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COURSE NUMBER: MED 102 

 
PREREQUISITE(S): None 
 
CO-REQUISITE(S): None 
 
COURSE 
DESCRIPTIONS: 

Introduction to the profession of Medical Assisting, the legal 
and ethical concepts related to Medical Assisting, and 
medical terminology used in the medical office. 

 
TEXTBOOK(S): Lewis, Marcia and Carol Tamparo. Medical Law, Ethics, and 

Bioethics for the Health Professions. 7th Edition. Philadelphia: 
F.A. Davis, 2012. 
 
Makely, Sherry. Professionalism in Health Care. 4th Edition. 
New Jersey: Prentice Hall, 2013. 

 
REFERENCE(S): None 
 
OTHER REQUIRED 
MATERIALS, TOOLS, 
AND EQUIPMENT: 

Computer with Internet access, Internet Explorer 7.0 or 
higher or other current browser, Java, word processing 
software (must be able to save Word format), and up-to-date 
anti-virus software.  
 
The material provided online is supplemental to the required 
text. 
 

 
METHOD OF 
INSTRUCTION: 

This course is designed through the use of D2L (online).  
 
The D2L portion of the course will become available to the 
student the first day of the semester.  The internet format 
allows the student some flexibility in “class attendance”.  
 
Attendance is essential to successful completion of this 
course and thus the student should log into the course a 
minimum of three times per week.  The material provided 
online is supplemental to the required text.   
 
D2L is your online classroom.  Here, you will find the 
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following: 
 
 Discussion: The discussion section is a general discussion 
forum used for students to communicate with each other 
concerning study tips etc.  Check here for general class 
interest. 
 
Course Syllabus - You are currently reading the Course 
Syllabus. It will be posted in your online classroom to give 
you an overview of the online classroom setup and the week-
by-week schedule for your class. 

Assignment and posting of assignment instructions - 
The Assignment area is where you will upload your 
completed assignments 
 
Mail:  The D2L e-mail area is where you will post questions 
or comments to me.  
 
Calendar: The calendar area is used to help you keep up 
with specific due dates for assignments, quizzes, test and 
reports that will be posted.  
 
Learning modules: is where I will post assignments, 
quizzes, summaries, test and other pertinent items for each 
chapter. This will link to assessments where your test and 
quizzes will be taken. 
 
Assessment: is where you will complete your quizzes and 
tests. Refer to D2L calendar for due dates. 

 
GRADING SYSTEM: 94 - 100 = A 

85 - 93 = B 
80 - 84 = C 
70 - 79 = D 
Below 
 

- 70 = F 
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GRADE CALCULATION 
METHOD: 

A grade of "C" better must be made in 
order to pass this course. In order to 
pass MED 102, an overall grade of 80% 
must be achieved in addition to a 
satisfactory rating of 85 or above on all 
evaluations of competency. An 
unsatisfactory/failure on an evaluation 
of competency will not be accepted.  
It is highly recommended that any unit or 
chapter in which the student achieves less 
than an “80” be re-studied until mastered. 
This content serves as a foundation for 
future Medical Assisting courses. 
Additionally, the final exam is a cumulative 
exam and the content in which the student 
is potentially weak will be tested again.  
Final grades in the course will not be 
“rounded off”! (All grades will be 
averaged to the 1st decimal place.) 
Students are not allowed to take tests 
home under any circumstances. Students 
must review all tests in class when they are 
returned by each instructor.  
A grade below “C” will not enable a 
student to enroll in the next curriculum 
course or courses of which the 
unsuccessfully completed course is a 
prerequisite. In this situation, the 
student will not be able to complete the 
more advanced courses in the 
curriculum and will be withdrawn from 
that curriculum for that academic year.  
A grade for an incomplete course must 
be awarded by the end of the following 
term. If course work is not completed by 
the deadline, a grade of “F” will be 
entered as a final grade for the course. 
 
 
Tests 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
= 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

55% 

 

Term paper (to include presentation) = 15%  
Discussion/Quizzes = 10%  
Final Exam = 20%  

 
All students must take the final exam. 
 
 
 

= 100% 
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CONFIDENTIALITY: All students’ e-mail addresses may be available to other 
students in the class.  Although some assignments in an 
online course may encourage or require peer 
communication, the instructor will make every effort to 
protect the confidentiality of any personal communication (for 
example, grades).  However, you should recognize that e-
mail and other electronic media are not secure; there is no 
guarantee of the privacy of your e-mail or other personal 
information. 
 

APPROPRIATE ONLINE 
BEHAVIOR: 

The use of Spartanburg Community College’s website, e-mail 
service or course management software for creation and/or 
distribution of material not pertaining to course participation is 
prohibited and is grounds for dismissal according to College 
policy under “disruptive behavior.”  Such actions, include, but 
are not limited to: 
 

 Inappropriate use of email and discussion boards for: 
 Harassment 
 Unlawful solicitation 
 “Spamming” 
 “Flaming” 

 Use of online editing tools within the course 
management software to: 
 Create offensive material 
 Link to inappropriate materials 

 
 

ATTENDANCE POLICY: 
 

An electronic e-mail is required from each student to the 
instructor by the end of the drop/add period.  At this time the 
instructor will drop the student from the course if it is not 
received.   
 
Instructors maintain attendance records.  However, it is the 
student’s responsibility to withdraw from a course.  A student 
who stops attending the online class and fails to initiate a 
withdrawal will remain on the class roster.  With this in mind, 
for every assignment, test or exam not completed while still 
enrolled in the course the student will receive a grade of zero 
and the final course grade will be calculated accordingly. 
 
Withdrawal Policy:  During the first 75% of the course, a 
student may initiate withdrawal and receive a grade of W.  A 
student cannot initiate a withdrawal during the last 25% of 
the course.  Extenuating circumstances require 
documentation and approval by the appropriate department 
head and academic dean. 
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ACADEMIC CONDUCT:  
 

ACADEMIC DISHONESTY:  Students are expected to uphold the 
integrity of the College's standard of conduct, specifically in 
regards to academic honesty.  All forms of academic 
dishonesty including, but not limited to, cheating on 
assignments/tests, plagiarism, collusion, and falsification of 
information will call for disciplinary action.  Disciplinary action 
imposed may include one or more of the following: written 
reprimand, loss of credit for assignment/test, termination 
from course, and probation, suspension, or expulsion from 
the College.  For further explanation of this and other 
conduct codes, please refer to the Student Handbook. 

 
CLASS/LAB 
PROCEDURES: 

None. 

 
ACCOMMODATIONS: 
 

Students who need special accommodations in this class 
because of a documented disability should notify Student 
Disability Services.  You may contact Student Disability 
Services by calling, (864) 592-4811, toll-free 1-800-922-
3679; via email through the Spartanburg Community College 
web site at www.sccsc.edu/SDS/; or by visiting the office 
located in the Dan Lee Terhune Student Services Building, 
room 112 of the Spartanburg Community College campus.  
By contacting Student Disability Services early in the 
semester, students with disabilities give the College an 
opportunity to provide necessary support services and 
appropriate accommodations. 

 
 

COURSE OUTCOMES 
& OBJECTIVES: 

 
Upon satisfactory completion of this course, the student 
will be able to: 
 

I. Define medical assisting as a profession. 
A. Identify personal attributes that are important for a 

professional medical assistant to possess. 
B. Identify the work setting options available to the 

medical assistant. 
C. Recognize the history of medical assisting. 
D. Recognize the purpose of the American Association 

of Medical Assistants. 
E. Differentiate accreditation, certification, and 

continuing education as they pertain to the 
professional medical assistant. 

F. Identify two methods to obtain recertification. 
G.  Recall ways to obtain continuing education credits. 

http://www.sccsc.edu/SDS/
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H. Recognize the certifying agency that certifies medical 
assistants as registered medical assistants. (RMA) 

I. Differentiate among certification, licensure, and 
registration. 

J. Identify the importance of understanding the scope of 
practice for the medical assistant. 

 
II. Identify various health care settings and members of 

the health care team. 
A. Identify the benefits and limitations of working in the 

different health care settings. 
B. Recognize the role and impact of managed care in 

the health care environment. 
C. Identify the three primary medical management 

models. 
D. Identify the function of the health care team. 
E. Recognize the role of the medical assistant in the 

health care team. 
F. Differentiate various physician specialists. 
G. Differentiate various non-physician specialists. 
H. Differentiate various allied health professionals. 
I. Compare and contrast the types of nurses. 
J. Recognize alternative therapies and their role in 

today’s health care setting. 
 
III. Identify various therapeutic communication skills used 

to effectively communicate with coworkers and patients. 
A. Identify the importance of communications. 
B. Recognize at least four influences on therapeutic 

communication related to culture, and identify 
common biases/prejudices in today’s society. 

C. Identify the basic elements of the communication 
cycle. 

D. Recognize the four modes or channels of 
communication most pertinent in our everyday 
exchange. 

E. Identify the importance of active listening in 
therapeutic communications. 

F. Differentiate between verbal and nonverbal 
communication. 

G. Identify the five C’s of communication. 
H. Recognize the use of Maslow’s hierarchy of needs in 

therapeutic communication. 
I. Recognize the significant roadblocks to therapeutic 

communication. 
J. Identify common defense mechanisms. 
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K. Compare/contrast questions, open-ended questions, 
and indirect statements. 

L. Recognize considerations when communicating on 
the telephone. 

 
IV. Recognize various coping skills for the successful 

medical assistant. 
A. Differentiate between stress and stressors. 
B. Recognize Hans Selye’s GAS theory. 
C. Identify approaches to coping with stressors in the 

ambulatory care setting. 
D. Recognize characteristic associated with burnout in 

the workplace. 
E. Recognize aspects of personality that promote 

burnout. 
F. Identify ways to reduce the risk of burnout. 
G. Recall considerations when setting a goal. 
H. Differentiate between long-range and short-range 

goals. 
 

V. Define law, ethics and bioethics and describe their 
importance to the practice of medicine and to medical 
office personnel. 

A. Compare law, ethics, and bioethics. 
B. Recognize various ethical codes. 
C. Discuss bioethical issues in medicine. 

 
VI. Discuss the greater concept of law, its sources, and the 

trial process. 
A. Identify why knowledge of the law is necessary for 

ambulatory helath care employees. 
B. List the three branches of government in the United 

States. 
C. Differentiate between constitutional, common, 

statutory, and administrative law. 
D. Contrast a plaintiff and a defendant. 
E. Contrast a felony and a misdemeanor. 
F. Recognize how to obtain a narcotics registration. 
G. Identify the procedure followed by offices to 

administer and dispense controlled drugs. 
H. Identify the five schedules of controlled substances 

and give an example of each. 
I. Compare and contrast civil and criminal law. 
J. Compare and contrast a subpoena and a subpoena 

duces tecum. 
K. Identify the trial process. 
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L. Recognize circumstances that might require the 
services of an expert witness. 
 

VII. Identify Regulations and Professional Liability for the 
Health Care Professional. 

A. Identify common requirements for a physician to be 
licensed. 

B. Recognize conditions under which a physician’s 
license may be revoked. 

C. Identify professional liability for physicians. 
D. Recognize the meaning of standard of care. 
E. Identify the elements necessary for a contract to be 

valid. 
F. Compare and contrast intentional and unintentional 

torts. 
G. Recognize the meaning of malpractice and 

negligence. 
H. Identify the four D’s of negligence for physicians. 
I. Recognize the meaning of res ipsa loquitur and 

respondeat superior. 
J. Identify the three most common points for the statue 

of limitations to begin. 
K. Recall guidelines of malpractice prevention. 
L. Identify alternatives to litigation. 

 
VIII. Discuss the importance of physicians’ responsibilities to 

society while performing their professional duties. 
A. Identify various areas of public duties for physicians. 
B. Identify the importance of completing birth and death 

certificates. 
C. Recognize circumstances in which a county coroner 

would be called to investigate a death. 
D. Recognize the process necessary for reporting 

communicable and notifiable diseases. 
E. Identify the protocol to use for reporting adverse 

events to vaccines and toxoids. 
F. Recall elder and child abuse laws and what types of 

injuries are reportable. 
G. Recognize the process used in gathering and 

securing evidence in the ambulatory health care 
setting. 

H. Recognize the growing drug abuse problem and 
ways to prevent drug abuse in ambulatory health 
care. 

I. Discuss the Good Samaritan Law. 
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IX. Explain the importance of properly executed client 
consent when giving treatment. 

A. Identify why consent is important. 
B. Differentiate verbal, nonverbal, and written consent. 
C. List the four elements of the doctrine of informed 

consent. 
D. Recognize the following special situations in consent: 

minors, spouses, language barrier, clinical research, 
and when consent is not necessary. 

E. Recognize the role of the medical assistant in 
obtaining consent. 

 
X. Recognize the impact of cultural influence on 

ambulatory health care. 
A. Recall the components of cultural diversity. 
B. Identify any personal prejudice or bias and determine 

a strategy to address it. 
C. Recognize strategies to become a successful 

caregiver across cultures. 
D. Recognize specific health problems and concerns 

common to other cultures. 
 

XI. Explain scarce medical resources and be able to 
discuss how decisions are made to allocate these 
resources. 

A. Differentiate macro and micro allocation of scarce 
resources. 

B. Recognize how decisions are made to allocate 
resources. 

C. Discuss various systems of selection used in making 
allocation decisions. 

 
XII. Discuss genetic testing and genetic screening including 

sterilization and artificial conception. 
A. Recognize various diseases that can be detected by 

genetic testing. 
B. Compare voluntary and mandatory genetic 

screening. 
C. Identify various tests used for genetic testing. 
D. Recognize the legal and ethical implications of 

sterilization. 
E. Identify various forms of assisted reproduction 

including surrogacy. 
F. Recognize the implications of the Human Genome 

Project. 
G. Identify how gene therapy, stem cell research, and 
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cloning can be used in treating diseases. 
H. Recall guidelines for ambulatory health care 

employees concerning any area in genetic 
engineering. 

 
XIII. Discuss ethical and legal guidelines related to the issue 

of abortion for medical office personnel. 
A. Compare and contrast abortion and miscarriage. 
B. Identify the process of fetal development. 
C. Recognize five theories of when life begins. 
D. Recall important Supreme Court decisions on 

abortion. 
E. Analyze the major ethical issues on abortion. 
F. Differentiate the different methods used during an 

abortion. 
G. Identify guidelines for abortion in ambulatory care. 

 
XIV. Explain the legal and ethical implications of life and 

death situations. 
A. Identify the term euthanasia and discuss its common 

usage. 
B. Recognize choices an individual might have in death. 
C. Compare the contrast the living will, the advance 

directive, and durable power of attorney for health 
care. 

D. Identify components of the Patient Self-
Determination Act. 

E. Differentiate among various legal definitions of death. 
F. Identify court cases and their impact on prolonging 

life. 
G. Recognize the role of the health care professional in 

dealing with clients and families in life-and-death 
decisions. 

H. Identify various psychological and physiological 
factors affecting dying clients. 

I. Identify the stages of dying as defined by Kubler-
Ross. 

J. Recognize the services of hospices for dying clients. 
K. Recognize the implications of the Uniform 

Anatomical Gift Act. 
L. Identify who may authorize an autopsy. 

  
 

 

 


