old may possess up to one (1) ounce of 
marijuana outside of their residences; possess up to ten (10) ounces of marijuana inside their 
residence; grow up to six marijuana plants in the residences; give one ounce or less of 
marijuana to a person at least 21 years old without payment; possess; produce or transfer 
hemp; or make or transfer items related to marijuana use, storage, cultivation, or processing.  
The law does not affect existing laws regarding the use of medical marijuana or operation of a 
motor vehicle while under the influence.  Supplying marijuana to persons under age 21 is 
unlawful.  The new law takes effect December 15, 2016. 

In light of the new law, the following system-wide policy has been developed. 

https://massasoit.edu/about/college-policies/tobacco-and-electronic-cigarette-use/
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MARIJUANA POLICY 

MCC Marijuana Policy 

Although Massachusetts law permits the use of medical marijuana and the possession, use, 
distribution, and cultivation of marijuana in limited amounts, federal law, including the Federal 
Controlled Substances Act of 1970, the Drug Free Workplace Act of 1988 and the Drug Free 
Schools and Communities Acts of 1989, prohibits the possession, use, distribution 
and/orcultivation of marijuana at educational institutions.  Further, as marijuana remains 
classified as an illegal narcotic under federal law, institutions of higher education that receive 
federal funding are required to maintain policies prohibiting the possession and use of 
marijuana on their campuses.  Accordingly, the possession, use, distribution or cultivation of 
marijuana even for medical purposes is prohibited on all Community College property or at 
College sponsored events and activities.  Also prohibited is the operation of a motor vehicle 
while under the influence of marijuana on Community College property, or a College sponsored 
events and activities.  Further, this policy prohibits the possession, use, or distribution of all 
marijuana accessories and marijuana products.  Marijuana accessories shall include, but not 
limited to, any device or equipment used for ingesting, inhaling, or otherwise introducing 
marijuana into the human body.  Marijuana products shall include, but not limited to, products 
that are comprised of marijuana and other ingredients and are intended for use or 
consumption, such as, but not limited to, edible products. 

Violations of the policy by any student or employee shall result in disciplinary action, up to and 
including expulsion or termination in accordance with applicable College policies or collective 
bargaining agreements. 

SEXUAL HARASSMENT POLICY/HARASSMENT POLICY 

MCC Title IX Resources 

Sexual harassment is any verbal, non-verbal, or physical behavior of a sexual nature that has 
the effect of interfering with a student’s education status or creating an intimidating, hostile, or 
offensive environment.  Sexual harassment of a student, employee of the college or a clinical 
instructor is unlawful, impermissible and intolerable.  It is against the policy of Massasoit 
Community College for any member of the College community to harass sexually another 
student of the College or a student to harass or be harassed by an employee of the College or 
by a clinical education employee.  The College is committed to providing a working and 
educational environment that is free from any and all forms of abusive, harassing or coercive 
behavior and conduct. 

The program abides by the College’s Sexual Harassment Policy located in the Massasoit 
Community College Student Handbook, as to the filing of a grievance in the case of a sexual 
harassment incident procedures for registering a complaint may be obtained by contacting the 
college’s Affirmative Action Officer.   

https://massasoit.edu/about/college-policies/marijuana/
https://massasoit.edu/about/president/diversity-inclusion-title-ix/title-ix-resources/
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MY MASSASOIT PORTAL 

MCC FERPA Policy on Student Records 

My Massasoit Portal provides a secured-access Web portal to students registered at MCC. This 
portal offers centralized information about campus activities as well as access to web based 
MCC services including email, Canvas courses, course registrations, transcripts, financial aid, 
class schedules, calendars and more. Massasoit’s Portal can be accessed from any computer 
that has Internet access or a connection to the MCC network. To access your Massasoit 
account, open the MCC home, Student Service tab, then IT Student Help Desk tab.  Ext. 1996.   

 

All email communication to students from program faculty will occur through the student’s 
MCC email and student’s personal emails if available.  During the semester, it is the student’s 
responsibility to check their MCC email address and Canvas course DAILY for communications 
from the faculty. 

CANVAS – MCC Learning Management System (LMS) 

Student training sessions are offered by the Online Learning team at the start of each semester. 
These are Zoom training sessions. Please check the all-campus calendar for dates and times of 
upcoming training sessions or click on the ONLINE Learning tab in the My Massasoit Portal. 

 

AMERICAN ASSOCIATION  
 

OF  
 

MEDICAL ASSISTANTS  

https://massasoit.edu/about/college-policies/student-records-ferpa/
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AAMA website 
 
 

CMS RULE COVERAGE 

 

On August 23, 2012, the Centers for Medicare and Medicaid Services (CMS) issued a final rule 
on Stage 2 of the Medicare and Medicaid Electronic Health Record (EHR) Incentive Program.  
The CMS decided that Credentialed Medical Assistants including CMAs (AAMA)—in addition 
to “licensed health care professionals” would be permitted to enter medication, laboratory, 
and diagnostic imaging orders into the computerized provider order entry (CPOE) system.  
The CMS rules for Stages 1 and 2 of the Incentive Programs are final, and proposed rules for 
Stage 3 were issued by CMS on March 20, 2015. 

 
 
 
 
 

 

https://www.aama-ntl.org/index
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Medical Assisting Students working in Basic Lab Course. 
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Appendix A 

 

MEDICAL ASSISTING DEPARTMENT 
I have received the following policies and documents in this HANDBOOK with respect to the 
Massasoit Community College Medical Assisting Department and understand my 
responsibilities as a student in this program. 

COURSE CONTENT AND DESCRIPTIONS 

PROGRAM POLICITIES: 

• Medical/Liability Insurance 
• Health Requirement 
• Attendance Policy 
• CPR Certification 
• Dress Code 
• Incomplete Grades 
• Failure of a Course 
• Academic Honesty 
• Technical Standards 
• Clinical Externship (all components) 
• CORI Information 
• Statement of Confidentiality 
• HIV Prevention 
• CMA Certification 

 

Student’s Signature:        DATE:   
         

Student’s Name (PLEASE PRINT):          

*CPR class is an additional fee of $30 paid in CASH directly to the instructor. 
 
**In order to take the National Examination, Medical Assistant Students are required to pay a $150.00 

sign up fee. 
***Students are encouraged to become STUDENT MEMBERS of the AAMA - $34/year $63/2-years. 

This membership will give the student a discounted rate for CEU’s on the AAMA website. 
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Appendix B – Completed with Admissions Process 

MEDICAL ASSISTING PROGRAM – Massasoit Community College 

Technical Standards and Reasonable Disability Accommodations 

General Job Description: the medical assistant is a professional, multi-skilled person dedicated to assisting 
in all aspects of the medical practice under the supervision of a physician. The medical assistant assists 
with patient care management, implements administrative and clinical procedures, and often performs 
managerial and supervisory functions. The medical assistant must be able to communicate effectively. 

Frequency Key: O-Occasionally (1-33%) F =Frequently (34-66%) C=Constantly (67-100%) 

PHYSICAL STANDARDS: Can the applicant perform the following physical actions listed in column one to  

perform the example(s) listed in column two? 

 

PHYSICAL 
STANDARDS: 

EXAMPLE(S): Frequency: YES NO 

LIFT To assist patients onto or off exam tables; move 
equipment or supplies. 

C   

BEND or 
STOOP/CROUCH 

To place patients into various positions for exam; 
to assist patient with dressing; to adjust and plug in 
electrical equipment 

C   

KNEEL/STAND To perform CPR; to assist patients who may faint 
or fall 

O   

MOVE Torso, arms, hands and fingers to demonstrate 
dexterity. 

C   

REACH To obtain supplies from overhead cabinets and pull 
equipment mounted to wall such as BP cuffs or 
stadiometer. 

C   

WEAR Personal Protective Equipment (PPE) and gloves for 
extended periods of time. 

F   

MANUAL DEXTERITY To manipulate small knobs or controls on 
equipment, prepare and use syringes for injection 
and venipuncture; prepare and use equipment 

C/F   
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while maintaining sterile technique. 

PUSH/PULL To move equipment, exam tables, chairs or 
patients. 

C   

PHYSICAL STANDARDS 

PAGE 2 

EXAMPLE(S): Frequency: YES NO 

WALK/STAND For extended periods of time; usually up to 8 
(eight) hours. 

C   

AUDITORY Hear verbal directions/requests from members of 
the healthcare team, patients and phone messages 

C/O   

VISUAL To assess patient condition; monitor patient safety 
and comfort; to read patient charts and 
requisitions; to check equipment for proper 
function; read small print on syringes, vials, dials, 
gauges and other similar instruments. 

C   

FINE MOTOR SKILLS Ability to hold and use a writing instrument for 
recording patient history or other pertinent 
information; hold syringe and tubes for 
venipuncture. 

C   

TACTILE To palpate pulses; veins for venipuncture and 
patient’s skin temperature/integrity. 

C   

VERBAL Articulates information to staff, patients and peers C   

 

BEHAVIORAL STANDARDS: MCC student must be responsible for the following behavior(s):                                                                                                 
YES         NO                                                                                                                                                 

 

Function safely, effectively, and calmly under stressful conditions? C   

Maintain composure while managing multiple tasks simultaneously? C   
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Exhibit social skills necessary to interact effectively and respectfully with 
patients, families, supervisors, and co-workers of the same or different 
cultures? 

C   

Maintain personal hygiene consistent with close personal contact associated 
with patient care? 

C   

 

Please provide an explanation for any “NO” answers. 

Applicants to the Medical Assisting Program at Massasoit Community College must verify that they meet these 
technical standards PRIOR to entrance into the program and must maintain them throughout their training. 
Students are obligated to notify the Medical Assisting Program Director and Allied Health Dean of any change in 
their ability to fulfill these technical standards. 

 

Reasonable Disability Accommodations 

The Americans with Disabilities Act (ADA) defines a disability as a substantial limitation of a major life function. A 
temporary medical condition does not qualify as a disability and is not covered under the ADA of 1990 or under 
Section 504 of the Rehabilitation Act, because the extent, duration, and impact of the condition are not permanent. 
Accommodations may not provide an unfair advantage to the students, fundamentally alter the nature and the 
substance of the curriculum, present an undue hardship for the institution, pose a direct threat to safety of 
students, patients or compromise the academic integrity of the program. Students receiving accommodations 
should be aware that these may not be available from a prospective employer and the potential employers may not 
be amenable to the use of accommodations that result in undue hardship to the employer. Physician practices with 
small numbers of employees may be exempt from the requirements of the ADA. 

 

Requests for reasonable accommodations must be initiated by the student. If you are a qualified individual with a 
disability who seeks reasonable accommodation(s), you must contact the Access & Disability Resources (ADR) office 
for determination of eligibility for such accommodation(s). Students will be required to re-submit documentation 
each semester to allow for the review of continuing eligibility for accommodations. I acknowledge that I have 
reviewed and understand the Technical Standards and essential Functions as outlined above. 

Student: I have reviewed these Technical Standards and I understand the physical abilities and behavioral 
characteristics necessary to complete this program. I am responsible to notify my program coordinator of any 
changes in my status. 

 

STUDENT SIGNATURE:       DATE: 

 

PRINT STUDENT NAME: 
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Appendix C 

 
Medical Assisting Program 

Statement of Clinical Confidentiality 
 

1. INFORMATION ABOUT INDIVIDUALS, FAMILIES, AND/OR IDENTIFIABLE GROUPS COMING 
TO MY ATTENTION IN THE COURSE OF THE CLINICAL EXPERIENCES WILL REMAIN 
CONFIDENTIAL. 

Information regarding the patient/client, their illness, or their personal lives will 
be shared only at such time and place as deemed necessary to provide appropriate 
care. Such information will not be discussed in any setting outside the clinical 
arena. 

2. DISCUSSIONS WITH PATIENTS, FAMILIES OR IDENTIFIABLE GROUPS WILL BE CONDUCTED 
IN A LOCATION WHICH WILL ASSURE ONGOING PRIVACY AND CONFIDENTIALITY. 

Selection of settings for discussion and/or conversations with or about the 
patient/client will take place behind closed doors or in a section of the facility 
conducive to quiet, uninterrupted verbal exchange and where such exchange is 
not likely to be overheard by others not involved with client care. (All verbal 
communications will be conducted at volume adequate for participant’s 
communication, but not so loud as to easily be overheard). 

3. WRITTEN MATERIALS WILL BE SAFEGUARDED AT ALL TIMES TO MAINTAIN ITS 
CONFIDENTIAL NATURE AND RESTRICT ITS CONTENT FROM VIEW BY INDIVIDUALS NOT 
DIRECTLY INVOLVED WITH THE PATIENT/CLIENT. 

All written materials related to the client/patient will be handled in the same 
confidential manner to restrict access to individuals who have a need to know its 
contents. 

4. PATIENT/CLIENT CONCERNS PERTINENT TO INDIVIDUAL DIAGNOSIS AND/OR CARE IS TO 
BE REFERRED TO THE PHYSICIAN/PRIMARY CARE PROVIDER. 
 

5. IF A STUDENT IS DISMISSED FROM A CLINICAL SITE FOR A HIPAA VIOLATION, ANOTHER 
SITE WILL NOT BE ASSIGNED, THEY WILL BE TERMINATED FROM THE PROGRAM. 
  

HEALTH CARE INFORMATION SYSTEM:  CONFIDENTIALITY OF PASSWORDS 
To maintain security and confidentiality of the computer information systems, passwords 
are confidential and the sharing or use of another student/employee’s password is 
prohibited. 

 
I, print name________________________________________, have read the above statement and 
agree to adhere to its guidelines. I understand that failure to adhere to these standards shall 
negatively affect my status in this course and may have impact on my completion of this program. 
I understand that the above statements are consistent with HIPAA regulations. 
 
Signature: _______________________________________________________Date:    
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Appendix D 
 

 

POLICY ON INCOMPLETE GRADES IN MEDICAL ASSISTING COURSES 

 

Each semester of Medical Assisting courses must be completed with a minimum grade of 75 
or C, prior to the next level of any MA course.  All courses, both first and second semester 
must be completed with this minimum grade prior to participating in the clinical affiliation 
which commencement in March. The grade for the clinical externship must also meet the 
minimum standard of 75 or C. 

If a student receives a grade of INCOMPLETE for the semester, that grade must be completed 
before the student can take the next level of a MA course.  Students who do not make up the 
incomplete prior to the beginning of the next level MA course may have the next semester in 
which to complete the grade, but must withdraw from MA program.  When the incomplete 
grade is made up, the student will then need to reapply to the MA program through the 
Admission’s Office in order to enroll in the next level course. Any incomplete is changed to an 
F after one year. See the Policy on Incompletes:   

Acceptance for readmission into the MA program is on a space available basis.  A letter 
explaining the policy will be sent to the student explaining the options available with copies 
to the Registrar and Admission’s Office. 
https://www.massasoit.edu/Assets/documents/student-handbook/student-
handbook.pdf 

 

I have read and fully understand the above policy. 

 

 

              
SIGNATURE        DATE 

 
 

 

https://www.massasoit.edu/Assets/documents/student-handbook/student-handbook.pdf
https://www.massasoit.edu/Assets/documents/student-handbook/student-handbook.pdf
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Appendix E 

 

MALS Department ACADEMIC WARNING 
Student’s Name:           

Course Name:            Date:    

Instructor:            

In keeping with the published standards regarding minimum grade requirements in the MA or 
Phlebotomy Program curriculum, please be advised that you are academically at risk with the grade  

average of   . 

In accordance with program policy you must maintain a C or 75% average in all MALS department 
courses. Please make an appointment with me to discuss ways in which you can get help to improve 
your course average in order that you may be successful in this course and in the program. My office 
hours are posted in the course syllabus. 

 

Please make an appointment with your instructor as soon as possible. 

 

Student Signature:        Date:    

 

Instructor Signature:         Date:    

 

Program Director Signature:        Date:    

 

STUDENT/FACULTY COMMENTS: 
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Appendix F 

 

MALS Department CLINICAL WARNING 
Student’s Name:            

Course Name:            Date:     

Person Reporting & Site:           

In keeping with the published standards regarding minimum grade requirements in the MALS Program 
curriculum, please be advised that you are below acceptable limits in Clinical Externship because: 

 

 

  

In accordance with program policy you must maintain a C or 75% average in all MALS courses. Please  

make an appointment with me as soon as possible to discuss goals and objectives with you to improve  

deficiencies in your clinical education in order that you may be successful.  

 

Please make an appointment with your clinical instructor as soon as possible. 

 

Student Signature:        Date:    

 

Clinical Instructor Signature:       Date:    

 

Program Director Signature:       Date:    

STUDENT/FACULTY COMMENTS: 
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Appendix G 

 

MALS Department INCIDENT Report 
Student’s Name:            

 

Course Name:         Date of Incident:    

 

Person Reporting & Location/Site:          

Please use this form to document any significant incident occurring in the Student’s Clinical Experience.  

Incidents may be positive or negative. These reports will be kept confidential as part of the student’s  

file. 

Written Description of Incident: 

 

 

 

 

 

 

 

I have had the opportunity to read and discuss this report with my clinical instructor/supervisor. 

Student’s Signature:        Date:     

 

Program Director Signature:        Date:    

 

COMMENTS: 
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Appendix H 

 

MALS Department WAIVER of Clinical Employment 
I am fully aware of the Massasoit Community College MALS Program’s policy  

(adopted July 17, 2022) on students working outside the scope of student status. Massasoit  

Community College is not responsible for the student’s actions while employed in a clinical capacity 
outside of school instruction and clinical externship placement. 

 I agree to the policy as written. 

Student’s Name (please print):           

 

Place of Employment:            

 

Student’s Signature:         Date:    

 

Program Director’s Signature:        Date:    

 

A copy of this form will be sent to the medical facility where you are employed. 

Reviewed July 2022 
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Appendix I 

 

MALS Department Clinical Liability WAIVER Form 

 
I, print student name:         a student at Massasoit  

Community College enrolled in the Medical Assisting Program, understand and agree that I am  

fully responsible for the cost of any physical, emotional or property injury resulting from  

my transportation, safe conduct, to and from the clinical agency for/or my participation in  

clinical activities and thus, will no way hold the college or faculty/staff members  

responsible for any injuries and/or losses incurred during transit, or while participating in  

any clinical activities including, but not limited to medical and dental expenses incurred as  

a result of my participation in this program.  

Student Signature ___________________________________________ Date ____________________ 

Program Director Signature:       Date:     
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APPENDIX J 

 

Phlebotomy Lab Consent Form 

 

Phlebotomy Labs are scheduled to develop basic skills in phlebotomy techniques. As a student of 
Massasoit Community College Phlebotomy Certificate Program, I understand that both instruction and 
laboratory practice of invasive techniques are a necessary component of the curriculum. 

I hearby consent to participate in the planned phlebotomy lab, which specify that I perform a 
venipuncture and/or capillary blood draw procedures on a classmate who may perform these 
techniques on me. 

I will not attempt any invasive procedure except under the direct supervision of a faculty member. 

 

              

Student Signature and Date    Instructor’s Signature and Date 

       

Print Student Name 

Updated 7/2022 - EKJ 
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APPENDIX K 

 

Phlebotomy Safety Agreement 

Please initial the items below: 

I agree to the follow all sets of rules and regulations as required by the instructor or 
supervisor. 

I have been informed about and received training concerning the OSHA Hazard 

I have been informed of the location of the Hazard Communication plan and SDS folder 
located at the front of the classroom. 

I have been informed about and receiving training concerning the OSHA Bloodborne 
Pathogens Standard and Standard Precautions. 

I understand that biological specimens and blood or blood products are potentially 
infectious for hepatitis virus and the AIDS virus. 

I understand that even though diagnostic products and reagents are screened for HIV 
antibodies and hepatitis B surface antigen (HBsAg), no known test can offer 100% assurance 
that products derived from human blood will not transmit disease. 

 

Student name (Please Print):         

Student Signature and Date:         

Instructor’s Signature and Date:         

Updated July 2022 – EKJ 
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APPENDIX L   MAP CLINICAL CONDUCT POLICY 

The clinical affiliate reserves the right to dismiss any student who engages in any activity deemed 
unprofessional or non-conductive to proper patient care.  The Medical Assisting student is a guest of 
the affiliate, and must adhere to all hospital policies and procedures as well as those of the Program.  All 
Medical Assisting students will: 

1. Report to the clinical site on time and in an alert state. 

2. Report to the clinical site in the appropriate uniform. 

3. NOT possess drugs or alcoholic beverages, or engage in their use while on clinical assignment.  
Massasoit Community College and its clinical affiliates comply with all State and Federal laws 
regarding drugs and alcohol use. 

4. NOT sleep during clinical assignments. 

5. NOT engage in theft. 

6. NOT engage in immoral, illegal or unethical behavior. 

7. Eat and drink only in designated areas. Students should not be smoking at facilities or in their 
uniforms. 

8. Maintain a professional demeanor at the clinical site. 

9. NOT use telephone at the clinical site for personal calls without permission. 

10. NOT leave the area of immediate clinical assignment without permission of Clinical Instructor or 
designee. 

11. NOT refuse to accept procedures assigned by the Clinical Instructor. 

12. NOT leave patient unattended during procedures. 

13. NOT attend the clinical site when not on assignment. 

14. Leave for and return from assigned breaks promptly. 

15. At all times, demonstrate concern for the patient’s medical condition, safety, privacy and 
confidentiality. 

16. Follow the policies and procedures of the Medical Assisting Department. 

17. NOT smoke on the hospital or clinical grounds. 

18.  NOT USE THEIR CELL PHONES, UNLESS ON BREAK AND IN A NON-PATIENT AREA. 

Infractions of these policies may result in disciplinary action, removal from the clinical site, and/or 
dismissal from the Program. 

Signature: ________________________________________________________   

Print Name: ___________________________________________ Date: ______________ 
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Appendix M 

2022 CORE CURRICULUM  
AND  

COMPETENCIES  
MAERB documents 

 
MAERB Curriculum Standards – Effective April 2022 
MAERB 2022 Standards 

MAERB Policies and Procedures Manual (Updated 9/21) 

CAAHEP Policy Manual 

MAERB Core Curriculum (posted 9/19) 

Various Program MAERB Documents  
 
Student Evaluation of the Practicum Site (updated 10/16) 

Student Survey of Program Resources (updated 10/16) 

Master Competency Checklist, 2022 (updated 4/2022) 

Practicum Site Evaluation (updated 9/16) 

Advisory Committee Agenda and Checklist Template (updated 9/2015) 

Syllabus Template (updated 9/2015) 

Resource Assessment Form, 2015 (updated 8/21) 

Sample Resource Assessment Form, 2015 (updated 9/15) 

Practicum Evaluation of Students, 2022 Standards (updated 6/2022) 

Educational Competencies for Medical Assistants (updated 8/2017) 

Organization of Documents for Submissions (updated 3/21) 

Submitting Documents, MAERB Website (updated 9/2020) 

Student Status Form (updated 7/2020) 
Employer Survey 

Graduate Survey (updated 10/2019) 

https://www.maerb.org/Documents/tabid/125/Default.aspx
https://www.maerb.org/Portals/0/Documents/Standards%20and%20Guidelines,%202022.pdf
https://www.maerb.org/Portals/0/PolMan9.2021.pdf
https://www.caahep.org/CAAHEP/media/CAAHEP-Documents/PolicyManual1152021.pdf
https://www.maerb.org/Portals/0/2015CoreCurriculum.pdf
https://www.maerb.org/Portals/0/Documents/Student%20Evaluation%20of%20Practicum.doc
https://www.maerb.org/Portals/0/Documents/Student%20Evaluation%20of%20Practicum.doc
https://www.maerb.org/Portals/0/Documents/StudentSurveyProgramResource.doc
https://www.maerb.org/Portals/0/Documents/MastCompChckL2022.docx
https://www.maerb.org/Portals/0/Documents/MastCompChckL2022.docx
https://www.maerb.org/Portals/0/Documents/practsiteeval.docx
https://www.maerb.org/Portals/0/AdvComMtingTemplate.doc
https://www.maerb.org/Portals/0/Syllabus%20Template.docx
https://www.maerb.org/Portals/0/RsrceAssm,%202015update.docx
https://www.maerb.org/Portals/0/SampleResAssm,%202015.pdf
https://www.maerb.org/Portals/0/Documents/PractEvalSt,%2022.doc
https://www.maerb.org/Portals/0/ECMA7.26.17.pdf
https://www.maerb.org/Portals/0/21.3Orgnztn,Dcmntn15.pdf
https://www.maerb.org/Portals/0/InstSubmissions.pdf
https://www.maerb.org/Portals/0/Student%20Status%20Form,%207.20.docx
https://www.maerb.org/Portals/0/Documents/EmployerSurvey.doc
https://www.maerb.org/Portals/0/Documents/EmployerSurvey.doc
https://www.maerb.org/Portals/0/Documents/GraduateSurvey10.11.19.docx

