
MEDICAL ASSISTING CLINICAL PROCEDURES  
Revised  07/08/11 

 C - L - CR 

 2 - 6 - 4 

COURSE NUMBER: MED 114 

 

PREREQUISITE(S): MED 102, AHS 104, AND AHS 170 

 

CO-REQUISITE(S): None  

 

COURSE 

DESCRIPTIONS 

This course covers examination room techniques, including 
vital signs, specialty examination, minor surgical techniques 
and emergency procedures. 

 

TEXTBOOK(S): Bonewit-West, Kathy. Clinical Procedures for Medical 
Assistants. 7

th
 Edition. St. Louis:  Saunders, 2008. 

 
Bonewit-West, Kathy.  Student Mastery Manual to 
Accompany Clinical Procedures for Medical assistants.  
7

th
 Edition.  St. Louis:  Saunders, 2008. 

 
Heller, Michelle, Krebs, Connie.  Delmar’s Clinical 
Handbook for Health Care Professionals.  2

nd
 Edition.  

Albany:  Delmar Publishers, 2004. 
 

REFERENCE(S): None 

 

OTHER REQUIRED 

MATERIALS, TOOLS, 

AND EQUIPMENT: 

Stethoscope, manual blood pressure cuff and personal 
protective equipment (masks, goggles, face shields, 
protective clothing, and latex gloves) 

 

METHOD OF 

INSTRUCTION: 

This course will be taught using lectures, visual aids, 
Blackboard and laboratory experience to complete course 
requirements.  Workbook assignments, quizzes, unit exams 
and a final exam will be given.  Laboratory procedures will be 
evaluated by completion of competencies.       

 

GRADING SYSTEM: 94 - 100 = A 
85 - 93 = B 
80 - 84 = C 
70 - 79 = D 
Below - 69 = F 
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Grades reflect performance on quizzes, tests, exams and 
terminal performance objectives.   
 
A grade of "C" or better is required to pass this course. 
 
No final grades will be rounded off!! 

 

GRADE 

CALCULATION 

METHOD: 

Quizzes, Workbook Exercises 
Evaluations of Competency 

= 
= 

   10% 
10% 

 

Unit Tests = 60%  
Final Exam = 20%  
  100%  

    

In order to pass MED 114, a grade of 90% on all of the 

Vital Signs Competencies must be achieved.  Two 

attempts will be allowed to achieve the 90% competency. 
 

If a student fails to achieve the 90% competency in  

MED 114, a grade of 0 will be given.  The student must    

withdraw from all other medical assisting classes.  A 

grade of 0 will be given. 

 

The brief disease report/poster will count as one unit test 
grade.  Instructions for writing the report are found in the 
addendum. All students must take the final exam. 
 
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 1
st
 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. If caught copying 
or printing test you will be dismissed from the program. 

 

ATTENDANCE 

POLICY: 

 

Students are responsible for punctual and regular 
attendance in all classes, laboratories, field trips, and other 
class activities.  The College does not grant excused 
absences; therefore, students are urged to reserve their  
absences for emergencies.  When illness or other 
emergencies occur, the student is responsible for notifying 
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instructors and completing work missed. 

 

Students are tardy if not in class at the time the class is 

scheduled to begin.  Any student who is over 5 minutes 

tardy will not be admitted to class and may resume class 

at the next scheduled break.   
 
 
100% attendance is expected.  A student who is absent more 
than 20% (24 hrs) of the time for any reason will be dropped. 
 
Students will be held responsible for all classes and material 
covered that day and must make up all practical procedures 

(labs, etc.) covered on the day of absence.  Any 

unannounced quizzes given on a day of absence cannot 

be made up, and a grade of “O” will be received for that 

quiz. 
 
Except in extenuating circumstances with approval by the 
division dean, instructors withdraw students from class when 
80 percent attendance is not maintained.  If a student 
exceeds the allowable attendance, the instructor will 
withdraw the student and award a grade of “W” or “WF” 
based upon the student’s academic standing at the last date 
of attendance. 
 
Students are tardy if not in class at the time the class is 
scheduled to begin.  Tardy students are admitted to class at 
the discretion of the instructor.  
 
If a student is absent on the day a test is given, the students 
are expected to call the instructor who taught the content.  
Each student should be prepared to take the test in the 
testing lab on the day of return, if convenient with the 
instructor, otherwise within 48 hours of the original test date 
and time.  Extenuating circumstances over this time frame 

must be approved by the Instructor/Department Head and 
require a doctor's excuse.  
 
All make-up tests may be short answer, fill in the blank and 
discussion questions.  Failure to complete the test(s) during 
the scheduled make-up time will result in a grade of "0" 
(zero).  In the case of religious holidays students who are 
absent should follow the outlined policy. 
 
Students who are absent from class in order to observe 



 

_________________________________________________________________________ 

SPARTANBURG COMMUNITY COLLEGE, SPARTANBURG, SOUTH CAROLINA 

4 

religious holidays are responsible for the content of any 
activities missed and for the completion of assignments 
occurring during the period of absence. 
 
Absences for Religious Holidays:  Students who are absent 
from class in order to observe religious holidays are 
responsible for the content of any activities missed and for 
the completion of assignments occurring during the period of 
absence.  Students who anticipate their observance of 
religious holidays will cause them to be absent from class 
and do not wish such absences to penalize their status in 
class should adhere to the following guidelines: 
 

1. Observance of religious holidays resulting in three or 
fewer consecutive absences:  Discuss the situation 
with the instructor and provide written notice at least 
one week prior to the absence(s).  Develop (in writing) 
and instructor-approved plan which outlines the make 
up of activities and assignments. 

 
2. Observances of religious holidays resulting in four or 

more consecutive absences:  Discuss the situation 
with the instructor and provide the instructor with 
written notice within the first 10 days of the academic 
term.  Develop an instructor-approved plan with 
outlines the make up of activities and assignments. 

 

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. 
 

CELLULAR PHONES AND PAGERS/BEEPERS:  Cellular phones, 
pagers and beepers are not permitted to be turned on or 
used within the classroom.  Use of these devices during 
classroom time will be considered a violation of the student 
code as it relates to “disruptive behavior.”   

 

CLASS/LAB Students are required to wear appropriate personal  
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PROCEDURES: protective equipment (masks, goggles, face shields, 
protective clothing, latex gloves) determined by the OSHA 
Exposure Category for each specific task.  The protective 
equipment must be removed before leaving the lab area.  
Universal precautions and safety rules must be practiced at 
all times during laboratory procedures. 

 
 
 

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) 591-3811, 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 

COMPETENCIES & 

OBJECTIVES: 

Upon satisfactory completion of this course, the student 

will be able to: 
 

   I. Describe the necessity and function of the medical  
  history in patient treatment. 
 
    1. Identify the parts of the medical history . 
    2. Identify effective methods of interacting with a  
     patient. 
    3. Describe the procedure to obtain a medical history  

   from the patient. 
    4. Explain the different methods of charting/   

   documentation. 
    5. Define the meaning and function of SOAP notes. 
    6. Recognize issues of cultural sensitivity in taking a  

   medical history. 
   
 
 II. Describe methods, positioning, and instruments used in 

 routine physical examinations. 
 
    1. Contrast the six methods used in physical   

   examinations. 
    2. Recognize the eight positions used for physical  

http://www.sccsc.edu/SDS/
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   examinations. 
    3. Identify the appropriate draping procedure for each  

   type of position. 
    4. Identify instruments and supplies used for   

   examination of various parts of the body. 
    5. Identify the basic components of a physical   

   examination. 
    6. Recognize the sequence followed during a routine  

   physical examination. 
 
 III.  Employ medical assisting practices to assist the   
  physician with obstetrics, gynecological, and male  
  reproductive examinations. 
 
   1. Identify the importance of prenatal care. 
   2. Recall what examinations and diagnostic studies  
    will be performed as part of the initial visits. 
   3. Identify conditions or diseases that can cause a  
    pregnant woman and her fetus to be a greater risk  
    for problems during the pregnancy. 
   4. Identify signs and symptoms and their possible  
    corresponding conditions that the physician   
    searches for during the prenatal history and  
    physical examination. 
   5. Calculate an EDC using Nagle’s Rule. 

  6. Recognize the purpose of ultrasonagraphy and  
   amniocentesis. 

   7. Differentiate what takes place during he three  
    stages of labor. 
   8. Recall what takes place during the postpartum  
    examination. 
   9. Identify common diseases and disorder than can  
    affect the female reproductive system. 
  10. Identify diagnostic procedures that can help   
    diagnoses the diseases and disorder of the female  
    reproductive system. 
  11. Recall the most common sexually transmitted  
    diseases. 
  12. Recognize the medical assistant’s responsibilities  
    with a gynecological exam. 
  13. Describe breast self-examination and method of  
    teaching patient breast self-examination. 

 14. Recognize the symptoms of menopause and how  
   hormone replacement therapy is used. 
 15. Differentiate the most common methods of   
   contraception. 
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  16. Identify reasons for infertility and how it may be  
    treated. 

 17. Identify common disorders and diseases of the  
   male reproductive system. 
 18. Recognize the symptoms and treatment for benign  
   hyperplasia of the prostate. 

  19. Identify common diagnostic procedures used in the 
    male reproductive system. 

 20. Explain testicular self-examination. 
 
  IV. Employ medical assisting practices to assist the 

 physician with pediatric examinations. 
 
    1. Recognize routine pediatric care including   

   measuring height, weight, head, chest   
   circumference, and vital signs. 

    2. Identify common pediatric diseases and disorders. 
    3. Recognize the importance of immunizations. 
    4. Differentiate the immunization dosages and   

   schedules in the current recommended American  
   Academy of Pediatrics childhood immunization  

     schedule. 
  
 V.  Identify expected changes that occur as part of the 

 aging process. 
 
    1. Identify expected physiological changes that occur 
     as part of the aging process. 
    2. Recognize common functional changes that can  
     occur as part of the aging process. 
    3. Identify prevention techniques for complications  
     arising from age-related disorder. 
    4. Dispel common myths about aging. 
    5. Recognize the importance of communication with  
     the elderly. 
 
VI.   Distinguish various techniques used in medical 

 specialty examinations and procedures of the body 
 systems. 

 
    1. Describe pediatric care including measuring height, 

   weight, head, chest circumference, and vital signs. 
    2. Identify supplies needed for a gynecological exam  

   with and without a Pap test. 
    3. Describe the importance and procedure to instruct  

   a patient on self-breast and self-testicular exams. 
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    4. Identify the steps to perform a urinary    
   catheterization (male and female). 

    5. Recognize disease processes present in the  
   various body systems. 

    6. Recognize patient preparation for occult blood  
   testing. 

    7. Describe patient instructions for diagnostic   
   digestive system tests. 

    8. Recognize visual acuity charts and how they are  
   appropriately used. 

        9. Identify the medical assistants role when assisting  
   with audiometry. 

       10. Recognize how to perform a nasal and ear   
   irrigation. 

       11. Identify items required by a physician for a   
   neurological exam. 

       14. Recognize the medical assistants role in assisting  
   with a neurological exam including a lumbar 

              puncture. 
 
   VII. Identify sterile surgical technique and instruments used 

   in minor surgery. 
 
    1. Differentiate between surgical asepsis and medical  

   asepsis. 
    2. Identify basic rules to follow to protect sterile areas. 
    3. Explain the sizing standards and selection of types  

   of suture material. 
    4. Identify a variety of surgical instruments. 
    5. Describe the intended use of a variety of surgical  

   instruments. 
    6. Contrast dressings and bandages. 
    7. Contrast the use of various skin antiseptics. 
    8. Compare various forms of anesthetics used in  

   minor surgeries. 
    9. Identify preoperative and postoperative issues and  

   concerns to be addressed with the patient. 
       10. Employ basic medical assisting skills in applying  
    sterile gloves. 
       11. Employ basic medical assisting skills in setting up a 
    sterile surgical tray including laying the field,  
    applying supplies and instruments, pouring a sterile 
    solution, transferring objects, and covering the  
    sterile tray. 
       12. Identify alternative surgical methods. 
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  VIII.  Demonstrate medical assisting procedures required for 
  patient care in the ambulatory care setting. 

 
    1. Complete or assist the patient in completing a     
               health history form. 
    2. Record thermometer readings. 
        3.   Verbalize the procedure for obtaining temperatures 

   - oral, rectal, auxiliary, and tympanic. 
    4. Perform radial pulse. 
    5.  Perform blood pressure. 
    6.  Measure height. 
    7.  Measure weight. 
    8.   Demonstrate patient positioning techniques. 
        9.   Demonstrate setting up, opening instruments, and  

   covering a sterile field. 
       10.  Demonstrate the procedure for in/out catheter  

   insertion for a female patient - verbalize male  
patient. 

11. Obtain and record patient symptoms. 
12. Prepare the exam room. 
13. Prepare the patient for a physical examination. 
14. Assist the physician with a physical examination. 
15. Assess distance visual acuity. 
16. Assess color vision. 
17. Perform an eye irrigation. 
18. Perform an eye instillation. 
19. Perform an ear irrigation. 
20. Perform an ear instillation. 
21. Provide instruction for a breast self-examination. 
22. Prepare the patient for a gynecologic and prenatal 

examination. 
23. Assist with a gynecologic and prenatal examination. 
24. Measure the weight, length, and head and chest 

circumference of an infant. 
25. Plot pediatric measurements on a growth chart. 
26. Change a sterile dressing. 
27. Remove sutures. 
28. Remove staples. 
29. Apply and remove adhesive skin closures. 
30. Assist the physician with minor surgery. 
31. Apply bandages. 
32. Provide instruction for a fecal occult blood test. 
33. Develop a fecal occult blood test. 
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