Attachment C

Mt. San Jacinto Community College District
Secondary and Community College
Course Articulation Agreement

Statement of Intent

This agreement enables students to receive college credit and/or a waiver of a prerequisite tor coursework at
the secondary level comparable (o courses offered by Mt. San Jacinto Community College District.  The
granting of college credit is based upon achievement of competencies through a course, or courses, as detined
in Attachment B, which specifies the conditions of the articulation agreement.

Terms of Agreement

This agreement between Mt. San Jacinto Community College District and high schools or R.O.P. shall remain
in force for an indefinite period of time but shall be reviewed for consideration of continuation every three
years. This review will include an examination of up-to-date course outlines and a discussion of current
teaching methodologies and stated competencies. Either party to the agreement may terminate this agreement
at the close of any school year by proper written notice delivered to the President/Superintendent of Mt. San
Jacinto College or to the Superintendent of the secondary or R.O.P. educational institution.
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Attachment B

Mt. San Jacinto Community College District
Secondary and Community College
Articulated Course Standards and Criteria

“

Date February 18, 2009

AH 072 Medical Assistant: Administrative Procedures Medical Assisting Adminstrative (691)
(Name and Number of Course/MSJCCD) (Name and Number of Course/High School or R.OP)

Description of Articulated High School or ROP Course Standards
(Please attach the course outline)

Content or Theory Summary:

This course is design to provide academic knowledge in the history of medicine, medical law and ethic and
professionalism in the medical office. Other skills that are taught to students include patient reception.
appointiment scheduling, medical record management, insurance billing and coding. accounting practice, baking
services and procedures, medical management and medical transcription.

Competencies:

Students are expected to demonstrate competencies though supervised practice in:
Taking patient history

Scheduling appointments

Complete insurance CMS-1500 forms

Medical Transcription
Decision Muking process in medical laws and ethics based on case studies and video scenario
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Measurement Methods:

Weekly Chapter Tests
Medical transcription practices using transcription tapes

Taking medical history
Processing case studies related to law and ethics

Comprehensive semester exam.
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*Note: May Attach Articulation Crosswalk
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Attachment B

Mt. San Jacinto Community College District
Secondary and Community College
Articulated Course Standards and Criteria (continued)

“

Application of Lab:
*» Tuking patient history
o
« Completing insurance and billing forms
* Setting up appointment schedules
¢+ Transcribing medical information trom medical tape recordings.
s Labs are included in lecture sessions

FHWNT Eat Uertas

Hours of Instruction:
** Five hours of lecture with occasional lab activities., for a period of 18 weeks and a total of 90 semester

hours of instruction.

Textbook or Other Support Materials (Including Software):
Thompsons Delmar Learning Adminstrative Medical Assisting
Author: Wiburta Q. Lihh, Marilyn S. Pooler, Carol D. Tamparo, Barbara M. Dahl.

This includes a textbook and the accompanying workbook.

Special Equipment:

** Medical Transcription machine and tapes
* Forms for medical billing

*  ICD-9-CM, HCPCS, CPT coding manuals
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Other:

% Forms for patient history



Perris Union High School District
Course of Study

A. COURSE INFORMATION

1. Course Title 9. Subject Area

Medical Assisting: Administrative . e

‘ c D History/Social Science
(] English

2. Transcript Title / Abbreviation (] Mathematics
Medical Assisting Administrative (MAA) )
Science

D Language other than English
(] Visual & Performing Arts
D College Prep Elective

3. Transeript Course Code / Number

5. Required for Graduation? (] Other

D Yes No
6. Meets UC/CSU Requirements? 10. Grade Level(s)

L] ves No 708 9 10 11
7. Meets “AP” Requirements? 11. Meets “Honors” Requirements?

D Yes No D Yes No

8. Course Author 12. Unit Value / Length of Course
Name: 0.5 (half year or semester equivalent)
Date Submitted: D 1.0 (one year equivalent)

D 2.0 (two year equivalent)

(] Other:

13. APPROVALS:

]

Name/Signature Date

Educational Planning Council:

| |
(‘ Subject Area Council: Il
| |

[ Board Approval:




4. Pre-Requisites

None

15, Co-Requisites
None

16. Brief Course Description
This class prepares students for employment in variety of medical office setting. Training will prepare students to
form basic administrative. clerical and technical supportive services for medical/dental doctors.

)




17. Course Goals and/or Major Student Qutcomes

General Course Objectives

Upon completion of this class students will describe, and apply the following concepts and procedures
I History of Medicine

2. Medical law and ethics as they apply 10 the administrative assistant's duties

3. Professionalism in the medical oftice (personal appearance. interaction with other medical professionals

and interaction with patients)
4. Patient reception and appointiment schedule techniques
5. Written and oral communication, including telephone techniqgues
6. Medical Records management
7. Understanding health insurance

8. Billing for professional fees and credit arrangement
Y. Coding and claims for insurance

10. Accounting systems for medical office, banking services and procedures
I'l. Introduction to medical management

Seeking employment in medical office. including resume writing.



Chapter 1
Upon successful completion of this chapter students will be able to:
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Identity 10 career opportunities that are available to the trained medical assistant

Identify at least five general know ledge arcas in which the medical assistant should be proficient
Differentiate between administrative and clinical responsibilities of a medical assistant

Listfive personality traits that are beneficial to the successful medical assistant

Brietly describe the training programs that are available for medical assistants

Name four professional organizations that provide educational opportanities and certitication and

exannations

Chapter 2
Upon successful completion of this chapter students will be able to:
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Detine and spell the terms listed in the vocabulary

Explain the essentials of an externship

Explain how a student will benetit from externship experience

List the three steps for applying for a position

List seven basic items that should be included in every resume

List three avenues of evaluation that an interviewer may use in selecting an employee.

Chapter 3
Upon successful completion of this chapter students will be able to:

I. Define and spell the terms listed in the vocabulary
2. Identify the two ancient mythologies that contributed a major portion of our medical terminology
3. Distinguish between the two medical symbols in general use 10day
4. Name the oath that has been administered to new physicians for more than 2000 years.
5. Identity important discoveries made in the 18" and 20" century and the individuals who contributed
significantly to medical history.
Chapter 4

Upon successful completion of this chapter students will be able to:

I. Define and spell the terms listed in the vocabulary
2. Name the system of medical care delivery that has brought about a significant change in medical practice
in the past decade
3. State the principal difference between the training of the M.D and the D.O
4. List the three medical practice business structures discussed in the chapter.
Chapter 5
Upon successful completion of this chapter students will be able to:
I. Define and speil the terms listed in the vocabulary
2. Ditferentiate between the terms ethics and etiquette
3. Mdentity the earliest written code of ethical conduct for medical practice
4. Identity the code for the AMA principles of medical ethics
5. Discuss what and to whom intformation about a patient may be released
6. Discuss the application of ethics in dealing with fees and charges
7. Discuss the medical assistant’s ethical obligations and restrictions
Chapter 6
Upon successful completion of this chapter students will be able to:
I. Define and spell the terms listed in the vocubulary
2. State the purpose of medical practice acts and how they are established
3. Listthe three methods by which licensure may be granted
4. List the general categories of cause fur revocation or suspension of a license
5. Explain the difference between criminal and civil law
6. Outline the correct way for a physician to terminate the physician-patient relationship
7. Listthe six components of informed consent
8. Explain the medicai assistant’s role in claims prevention



Chapter 7
Upon successful completion of this chapter students will be able to:

Detine and spell the terms listed in the vocabulary

2. State the factors that most influence the formation of a first impression
3. Listthe three distinct steps in communicating with the patient
4. Nume the three components of listening
S Listfour possible barriers to communication
0. Listseven rules of good tewm cooperation
7. Listand brietly describe tie three styles of management
8. Explun the meaning of being a patient advocate
Chapter 8

Upon successful completion of this chapter students will be able to:

Detine and spell the terms listed in the vocabulary

2. Listsix considerations in keeping a reception room comfortable for patients
3. ostruct a new patient about providing personal data for the records and completing a registration form
4. Listthree actions a medical assistant might take to reduce stress caused by a delayed schedule
5. Suggesta way to successtully handle an angry patient
Chapter 9
Upon successful completion of this chapter students will be able to:
I. Detine and spell the terms listed in the vocabulary
2. List ways by which the medical assistant can develop a pleasing telephone personality
3. Cite seven items to be included in taking a complete telephone message
4. Identify ten Kinds of telephone calls that the medical assistant should be able to handle successfully
5. Demonstrate the appropriate method of placing and receiving telephone calls
6. Correctly record a telephone message from a lab facility reporting test results on a patient
7. Respond to a call from a pharmacist regarding a request for prescription refills, demonstrating appropriate
precautions and completing necessary information
8. Respond to telephone calls for emergency treatment and for non-emergency services

Chapter 10
Upon successful completion of this chapter students will be able to:
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Detine and spell the terms listed in the vocabulary

Describe four important features of an appointment book

List and explain the three basic guidelines to follow in scheduling appointments
Cite three common situations that would require adjusting the appointment schedule
State the reason for recording a field appointment in the patient's chart

Chapter 11
Upon successful completion of this chapter students will be able to:
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Define and spell the terms listed in the vocabulary

Discuss the responsibilities of the medical assistant with respect to oftice equipment
Select stationery suitable for producing professional correspondence

Name tour letter styles and discuss their ditferences

List the four parts of a business letter

Chapter 12
Upon successful completion of this chapter students will be able to:

2
3
4.
5

Detine and spell the terms listed in the vocabulary

Listsix basic educational requirements for the medical transcriptionist

Listtwo primary prerequisites for the independently practicing transcriptionist

List the three steps of activities in the machine transcription process

Name the three Kinds of frequently dictated reports in the average physician’s oftice



Chapter 13
Upon successful completion of this chapter students will be able to:
L. Detine and spell the terms listed in the vocabulary

2 Distinguish between the three 1ypes of computers

3. Name and state the functions of the most important computer hardware devices

4+ Listten administrative tasks in @ medical practice that might utlize a computer

5. Generate a patient record. prepare a billing stalement. and complete a patient insurance form

Chapter 14
Upon successful completion of this chapter students will be able to:
. Detine and spell the terms listed in the vocabulary
Listand discuss the basic equipment and supplies in a tiling system
Describe the seven sequential steps in filing a document
Explain how color coding all files can be advantageous in a health care tacility

Rl ]

Chapter 15

Upon successtul completion of this chapter students will be able to:

Detine and spell the terms listed in the vocabulary

State five important reasons for keeping good medical records

Explain the basic differences between a traditional medical record and a problem-oriented record
List fifteen items of personal data needed on a patient history

List and describe the three classifications of patient files

e L 10—

Chapter 16

Upon successful completion of this chapter students will be able to:
Define and spell the terms listed in the vocabulary

Discuss how fees are determined

List three values that are considered in determining professional fees
Explain how a physician's fee profile is determined

List four kinds of charges that should be avoided

List the items to be included on a credit form

Explain what is meant by third-party liability

Discuss the Truth in Lending regulation

Discuss how confidentiality relates to credit

LX N e —

Chapter 17
Upon successful completion of this chapter students will be able to:

1. Define and spell the terms listed in the vocabulary

2. Name the two bases of accounting and explain their differences
3. Ditterentiate between debit balance and credit balance

4. Listsix kinds of book keeping records

5. State the basic accounting equation

6. Discuss the importance of a wial balunce
7. Listand state the purpose of five common periodic accounting reports

Chapter 18

Upon successful completion of this chapter students will be able to:
Define and spell the terms listed in the vocabulury

Listand discuss eight precautions to observe in accepting checks
State the purpose ot a check endorsement

Name and compare four kinds of endorsements

Cite five reasons for depositing checks promptly

Discuss the actions necessary when a deposited check is returned

QjJ\_.z_.j,,.)(q__

Upon successful completion of this chapter students will be able to:
Define and spell the terms listed in the vocabulary



Chapter 1Y
Upon successful completion of this chapter students will be able to:

Detine and spell the terms listed in the vocabulary

2. Name the three wavs by which payment for medical services is accomplished

3. Listnine items that should be addressed in devcloping a credit policy

4. Describe cyele billing and its advantages

5. Discuss the do's and don’ts of collection procedures

6. Listthree advantages of using small claims courts for collecting delinquent accounts
Chapter 20

Upon successful completion of this chapter students will be able to:

L. Detine and spelt the terms listed in the vocabulary
2. Cite thiee advantages of group insurance policies over individual policies
3. Name seven major types of health insurance benefits
4. State the basic ditferences between mdemnity and service benefit plans
5. Describe the major government insurance plans
6. Discuss the implications of managed care for the medical assistant
7. Explain ihe differences between HMOs IPAs and PPOs
8. Describe the role of the medical assistant in obtaining referrals and authorizations tor care
9. Identify the legal implications of medical records audit
Chapter 21

Upon successful completion of this chapter students will be able to:

I. Define and spell the terms listed in the vocabulary
2. Identify the four purposes of numerical diagnostic and procedural coding
3. Name the principal coding systems that link the medical profession and the insurance system
4. List ten reasons for possible rejection of insurance claims
5. State the maximum billing periods for Medicare claims
6. List and briefly describe three types of managed care organizations
Chapter 22

Upon successful completion of this chapter students will be able to:

Define and spell the terms listed in the vocabulary

[

2. Originate and maintain a card catalog for a personal library

3. Listthe four items to include in a cross-reference card for a general reference file

4. Name five items of information to include on a diagnostic file card

5. Name two of the largest medical database of electronic retrieval of information

6. List the five items that should be include in the first paragraph of meeting minutes
Chapter 23

Upon successful completion of this chapter students will be able to:

I. Define and spell the terms listed in the vocabulary
2. List five items of concern in controlling a general environment of a health care
3. Discuss the utilization of various arcas of the facility
4. Describe how the medical assistant would arrange for and supervise a maintenance service
5. Explain the inventory process
6. Cite precautions to be observed in storing poisons, narcotics. acids and caustics. and flammable items
7. Listsix possible safety hazards in health care facility
8. Discuss the importance of and procedures to observe in a routine office facility security
Chapter 24

Upon successful completion of this chapter students will be able to:
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Define and spell the terms listed in the vocabulary

State the purpose and goals of medical office management
Explain how a procedure manual ditfers from a policy manual
List five kinds of staff meetings

Listat least 10 features of a patient information folder

State two advantages of patient instruction sheets

Discuss the supervisor's role in financial management



18. Course Outline

! Objective

Standards (List
Entire Standard)

Text Chapt

Not Avalable

Not Applicable

Introduction to medical assisting

Chapter 1

[ Medical assisting externship and preparing to tind a position

Chapier 2

| —

T

L A brief history of medicine

Chapter 3

Medical practice systems

Chapter 4

Medical Ethics

Chapter 5

Medicine and Law

Chapter 6

Interpersonal skills and human relations

Chapter 7

Patient reception

Chapter 8

Telephone techniques

Chapter 9

Appuintment scheduling and time management

Chapter 10

Correspondence and mail Chapter 11
Dictation and Transcription Chapter 12
The computer in medical practice Chapter 13
LFiling methods and record keeping Chapter 14
Chapter 15

Health information management
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i Protessional fees and credit arrangemenis { Chapter 16
f

i

|

| 4 i

[ Managing practice tinances Chapter 17
!

i . . .

| Baking services and procedures Chapter 18
|

| Chapter 19
f Billing and collecting procedures

|

| : “

! Health insurance and managed care Chuprer 20
!

I Coding and chiims processing Chapter 21
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20. Texts & Supplemental Instructional Materials

Authors: Mary E. Kinn & MarvAnn Woods

Title: The Medical Assistant: Administrative and Clinical. 8™ Ed.
Publisher: Saunders,

Copyright date: 1999

21. key Assignments
»  Weekly chapter quizzes
= Unit tests
*  Guided practice activities
*  Final Exam

22. Instructional Methods and/or Strategies
s Lecture-powerpoint
* [nteractive computerized activities
«  Small Group discussion and analysis
= Videos
= Textbook worksheets

23. Assessment Methods and/or Tools
*  Weekly quizzes 25 %
= Unit Tests 25 %
*  Guided practice 25 %
= Final Exam 25 %

C. HONORS COURSES ONLY

24. Indicate how this honors course is different from the standard course.

D. BACKGROUND INFORMATION



25. Context for Course (optional)
Students can receive college credits for this course it articulated with Mt San Jacinto College.
Students can apply this course to the Medical Assisting Program at Mt San Jacinto College

26. History of Course Development (optional)
This course has been oftered before through an artangement with M. San Jacinto College and we currently h

the textbooks for this chuss is in our Iibrary.
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Name:

Class: Date: ID: A

1

PHS Medical Assiting Administrative Finals

o
i

Multiple Choice
Tdentifv the lewter of the choice that best completes the statement or answers the question.

it
Which of the follq.\\ing will keep the medical assistant current in knowledge in the years to come?
a. dependability’ ¢. continuing education
b. initiative r d. empathy
Which of the follow ing best describes the primary characteristic of the certified medical assistant to the
phystcian employer in the ambulatory care setting?
a. the broad range of administrative and clinical skills
b. the ability to work under nurses
¢. the need for f‘t‘:wer trained personnel
d. advances in specialization
A medical assistagt who continually asks to leave early to go to other appointments needs to develop the quality
of . ’”
a. flexibility c. Iinitiative
b. dependability, d. effective communication
A medical assistadt who does not follow directions, interrupts others. and walks away during conversations

needs to develop the quality of .

a. flexibility c. initiative

b. dependability: d. effective communication

Which of the following best describes the reason a medical assisting school has a dress code?
a. to demonstrate a professional look c. to protect patients from dirty clothes

b. to protect cloﬁﬁng from materials d. to minimize body injury

Mrs. L. came intofthe office for her stitches to be removed. The medical assistant was scheduled to remove the
stitches. Mrs. L. said she had a fever and would need to see the physician. What is the primary attribute you
need to deal with this situation?

a. flexibility c. initiative

b. dependability. d. effective communication

'

You are a medicagzassistant student and new to the program. You are telling a friend about the classes.

Your friend asks you what kind of “clinical™ courses you are taking. The list might include all of the following

except ‘ {»’

a. laboratory procedures

b. anatomy and physiology

c. pharmacology/medication administration

d. minor surgery procedures

Which of the follgwing agencies grants accreditation to education programs in medical assisting upon the
recommendation ¢f its Curriculum Review Board?

a. American Medical Association

b. Committee on Accreditation of Allied Health Education Programs

¢.  American As{;ociation of Medical Assistants

d.  American Medical Technologists

I

i
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Name:

9. Which of the following statements best describes a health maintenance organization (HMO)?
a.  Physicians are employees of the organization.
b. The physician holds exclusive rights to all aspect of the medical practice.
¢. Patients can 3;0;) in for treatment whenever they need care.
d.  One physician sees and treats all of the patients.
10. Which of the follgwing best describes the process of triage in the medical office setting?
a. A diagnosis gan be made.
b.  Patients’ needs are assessed and prioritized.
¢ Patients are taken in the order in they arrive.
d.  Patients determine their own needs.
I'l. Which of the following allied health professionals is trained in the art of drawing blood for diagnostic
laboratory testing?
a. physical therapy assistant ¢.  health unit coordinator
b. phlebotomist. d. pharmacy technician
Which of the folldin ing is not a true statement of registered nurses” education requirements scope of training?

a. licensed by the state in which they practice

b. complete a mi;nimum of a four-year course of study at an approved school
c. trained prima‘vil_\' to bedside care in an acute care or hospital setting

d. employed in some medical practices as clinical assistants

13. Which of the follqwing eye specialists does not require a license to practice?
a. ophthalmologist ¢. optician
b. optometrist ;‘

14, Mrs. J. has seen tl}’g physician. As she pays her co-payment, she says “Oh dear, the doctor told me to see
someone, but [ can’t remember what he said. I get so confused.” You ask her the reason for seeing the

physician. She explains that her legs and feet have been bothering her and the physician wants the other

doctor to examine her feet, cut her nails, and treat her if possible. You are pretty sure she istoseea . but
you will first check with the physician.

a. chiropraci.. c. podiatrist

b. osteopath d. naturopath

I5. Two physicians were discussing whether to keep their practices as sole proprietorships or become a
professional corpd:{ration. Which statement is false regarding a professional corporation?
a. The physiciaﬁ holds exclusive rights to the medical practice.
b. The physician is liable only for his or her own acts and liability is limited.
c. The physiciax‘ﬁ receives a salary and benefits.
d.  Employees receive income and tax advantages.
16. Which of the follc‘)‘lwing best defines allopathic?
a. treating disease with remedies that produce effects other than those caused by the disease
b. treating disease with remedies that produce fewer but similar effects to those caused by
the disease
¢. treating the whole body
d. treating disease with manipulation
17. What degree of inpuence did early cultures have on the types and practices of medicine?

a. lesser K c. important
b. negligible g d. higher
)
2



' ID: A

18. Which of the follou ing artists created anatomic draw ings representing the skeletal. muscular. and other
svystems”?
a. Mu.helangelo ¢.  Monet
b. Rembrandt " d. daVinci
[9. Which of the folld'uing is not considered an essential communication skill for the medical assistant?
a. Treat all patients with compassion and empathy.
b.  Adapt to comprehension skills of cach patient.
¢.  Use appropriate medical terminology.
d.  Treat all patients the same.
20. Which of the following best describes the major reason communication is important?
a. Patients prefer a friendly office.
b. Patients are more satisfied.
¢. Communication serves as the foundation for all patient care.
d.  The medical ?:ssistant obtains a better history.
21. Which of the follqmng is the type of question that would be asked by a friend regarding your physician’s
communication >k:lls°
a. Doeshe:: .+ *ontime? c. Wil he prescribe what [ want?
b. Does he give good injections? d.  Will he answer my questions?
22. Which of the follgwing is not one of the Cs of communication in business?
a. complete ! d. concise
b. clear 2 e. cohesive
c. current ;‘
23. Which of the follong is most appropriate related to nonverbal communication as a language?
a. We learn as mfants c.  We learn after verbal.
b. We learn as toddlers. d.  We have to be taught.
24. Which of the follcﬁwing best describes why facial expression is considered one of the most important and
observed nonverbal communicators?
a. lItis not polite to stare at people.
b. One knows when you do not agree.
c. People canno;‘ hear if they cannot see your face.
d. Each facet oﬂ;the face sends a nonverbal message.
25. Which of the folldiwing best describes how the medical assistant should be positioned when communicating
with a patient?
a. Stand directly over the patient so patient can look up and see you clearly.
b. Standina clo}e. but comfortable, position to observe patient’s verbal and nonverbal
cues. '
c.  Sit far away o the patient so you do not appear too friendly.
d. Sitvery close to the patient on exam table so you can hear everything.
26. Which of the follomng must be present to achieve effective verbal and nonverbal communication?
a. masking 3 c. congruency
b. clustering | d. projection
27. Mrs. Love has just seen the physician and. as you walk her from the examining room. she says, “Dr. Med sure

was short with ma’ ‘today.™ You respond. “Did you get to spend all the time you needed?” Which of the
following best desicrlbes the communication skill used in your response?

a. masking , c. clustering
b. congruency ! d. feedback



ID: A

28. Which of the folld\\ ing best describes the defense mechanism used when a patient does not react by showing
emotion after hearlng bad news?
a. sublimation C. repression
b. displacement!‘ d. denial
29. Which of the folldm% best describes how to accurately interpret the message between sender and receiver?
a. Verbal and ngnverbal communication must be taken into account.
b.  Only verva: WLannunication should be taken into account.
¢. Verbal communication and facial expression only should be taken into account.
d.  Attentive llstemmg 1s required.
30. Which of the follqmng applies to the theory that there is a specific order or rank within which a person’s needs
are met, beginning with the basics of food. clothing. and shelter?
a.  communication cycle c. interview techniques
b. hierarchy of needs d. active listening
3. Which of the folldumé applies to well-defined personal space that sets physical boundaries where individuals
teel comfortable whlle communicating with others?
a. prejudices c. biases
b. territoriality d.  congruency
32, Which of the folldwing best describes a positive way to help cope with stress in the workplace?
a. Play loud music all day.
b. Encourage employees to work through lunch.
c. Decorate the bffice with bright, vivid colors.
d. Build breaks into the work schedule.
33. Which of the follc‘wing best describes how burnout occurs?
a. suddenly, as does stress c. only to office workers
b. onlyto profeqéionals d. gradually over time
34. Which of the fall4:+inn hest describes one of the earliest signs of stress?
a. fainting ¢ c. dyspnea
b. headache j d. panic attacks
35. Which of the foIImeg best describes a technique to prevent stress in the workplace?
a.  Use color to create a bright, busy atmosphere.
b. Close the ofﬁee but answer the telephone during lunch.
¢. Laugh at everything.
d.  Pull charts ar*d review tomorrow’s schedule before leaving the office.
36. Which of the follqwing is not a definition of a life-threatening illness?
a. terminal illness ¢. disease causing shorter life span
b. death imminent d. any chronic disease
37. Mrs. S. has just fqund out that her husband has a life-threatening illness and informs both you and the physician

describes this exafmple?

a. secretive wife

b. person who ig afraid of the diagnosis
c. expression of?personal perspectives
d.  prejudice '

that under no cm:};’l mstances are you to tell her husband about the prognosis. Which of the following best
p
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’
38. Which of the following is a major disady antage of not seeking care for an illness until it becomes very
advanced? ‘
a. Denial postp('phes the nevitable.

b.  The family cah prepare without scaring the patient.
¢.  The patient does not have to deal with death.
d.  Pain management and treatment may not work.
_________ ~ 39, Which ot the tollomng 15 the strongest influence in managing any patient’s life-threatening illness?
a. physician ‘. ¢. hospice
b. patient y d. family
40, Which of'the tollq“ ing categories 1s applicable to patients according to the Patient Self-Determination Act?
a.  patients in nugsing homes
b. patients at personal home

(2]

patients in institutions on Medicare/Medicaid
patients receiving only hospice care
41. Which of the tblldwing 1s the main reason for discussing patient’s needs with the patient?
to give the patient power in dealing with illness
to provide ther patient all the services he wants
to make sure all referrals are made
to give the famlly a patient “to do™ list
42. Wthh of the folldmng is the most appropriate therapeutic response by the medical assistant to a patient with a
life-threatening ilfness?
a. Capitalize on]patlent s strengths.
b. Help the patle’nt build new coping abilities.
¢.  Maintain hopp
d.  Show contind"éd care and concern.
43. Which of the folldwing is the greatest threat to the medical assistant’s ability to respond professionally to a
patient’s life-threatening illness?
a. not understaniding the disease pathology
b. not treating patients like pariahs
c. losing the ab‘;!‘ity to be helpful

e
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d. having even the slightest fear of death

44. Which of the following is the strongest cultural influence in a patient’s life?
a. country of ori'gin c. family values
b. personal perspectives d. spouse’s wishes
45. Which of the follgwing is not a true statement regarding patients with AIDS?
a. Patients -’ {;‘ '™ are greatly compromised due to suppressed immune system.
b. Some phy smans prefer to discuss this illness as early or later stage HIV rather than
AIDS.
c. Treating AID& is not very expensive. and most insurance plans include coverage.
d.  Physicians \K@ﬂt CD4 counts in AIDS patients to stay above 200.

46.  Which of the folldwing best describes the authority that regulates the practice of medicine?

a. hospital pollcfes ¢.  American Medical Association
b. state medical. practice acts d. federal regulations
47, Whichofthe folld}wng best describes the tort applicable to the unprivileged touching of one person by
another?
a. battery ‘ c. privacy
b. libel ‘ d. slander
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48. Which of the ﬂ)llx?u ing best describes the tort applicable to the unauthorized release of patient information?
a. battery i c. privacy
b. libel ‘ d. slander
19, Which of the folldwing is a written order naming a specitic date, time. and reason to appear in court?
a.  contract ' c. tort
b. testimony ° d. subpoena
50. When a patient co&mplains of back pain, shows up for a scheduled appointment. and allows the physician to
perform an X-ray to diagnose and treat the ailment. what type of contract exists?
a. written ¢. implied
b. expressed . d. breach
51. Which of the following best describes the outcome if a patient was not asked to sign a consent form before
surgery was perfopmed?
a. Medical assistant will be fired. ¢.  Tort has been committed.
b. Physician will be sued. d. Patient is responsible.
52. Which of the foll f;\'ing best describes the legal violation if a medical assistant does not use proper positioning
to protect a patient from falling from an examination table?
a. standard of care ¢. public duties
b. confidentiality d. informed consent
53. Which of the following best describes the legal violation if a medical assistant sends a patient’s medical record:
to an insurance coF‘npany without the patient’s signature to release the information?
a. standard of care c. public duties
b. confidentiality d. informed consent
54. A patient has cani;'er and tells the physician not to tell family members about the diagnosis. When the medical
assistant talks to the patient’s daughter she states, I am sorry to hear of your mom’s illness.” What right has
been violated”®
a. standard of care ¢. public duties
b. confidentiali d. informed consent
55. Which of the follqiwing is the highest source of law for a U.S. citizen?
a. contract c. criminal
b. constitutiona" d. civil
56. Which of the follc%‘wing is not one of the four Ds of negligence?
a. deposition ' c. damages
b. derelict ! d. duty
57. Which of the follc‘hing best describes the purpose of a statute of limitations?
a.  maximum monetary award for patients who collect from physicians found guilty of
negligence
b. period oftimé or a deadline for initiating legal action
c. limitations on the practice of referring by physicians
d. limitation on she number of surgeries physicians can perform
58. Which of the follawing statements applies to a medical assistant’s knowledge of the physician’s personal life

acquired in the coi:rse of employment?

a. It should be the topic of office discussions.
It is consideréd confidential information.
It should be discussed with your family.

It should oe \{n’ouussed with your doctor.

e oo
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60.

61.

64.

65.

66.

67.

68.
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Which of the follgwing is the most appropriate protocol used to address the physician in front of patients if a
medical assistant is employed by a physician who is also a spouse. relative. or friend of the family?
a. first name be@auqe they know each other so well
b. title and last aame
¢. no particular form is proper
d. any familiar way to let the patients understand their relationship
Which of the tollqwmz treatments is considered an ethical issue and has existing laws or regulations directly
affecting the issue?
a. allocation of kcarce resources d. genetic engineering
b. abortion : e. all of the above
c. fetal tissue reﬁearch
Which of the follqwing is a bill passed by Congress in 1990 that encourages patients to make living wills and
advance directives before life-sustaining measures become necessary?

a.  Living Will Act c. Physician Directive Act

b. Patient Selt-léetemlination Act d. Final Choice Act

Biological moral issues arising from advances in modern technology and research are called _____

a. workers’ conipensation cases c. bioethical issues

b. reimbursemerit issues d. universal precautions

Which of the folld’wing refers to an advance directive that specifies an individual’s end-of-life wishes?
a. euthanasia = c. brain death

b. livingwill ' d. hospice

I
Which of the 101yv g are emergency situations that require first priority assessments?

airway and brgathing problems. back injuries, head injuries

poisoning. aifway and breathing problems, head injuries

fractures, back injuries, head injuries

back injuries, head injuries. poisoning

head inj uriestfractures, poisoning

Which of the following statements pertaining to Good Samaritan laws is false?
They provide'some legal protection to emergency care providers.

Providers must act in a reasonable and prudent manner.

No matter wh'at level of training, providers must do everything for the patient.
The condmonF of the law vary in each state.

Wthh statement is false regarding shock?

a. There is in. g, .uwc circulation to body parts.

b. The patient’s'body is kept warm to prevent chilling.

c. Blood pressute increases.

d. Pulse becomes rapid and weak.

e. The medical &ssistant can administer medication as ordered by the physician.
W

a

b.
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'hich of the folldwing body areas would be more suited to a spiral bandage for wounds or injuries?
arms or legs ,' c. supporting fractures or sprains
wrist or knee ! d. hands, fingers. or toes
Which of the followmg is not an important assessment when caring for injuries to the musculoskeletal system?
Note the extent of swelling and bruising.
Note deformity and pain.
Note use of e\(tremlt\
Note blood pressure

a0 o
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69. Which of the follgwing is not a characteristic of heat exhaustion?
a. cold. clammyiskin d. headache
b.  pulse full. strong. and bounding e. general weakness
c. profuse swanting
70. Which of the folld’\\ing types of shock might occur if a person who has a hy persensitivity to a sting is not seen
immediately? :
a. respiratory f ¢. anaphylactic
b. cardiogenic - d.  metabolic
71. What is the commen term for the medical term syacope?
a. dizziness :3 d. fainting
b. ringing " €. \vomiting
¢.  perspiration
72, Which of the following is not an appropriate response when caring for a person who is having a seizure?
a.  Remove objects from the surrounding area to prevent injury.
b.  Hold patient in position and restrain from convulsing.
c. Do not force anything between teeth.
d.  Cushion the ;iatient's head.
e. Roll head side to side if individual vomits.
73. A patient calls and states her husband is having some loss of vision, weakness. confusion. and some slurred
speech. Which of;l_ihe following might the possible assessment?
a. seizure P c. stroke
b. heart attack d. epistaxis
74. Which of the folld‘,wing is the most appropriate assessment for the symptoms of ashen skin coloring, profuse
perspiration, cyandsis of the lips and nail bed, and nausea?
a. epileptic seizure c. diabetes
b. heart attack gl d. stroke
75. Which of the following is not an acceptable reason for ceasing CPR?
a.  Another trained person can take over.
b. EMS arrives and takes over care.
c. You are physically unable to continue.
d. The patient iq’_not responding and dies.
e.  The environment becomes unsafe.
76. Which of the following is the most appropriate action of the medical assistant if a patient feels faint in the
examining room?’
a. Administer smelling salts.
b. Lay the patienit down or sit with the patient’s head down.
c.  Return the paﬁient to the chair.
d. Sitthe patient up and administer oxygen.
e.  Getthe physigian immediately.
77. Where do you ini!ﬁally feel for a pulse in an unconscious victim prior to beginning cardiopulmonary
resuscitation? ,
a. carotid ,‘ d. femoral
b. brachial i e. apical
¢. radial '
78. What is the one-nfinute rate of external cardiac compressions for one-rescuer CPR for an adult?
a. 50-70 : c. 80-100
b. 60-80 - d. 110-120
’4
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Mrs. K. brings her 83-year-old husband. Jim. to the clinic for a six-month cardiac checkup. As you are
walking Mr. K. back to the examination room, Mr. K. collapses on the floor.

"

79. Mr.K.is unrespoﬁsi\'e. W hat do you do next?
a. Start CPR. ", ¢. Check pulse and pupils.
b. Assess ABCsy d. Ask ~Are you okay?”

80. Which of the follawing most often contributes as much to a patient’s well-being as does the medical attention
given by the ph)'sician‘?

a. location f ¢. accessibility
b. size d. environment
. ~ ~ ! . .
81. Which of the follawing colors can be overwhelming?
a. yellows and dranges c. greens and blues
b. browns and keobs d. reds and purples

82 Which of the following is a mandatory action for managing drugs identified in the Controlled Substances Act
list of narcotics and non-narcotics?
a. stored in a logked cabinet and checked when the receptionist leaves the office
b. brought homé with the physician at the end of the work day
c. returned to the hospital at the end of the work day
d. treated the sahle way as any other medical supplies are treated
83. Which of the folldwing is the most effective way to check a room’s readiness for a patient?
a. Check all the:supplies.
b. Put yourself i the room as a patient.
c. Ask the patieht if the room is comfortable.
d. Dust and clean the room daily.

84. Which of the following is not a guideline to room readiness?

a. comfortable temperature c. empty cabinet surfaces
b. pleasant lighiy d. clean room
___ 85. Whoshouldbec led when you are unsure about security precautions for the office neighborhood?
a. patients for tHgir opinion c. EMS services
b. law enforcem‘;nt d. physicians for their preferences

86. Which of the follq"wing is not an appropriate example of accessibility features?
hallways accgmmodating wheelchairs
step walkwayd with no ramps
signage in Braille
wheelchair width doors
. bathroom facilities for disabled
87. Which of the following best describes the person who sets the social climate for the interchange between the
patient and physic;i:an?
a. physician : c. receptionist
b. clinical assistv‘ant d. bookkeeper
88. Which of the folldwing is the most appropriate action of the receptionist when there is a delay in the
physician’s schedhle’.’
a. Call patients for examination as quickly as possible.
b. Ask everyone to make another appointment.
c. Notify patienis of delay and offer alternatives.
d. Escortas mar?y patients as possible to exam rooms.
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