
Curriculum Guide 
Program Area:  Medical Assisting Services 

 
  

Standard 1.0 - PREPARE TREATMENT ROOM FOR EXAMINATION OF PATIENT 

Measurement Criteria Content Implementation Terminology Testing 

Item 

1.1 Clean and arrange patient care 

areas and check for safety hazards 

before rooming each patient and 

at end of day 

 Stocking according to a checklist, 

obtaining equipment needed and 

preparing the exam table are the 

responsibility of a medical assistant 

when setting up the exam room 

 x 

    Safety hazard  

1.2 Stock instruments and replenish 

supplies 

 Stock should be rotated so the older 

items are used first 

 x 

   Sterilize Instruments at the end of 

each day 

 

Organize exam room supplies 

identically for physician efficiency 

FIFO—First In, First Out  

1.3 Supply fresh linens and paper 

supplies 

 Table paper should be changed after 

each patient 

 x 

   Check table paper rolls daily; always 

have backup roll in each exam room 

  



   
 

Medical Assisting Page 2 
March 2016 

This project partially funded in Partnership with AZ CTE Programs of Study 

 
 
 

1.4 Ensure functionality of all exam 

room equipment 

 A medical assistant should remove 

faulty equipment, calibrate 

equipment according to established 

guidelines and be sure equipment is 

operational 

Calibrate x 

      

1.5 Position instruments and 

equipment 

  

 

 x 

   Indicate which procedure and how 

to position instruments 

 

Identify specific equipment names 

Mayo stand 

 

 

1.6 Check dated supplies for 

expiration; properly dispose of 

expired supplies 

   x 

   Dispose into biohazard container 

accordingly. (Medications, Cultures, 

Blood Collection Tubes, etc.) 

Vial 

Vacutainer 

Culture 
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2.0 – MANAGE FINANCIAL AND INSURANCE TRANSACTIONS 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

2.1 Complete insurance claim forms 

correctly (appropriate 

terminology, insurance plans, 

current ICD/CPT codes and HIPAA 

regulations) 

 Workman’s compensation is 

appropriate for job-related injuries 

 

Preferred provider/Indemnity 

insurance allows patients to choose 

out of network providers 

 

 

ICD stands for the International 

Classification of Disease coding 

system 

 

Secondary insurance, NPI, and a 

social security number are needed 

to complete an insurance form 

Indemnity Insurance 

Preferred Provider 

Secondary Insurance 

NPI 

 

x 

   Member ID, Group #, and Signature 

on File box checked required 

HCFA 

Member ID 
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 Group # 

2.2 Read, process, apply, and file the 

explanation of benefits (EOB) 

 Medicare is the fee schedule used  

as a base by health insurance plans 

to determine their fees 

 

 

Medicare 

EOB 

x 

    EOB – Explanation of 

Benefits 

Apply 

Allowable 

Fee schedule 

 

2.3 Enter procedure codes and 

charges accurately 

 The ICD manual is used to code a 

diagnosis 

 

The CPT manual is used to code an 

office visit 

ICD Manual 

CPT manual 

X 

 

3.0 - DEMONSTRATE BASIC MEDICAL KNOWLEDGE AND COMMUNICATION SKILLS 
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Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

3.1 Identify and define commonly 

used root word, prefixes, and 

suffixes 

Identify Define Prefix 

Define Suffix 

Define Word root  

 X 

      

3.2 Identify and use commonly used 

medical abbreviations 

 CVA is another name for a stroke  X 

      

3.3 Demonstrate appropriate verbal 

and nonverbal communication 

skills 

 Hearing impaired patients should be 

communicated with directly 

 

When addressing an elderly patient 

Mrs. Is the proper greeting  

 X 

   By law, a physician must bear the 

expense of an interpreter if a 

patient is hearing impaired and 

requests an interpreter; discuss 

various types of nonverbal 

communication/interpretation 

Body language 

Tone 

nonverbal 
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3.4 Demonstrate coping skills (e.g., 

trauma, dying, death) 

 Identify  the appropriate items to 

discuss when  a patient comes to 

the office (acknowledging the 

reason for the visit, record the 

patient’s history, and use active 

listening skills, avoiding issues that 

might upset the patient) 

Active listening skills X 

   Stages of Grief 

 

Chief complaint 

 

 

3.5 Demonstrate telephone 

communication skills (e.g., 

answering, screening, 

documenting) 

 Answering the telephone using the 

important technique: smiling, 

greeting, speech clarity, and 

annunciation, pitch inflection. 

Enunciation 

Clarity 

Inflection Pitch 

X 

   When placing someone on hold the 

assistant should ASK the patient on 

hold.   

 

When disconnecting from a call with 

the patient, the patient should 

hang-up first 

 

Triage  
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A patient should identify themselves 

with their name and DOB not the 

Medical Assistant 

 

4.0 – ASSIST WITH CHARTING PROCEDURES 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

4.1 Complete patient registration 

forms 

 When registering a patient an 

emergency contact, insurance card 

and personal information should be 

obtained 

 X 

      

4.2 Register patient on arrival and 

verify patient and chart using two 

patient identifiers 

 Picture ID 

Insurance Card 

 x 

      

4.3 Practice confidentiality of patient 

data following HIPAA regulations 

 All computer users should have their 

own password to access patient 

medical records 

 X 

    HIPAA  
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4.4 Identify and use the correct chart 

forms (paper and electronic) 

 The EMR computer application is 

used to enter a patient’s vital signs 

 

A lab requisition form is used to 

accompany a serum HCG order 

EMR 

HCG 

X 

    Serum 

Lab Requisition 

 

4.5 Note date, time, and reason for 

visit 

 An appointment card records the 

patient’s next treatment date and 

time 

 X 

      

4.6 Demonstrate knowledge of data 

collection formats for record 

keeping (e.g., SOAP, CHEDDAR, 

HPIP, POMR) 

 

 6 C’s of medical charting: 

Client’s words 

Clarity 

Completeness 

Conciseness 

Chronological order 

Confidentiality 

 

Back pain as a primary ailment is 

considered subjective 

Ailment 

Subjective 

Objective 

Chronological 

Conciseness 

Primary Ailment  

 

x 
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  Students should know which 

parts of the patient encounter 

(visit) go where in the patient 

note; this is a legal document and 

must be treated as such. 

 

 

SOAP notes –recognize each 

component and who is responsible 

for charting 

 

Explain  each component of SOAP 

notes SUBJECTIVE (MA), OBJECTIVE 

(DR), ASSESSMENT (DR), PLAN (DR) 

SOAP NOTES 

SUBJECTIVE: Pt 

complaints; 

OBJECTIVE: Dr.’s exam 

observations 

ASSESSMENT: Dr.’s 

diagnosis based on 

studies or exam 

PLAN: Dr.’s plan of action 

for patient 

 

Meaningful use 

 

 

5.0 - PERFORM SCHEDULING AND OTHER OFFICE FUNCTIONS 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

5.1 Obtain and verify patient 

information for scheduling 

registration and check-in 

 A patient’s name, date of birth, 

address, and insurance information 

should be routinely verified when a 

 x 
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patient checks in for an 

appointment  

 

      

5.2 Schedule patient appointments 

(paper and electronic); provide 

patients with complete 

appointment information 

 When scheduling an appointment 

for a new patient a medical assistant 

establishes a new electronic medical 

record 

 

The medical assistant should suggest 

an alternate time slot if a patient 

comes in without an appointment 

 

Double booking allows for more 

than 1 patient to be scheduled at 

the same time slot 

 x 

   Discuss types of scheduling: wave, 

double booking, clustering 

Clustering  

Double booking 

Wave scheduling 

 

5.3 Sort and prioritize mail, email, and 

FAXES 

 When  a patients lab report is 

received in the office a medical 

 x 
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assistant should date, time stamp 

and given to the physician 

   Discuss examples of lab reports; 

they are usually diagnostic. EX  

blood tests, EKG, CT’s, biopsy, MRI, 

UA…MA’s do not EVER give patient’s 

lab results without physician 

consent 

  

5.4 Prioritize and process telephone 

calls 

 A patient who is short of breath is a 

high priority call 

 X 

   When placing someone on hold the 

assistant should ASK the patient o 

hold.   

 

When disconnecting from a call with 

the patient, the patient should 

hang-up first 

 

Triage  

5.5 Obtain prior authorization from 

insurance companies 

 The insurance company determines 

preauthorization for payment of 

medical procedures 

Preauthorization  

 

X 

    Medical necessity  
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5.6 Process referrals  A referral form requires patient’s 

name, doctor’s name and diagnosis  

 X 

   

 

Discuss process in which primary 

care physicians refer patients to a 

specialist.  

 

Explain why specialists should 

always send consultation report 

back to PCP who referred patient 

 

Referral 

Diagnosis 

PCP 

specialist 

 

5.7 Process patient for checkout and 

provide any additional 

instructions 

 For a follow-up appointment the 

medical assistant should review the 

physicians orders, the physicians 

availability  and the patient’s 

availability  

 X 

      

5.8 Perform basic computer 

applications (word processing, 

spreadsheet, electronic health 

records, practice 

management software) 

 MA will use office technology 

according to office policy. 

 X 
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    EHR 

 

 

 

6.0 – PREPARE PATIENT FOR PHYSICAL EXAMINATION 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

6.1 Verify patient identification using 

two forms of identification 

 Verify last name and DOB.  X 

   Explain why a  patient should always 

provide their name and DOB to the 

MA 

  

6.2 Check vital signs (including 

manual blood pressure); obtain 

chief complaint, allergies, 

medication history, and pain level; 

and record findings 

 The head of the stethoscope should 

be placed over the brachial artery 

when taking a patient’s bold 

pressure 

 

Determine the pulse rate of a 

patient 

 

Sublingually 

Brachial artery 

Temporal thermometer  

Pain scale 

X 
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60 to 100 is a normal range for an 

adult pulse 

 

A medical assistant should observe a 

patient for 60 seconds when 

counting respirations 

 

An oral thermometer should be 

submitted sublingually 

 

A child’s temperature is best taken 

by a temporal thermometer 

 

A pain scale is the acceptable 

method utilized when assessing a 

patient’s pain 

    Stethoscope 

Sphygmomanometer 

Pulse 

Respirations 
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Blood pressure 

Vital signs 

6.3 Weigh and measure (standard 

and metric) height of patient 

 A scale should be balanced before 

weighing a patient 

 

Milligram, kilogram and gram are 

measurements of weight 

 

 x 

   Weigh a person using pounds   

6.4 Measure chest and head 

circumference of pediatric patient 

 MA should align the measuring tape 

in the center of the chest in line with 

the nipples. 

 X 

    Circumference 

Pediatric 

 

6.5 Recognize changes in patient 

condition and report changes to 

licensed health care provider 

 MA must demonstrate knowledge of 

normal vital sign values. 

 X 
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6.6 Prepare patient for exam or 

procedure (gown/drape) 

 When preparing a patient for a PAP 

exam the PAP tray should be 

checked to be sure it is complete 

PAP 

Lubricant 

Collection Devices 

Speculum  

Cervical Brush 

X 

      

6.7 Place patient in appropriate 

position for procedure (sitting, 

standing, supine, Sims, Fowler’s, 

semi-Fowler, prone, 

Trendelenberg, lithotomy) 

 Sim’s position is best for patient’s 

having a sigmoidoscopy 

 

A patient with emphysema should 

be placed in the semi-Fowler’s 

position 

 

Maintaining a wide base with feet 

apart demonstrates safe body 

mechanics 

Sigmoidoscopy 

Sim’s position 

Fowler’s Position 

Emphysema 

x 

    Prone 

Supine 

Gown 
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Drape 

Knee-chest 

Lithotomy 

6.8 Provide for patient comfort, 

safety, and privacy/modesty 

 Draping a patient provides 

protection for clothing, modesty and 

access to the physician 

 

When weighing an infant the 

medical assistant should place their 

hand over the infants abdomen 

Draping 

Abdomen 

x 

   Elderly women tend to prefer 

females to assist 

Modesty  

6.9 Instruct patients in preparation 

for examinations and procedures 

(e.g., routine physical exams and 

specialty exams) 

 A patient must comprehend 

instruction well enough to explain 

the directions to a family member, 

repeat or demonstrate the 

instructions, explain the medical 

instructions to the medical assistant  

 

A pillow should be offered when 

placing a patient in the knee chest 

position 

 x 
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7.0 -  ASSIST IN THE ADMINISTRATION OF SELECTED TREATMENTS AND MEDICATIONS 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

7.1 Change dressings or bandages  Before changing a dressing the 

medical assistant should explain the 

procedure to the patient  

Dressing 

Bandaging 

x 

      

7.2 Perform wound care (e.g., sterile 

technique, cultures) 

 MA must demonstrate surgical 

asepsis during wound care and 

specimen collection. 

 

Dosage x 

    Sterile technique 

Asepsis 

specimen 

 

7.3 Recognize changes in wound and 

report to licensed health care 

provider 

 MA must demonstrate knowledge of 

and be able to report stages of 

healing. 

 x 
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   Discuss stages of healing Inflammatory phase 

Proliferation phase 

Maturation phase 

 

 

7.4 Remove sutures and skin staples  0-0 is the smallest suture diameter  Diameter x 

    Sutures 

Skin staples 

 

7.5 Assist with physical modalities 

(e.g., application of heat/cold, 

splints/slings, ACE bandages) 

 A walker should be picked up and 

placed down all four legs 

simultaneously  

 

Back pain is caused from a patient 

using axillary crutches that are not 

fitted properly  

 

A cane is held on the opposite side 

of the body needing support 

Simultaneously x 

    Axillary 
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7.6 Analyze medication to be 

administered for correct use, 

dosage range, side effects, 

contraindications, and 

patient education 

 The first thing a medical assistant 

should do before removing 

medication from a secured area is 

verify the name of the drug 

 

 

Dosage 

Side Effect 

Contradiction 

Patient Education 

x 

   Show various forms of medications 

identifying the difference in 

dosaging; pills, injectables, capsules, 

creams, suppositories, drops 

PDR 

Parenteral 

Sublingual  

Buccal  

Transdermal  

Oral  Suppository  

Ophthalmic 

 

7.7 Identify apothecary 

measurements 

 MA should know and understand 

common abbreviations for 

apothecary measurements. 

Apothecary 

Kilogram 

Milligram 

Cubic Centimeter 

Gram 

x 
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Milliliter 

 

      

7.8 Perform dosage calculations    x 

   Perform basic drug calculations to 

ensure that the correct dose of 

medication is given.  

 

Use a tool such as the Comparison 

of Household, Apothecary, and 

Metric Liquid Measurements Chart  

  

7.9 Calculate amount and prepare 

medication to be administered to 

patient 

 MA should review the 8 Rights of 

Administering Medication. 

 x 

    Route  

7.10 Administer provider-prescribed 

medication via specified routes 

applying the “eight rights” 

 The needle range for an 

intramuscular injection with an 

obese adult is 2-3 inches 

The needle range for an 

intramuscular injection with an 

average adult is 1 to 1 ½  inches 

Sublingual 

Intramuscular 

Intradermal 

Suppository  

x 
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Identify what is included in the 

RIGHTS of drug administration 

 

Sublingual medication is 

administered under the tongue 

 

A TB skin test is an Intradermal 

injection 

 

Oral forms of medication include 

suspension, tablet and capsule 

    TB  

7.11 Re-evaluate patient for adverse 

reactions and report changes to 

licensed health care provider 

 After procedure patient should wait 

in lobby for 15- 30 minutes before 

released by MA 

 x 

   Discuss difference between an 

adverse reaction and an allergic 

reaction and their related 

symptoms/treatments 

Adverse reaction 

Allergic reaction 
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Epinephrine 

Epi-pen 

7.12 Perform prescription refills as 

directed by licensed health care 

provider 

 When refilling a prescription via 

phone the dosage, patient name 

and drug name should be requested 

 

 x 

   Discuss prescriptions that must be 

written vs. called in (ie. Narcotics) 

 

Discuss process of e-scripts 

Narcotics 

Schedule Drugs 

DEA # 

Controlled substance 

 

7.13 Explain vaccinations (e.g., 

types/use, administration, record 

keeping) 

 MA Provide VIS form and consent. 

Administer vaccines and chart in 

vaccine record and patient chart. 

Vaccine 

Administration 

VIS – Vaccine Information 

Sheet 

Vaccine Record 

Consent Form 

x 
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8.0 - ASSIST PROVIDER WITH PATIENT EXAMINATION 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

8.1 Provide instruments and materials 

as directed 

   x 

   An incision and drainage tray would 

be provided for the removal of a 

sebaceous cyst 

Incision 

Drainage  

Sebaceous cyst 

Autoclave 

Mayo stand 

 

 

8.2 Assist physician in minor surgery    x 

   Describe why it important to 

strictly  adhere to aseptic 

techniques  necessary when 

assisting with minor surgery 

 

  



   
 

Medical Assisting Page 25 
March 2016 

This project partially funded in Partnership with AZ CTE Programs of Study 

 
 
 

Explain why, when in doubt 

about sterility, one should 

assume the item  is not sterile.  

 

8.3 Collect and process specimens  A specimen label should have  the 

patient’s name, date of birth, 

source, date and time of collection 

 

A urine sample can sit no longer 

than 60 minutes before it must be 

refrigerated 

Specimen 

  

x 

    Collection method 

Mid-stream/clean catch 

fasting 

 

8.4 Recognize a medical emergency 

and assist in providing aid 

 Chest pain is a sign of a heart attack 

 

Confusion, slurred speech and facial 

drooping are signs of a stroke 

 x 

    Myocardial infarction 

Cardiac arrest 
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Cerebrovascular accident 

Anaphylaxis 

Stroke 

Angina pectoris 

8.5 Explain and demonstrate 

cardiopulmonary resuscitation 

 The first step of CPR is determining 

if the patient is responsive 

 

Proper hand placement when 

performing CPR prevents fractured 

ribs 

 

To open the airway the chin should 

be lifted 

Responsive 

Fractured 

x 

    C-P-R 

A-B-Cs 

Sternum 

Compressions 

Xiphoid process 

Good Samaritan Law 
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8.6 Perform CLIA-waived point-of-

care testing 

 Record controls prior to testing is 

required prior to performing a CLIA 

waived test 

Clinical Laboratory 

Improvement 

Amendments (CLIA) 

Waived Test  

 

Clinical Laboratory 

Improvement 

Amendments (CLIA) 

 

x 

   Give examples of CLIA waived tests: 

glucose testing, Hgb, hcg, etc. 

  

8.7 Employ principles of asepsis (e.g., 

sanitization, disinfection, 

sterilization) 

 During a procedure it is the 

responsibility  of the medical 

assistant to follow sterile techniques  

 

1 inch is the required safety margin 

when opening a sterile package 

 

Autoclaving is the most effective 

method of sterilization in a medical 

office 

Autoclave 

Asepsis 

Sanitization 

Disinfection 

Sterilization 

 

 

X 
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The initial process prior to sanitation 

is soak, scrub and wash 

 

 

 

    Sterile pack 

Sterile wrap 

 

8.8 Assist with patient 

education/instruction 

 A fasting blood draw should be done 

at the beginning of the day  

Fasting x 

      

 

9.0 - MANAGE MEDICAL RECORDS 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

9.1 Identify components of the 

medical record 

 A patient’s allergies would be 

recorded in the medical history  

 x 

    NKDA  
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PCN 

NSAIDS 

ASA 

Latex allergy 

9.2 Ensure completeness of the 

medical record 

   x 

   Emphasis must be placed on the 5 

factors that improve quality and 

usefulness of charted information 

(accuracy, relevance, completeness, 

timeliness and confidentiality) 

  

9.3 Maintain integrity and security of 

the medical record 

 A medical assistant should log off 

electronic medical records to ensure 

security  

 X 

    HIPAA  

9.4 Explain medical filing systems 

(e.g., numeric, alphabetical) 

   X 

   Generally color coded; labeled by 

year of most recent patient 

encounter; filed by patient last 

name, first name. Other identifiers 

such as a patient account number as 

well as DOB are present. Charts 

  



   
 

Medical Assisting Page 30 
March 2016 

This project partially funded in Partnership with AZ CTE Programs of Study 

 
 
 

must be kept for 7 years.  Charts are 

divided into multiple categories for 

efficient encounters; History& 

Physical; Progress Notes; 

Labs/Xrays; Prescriptions; OP 

Reports; Insurance and Misc. 

9.5 Explain record retention practices  Medical records should be 

maintained for 7 years, Also kept in 

off site storage 

Retention X 

      

9.6 Explain release of medical record 

and HIPAA requirements 

 A patient’s records should be 

retrieved to obtain medical history, 

for a subpoena, to note a response 

for treatment, not for a family 

member's request 

 

Medical Records may not be 

released without the patient's 

signed consent. 

Subpoena 

Consent 

 

x 

   Discuss difference between 

releasing records to the patient vs. 

releasing to the referring physician 

or other entity (ie. Attorney) 
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10.0 - APPLY STANDARD PRECAUTIONS AND SAFETY MEASURES 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

10.1 Demonstrate knowledge of 

communicable diseases and 

bloodborne pathogens 

 Hepatitis B is the most common 

disease a provider may contract 

Communicable Diseases 

Bloodborne Pathogens 

x 

   Discuss the “Big 3”—HIV, HCV, and 

HBV 

HBV 

HCV 

HIV 

pathogen 

 

10.2 Use Universal Precautions 

according to OSHA (Occupational 

Safety and Health Administration) 

and use Transmission-based 

Precautions according to CDC 

(Center for Disease Control) 

  OSHA 

CDC (Center for Disease 

Control) 

Transmission Based  

Universal Precautions 

x 

   Discuss PPE and demonstrate proper 

use of PPE, ie  gowns, gloves, face 

shields; have students demo how to 

don and remove PPE 

PPE-personal protective 

equipment 
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10.3 Use proper hand hygiene 

according CDC (Center for Disease 

Control) 

 Fingertips should be pointed below 

the elbows when performing 

medical aseptic hand washing 

Aseptic x 

      

10.4 Don, remove, and discard PPE 

(personal protective equipment 

such as gloves, gowns, masks, lab 

coats, 

goggles, and face shields) 

according to standard procedure 

 If a glove tears during a procedure 

stop, remove the glove, sanitize and 

reapply 

DON 

PPE - personal protective 

equipment 

Standard Procedure 

X 

      

10.5 Demonstrate knowledge of 

isolation and the use of isolation 

procedures 

  Isolation X 

      

10.6 Comply with hazardous labeling 

requirements according to OSHA 

(e.g., safety signs, symbols, and 

special instructions) 

 MA should know and understand 

the hazardous labeling and the 

proper treatment/protocol with 

such items. 

 X 

    Sharps container 

Biohazard bag 
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10.7 Describe procedures for cleaning 

laboratory spills 

 Gloves should be the first thing put 

on when cleaning up a blood spill 

 

Proper use of a spill kit 

 

 

Spill Kit X 

   Explain the process for cleaning 

spills if spill kit not available: bleach 

10:1 ratio; double glove; saturate 

spill and let sit for 10 minutes; pick 

up any glass with tongs; discard 

materials used to clean up spill into 

biohazard container using tongs; 

booties come off first, gloves come 

off last 

  

10.8 Handle and dispose of 

contaminated and hazardous 

items according to OSHA 

guidelines 

 A sharps container should be ¾ full 

before changing  

 

Disposable equipment is used 

because it helps reduce the spread 

of infection 

Contaminated  X 
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    OSHA—Occupational 

Safety And Health Admin 

 

10.9 Use fire and chemical safety 

protocols (e.g., SDSs and the use 

of fire extinguishers) 

 If there is a fire in the facility sound 

the alarm and immediately move 

patients away from the fire 

 X 

   

 

Explain 4 types of fire extinguishers; 

Note specifically that Type 2 is foam 

based and used for chemicals and 

electrical fires, NEVER use water, on 

Type 2 fire. 

 

Also explain how to use a fire 

blanket, person should be laying 

down on floor, wrap in blanket, and 

roll until fire is out. NEVER put fire 

blanket on victim while they are 

standing as fire will instinctively be 

drawn up to the face and neck area. 

 

Explain proper use of emergency 

eyewash station and emergency 

shower station. 

 

  



   
 

Medical Assisting Page 35 
March 2016 

This project partially funded in Partnership with AZ CTE Programs of Study 

 
 
 

10.10 Describe evacuation plans used by 

various facilities and statewide 

alert codes 

   X 

   Explain general rules to follow when 

evacuating (never run in a medical 

office, move quickly, walk on right 

hand side of hallway, rescue 

patients and employees call 911) 

  

10.11 Maintain a clean work area (e.g., 

cleaning agents, Clorox, and other 

disinfectants ) 

 1 part bleach to 4 parts water  X 

      

10.12 Maintain a safe work 

environment (e.g., proper storage 

of equipment, materials, and 

chemicals; proper containment of 

food and personal items; hair tied 

back and minimal jewelry) 

 Vaccines must be stored alone and 

away from food and personal items 

 

 X 

   Discuss safety hazards: no dangling 

jewelry, hair tied back, closed toe  

solid leather (non-penetrable) 

shoes; no food or drink in lab; full 

body coverage. Chemical bottles 

never stored on floor. Check 
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eyewash and emergency shower 

stations weekly   

10.13 Use equipment, materials, and 

chemicals according to 

manufacturer guidelines 

 Autoclaves must be maintained 

weekly per manufacturer's 

guidelines. 

 X 

      

10.14 Report unsafe conditions for self 

and others (e.g., frayed cords, 

spillages, puddles on floor, bed 

rails down) 

 Puddles and spills should be 

identified with ‘Wet Floor’ signage. 

 X 

      

10.15 Demonstrate proper body 

mechanics and lifting techniques 

 It is critical to use proper body 

mechanics to avoid injury to the 

patient and the medical assistant 

 X 

    Gait belt  

10.16 Demonstrate imaging safety  A medical assistant should provide 

instructions to a patient prior to any 

medical imaging procedure 

 X 

    Medical imaging  

10.17 Practice NPSG (National Patient 

Safety Goals 

 National Patient Safety Goals 

include: Medication safety, Patient 

NPSG X 
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Identification and Reducing patient 

falls 

 

 

      

10.18 Demonstrate understanding of 

and maintain SDSs (Safety Data 

Sheets) 

  Safety Data Sheet SDS X 

      

 

11.0 - APPLY LEGAL AND ETHICAL PRACTICES 

Measurement Criteria Content Implementation Terminology Testing 

Item 

11.1 Follow local, state, and federal 

laws and regulations for Medical 

Assistants 

 Malpractice includes: damages to a 

patient resulting from breach of 

duty, dereliction of duty by a 

physician to patient, duty owed by 

physician to patient 

Malpractice 

Dereliction 

Breach of duty 

5 D’s of Duty 

 

x 
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   Introduce the Medical Assistant 

Creed 

Hippocratic Oath 

Negligence 

Hippocratic Oath 

Deposition 

 

 

11.2 Explain HIPAA regulations and 

requirements 

   x 

   Discuss types of HIPAA violations 

and fines. 

  

11.3 Adhere to organizational policy 

and procedures for Medical 

Assistants 

 In the case of  a patient disclosing 

they have been abused a medical 

assistant should notify the doctor 

immediately   

 x 

      

11.4 Maintain positive professional 

relationships in the workplace 

 A medical assistant should remain 

calm and try to be as helpful as 

possible when dealing with an angry 

patient  

 X 

      

11.5 Understand and respect cultural 

differences 

 MA should always practice 

standards of behavior. 

Cultural 

Tolerant 

X 
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Dignity 

Empathy 

   Incorporate cultural differences in 

terms of how death is dealt with and 

what types of rituals/customs to be 

aware of 

  

11.6 Perform professional 

responsibilities with honesty, 

reliability, and integrity 

 MA should only practice within their 

scope of work and under the direct 

supervision of a physician. 

Ethical 

Reliability 

Integrity 

X 

    Scope of practice  

11.7 Perform only those tasks for 

which training has been received 

   X 

   MA’s may only perform skills that 

are within their scope. They cannot 

diagnose, order labs or other 

diagnostic procedures, or prescribe. 

They may not give medical advice. 

They can only do any of the above 

things with the permission and at 

the request of the physician. 
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12.0 – PERFORM OTHER CLINICAL SKILLS 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 

12.1 Perform venipuncture  Bevel up is the correct position of 

the needle for venipuncture 

 

Antecubital is the most common site 

used for venipuncture during a lab 

draw 

Venipuncture 

Bevel  

 

antecubital 

x 

   Discuss proper technique and safety 

precautions as related to 

venipuncture:   

Sharps container by dominant hand, 

tourniquet on for 2 minutes or less, 

order of draw, areas to avoid, having 

an ammonia ampule available for 

fainting, release tourniquet when 

last tube is ½ full, etc.  

 

Explain proper PPE for butterfly 

draw and self-sheathing needles 

Tourniquet 

Palpate 

Ammonia ampule 

Vacutainer 

Hub 

Winged infusion set 

Self-sheathing needles 

syncope 
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12.2 Perform electrocardiograms  On a 12 lead EKG the ground 

electrode is placed on the RL 

 

 The T wave represents the heart at 

rest during an EKG 

 

The P wave is the electrical activity 

associated with the contraction of 

the atria 

 

EKG 

Electrode 

RL 

Ground Electrode  

T Wave 

P wave 

Contraction 

SA Node 

Atria 

 

x 

    Artifact 

Standardization mark 

 

12.3 Perform visual acuity and color 

vision testing 

  

20 feet is the required distance from 

the Snellan Chart to perform a visual 

acuity for an adult  

Snellan Chart 

Ocular Spoon 

OD – Right eye 

OS – Left eye 

OC – Both Eyes 

X 
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    Visual acuity  

12.4 Perform audiometry  Audiometry measures hearing 

function 

Audiometry 

AS – Right Ear left ear 

AD – Left Ear right ear 

All – Both Ears 

X 

      

12.5 Perform basic spirometry and 

peak flow testing 

 The respiratory system is tested by a 

spirometry 

 

The spirometry test should be 

performed 3 times for accurate 

results 

 

 

Spirometry 

Forced Vital Capacity 

(FVC) 

X 

    Peak flow test  

12.6 Administer SVN (small volume 

nebulizer) treatment 

 Nebulizers deliver medication 

directly to deeper areas in the lungs 

SVN X 

    Asthma  
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12.7 Perform pulse oximetry  To perform a pulse oximetry a 

patient may be asked to remove nail 

polish 

 

SpO2 is saturated oxygen 

 

Pulse oximetry X 

      

12.8 Perform ear lavage  Warm water is used to perform an 

ear lavage 

 

Pulling up and back on the top of 

the ear is the proper manipulation 

of the ear in an adult ear lavage 

Ear lavage 

Lavage Manipulation 

X 

      

 

13.0 - IDENTIFY STRUCTURE AND FUNCTION OF BODY SYSTEMS 

Measurement Criteria Content Implementation 

 

Terminology Testing 

Item 
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13.1 Identify structure and function of 

the Integumentary System 

 Provides hemostasis to the body. 

Includes protection, regulation, 

sensation, absorption, and 

secretion. 

Integumentary System 

Hemostasis 

Regulation 

Absorption 

Secretion 

x 

   Discuss various diseases/disorders 

of the Integumentary system 

including risk factors, signs and 

symptoms, diagnosis, treatments, 

and prognosis. 

  

13.2 Identify structure and function of 

the Musculoskeletal System 

 Is composed of all the muscles 

within the body. Its function is 

contractibility. 

Musculoskeletal System 

Contractibility 

x 

   Discuss various diseases/disorders 

of the Musculoskeletal System 

including risk factors, signs and 

symptoms, diagnosis, treatments, 

and prognosis. 

  

13.3 Identify structure and function of 

the Circulatory System 

 The natural pacemaker of the heart 

is the SA Node 

Hypertension 

Circulatory System 

X 

   Discuss various diseases/disorders 

of the Circulatory System including 

SA—sinoatrial  
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risk factors, signs and symptoms, 

diagnosis, treatments, and 

prognosis. 

Artery 

Vein 

valve 

13.4 Identify structure and function of 

the Respiratory System 

 The respiratory system is most 

affected by emphysema 

Emphysema 

Respiratory System 

X 

   Discuss various diseases/disorders 

of the Respiratory System including 

risk factors, signs and symptoms, 

diagnosis, treatments, and 

prognosis. 

  

13.5 Identify structure and function of 

the Gastrointestinal System 

 HCL is an acid secreted by the 

stomach during digestion 

Cholecystitis 

Gastrointestinal System 

 

X 

   Discuss various diseases/disorders 

of the Gastrointestinal System 

including risk factors, signs and 

symptoms, diagnosis, treatments, 

and prognosis. 

Hydrochloric acid 

Large intestine 

Small intestine 

Liver 

Gallbladder 

Fecal 
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Bile 

colon 

13.6 Identify structure and function of 

the Urinary System 

 Eliminates waste in bladder, ureter, 

kidneys, urethra 

Urinary System X 

   Discuss various diseases/disorders 

of the Urinary System including risk 

factors, signs and symptoms, 

diagnosis, treatments, and 

prognosis. 

Urethra 

Ureters 

Kidneys 

Bladder 

 

 

13. 7 Identify structure and function of 

the Nervous System 

 Composed Brain and CNS. Transmit 

messages to all other body systems. 

Nervous System X 

  . Discuss various diseases/disorders 

of the Nervous System including risk 

factors, signs and symptoms, 

diagnosis, treatments, and prognosis 

  

13.8 Identify structure and function of 

the Endocrine System 

 The pancreas secretes insulin  

 

The hypothalamus controls the 

body’s temperature  

Insulin 

Endocrine System 

X 
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   Discuss various diseases/disorders 

of the Endocrine System including 

risk factors, signs and symptoms, 

diagnosis, treatments, and 

prognosis. 

Hormones 

Pancreas 

Thymus  

Pituitary  

Thyroid 

Hypothyroidism 

Hyperthyroidism 

 

 

 

13.9 Identify structure and function of 

the Reproductive System 

 Genitals of sex organs within 

organism to work together for the 

purpose of sexual reproduction. 

Reproductive System X 

   Discuss various diseases/disorders 

of the Reproductive System 

including risk factors, signs and 

symptoms, diagnosis, treatments, 

and prognosis. 

Testosterone 

Estrogen 

Progesterone 

Trimester 

STD 

Zygote 
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Fetus 

Embryo 

Uterus 

Fallopian tubes 

Ovaries 

Hysterosalpingooo-

phorectomy 

Puberty 

Menses 

Menopause 

Gonads 

 

 

13.10 Identify structure and function of 

the Sensory System 

 Part of the Nervous System. 

Responsible for processing sensory 

information neurological pathways 

and parts of the brain. 

Sensory System X 

   Discuss various diseases/disorders 

of the Sensory System including risk 

factors, signs and symptoms, 
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diagnosis, treatments, and 

prognosis. 

13.11 Identify structure and function of 

the Lymphatic System 

 Sickle cell anemia primarily affects  

African Americans 

Sickle cell anemia X 

   Discuss various diseases/disorders 

of the Lymphatic System including 

risk factors, signs and symptoms, 

diagnosis, treatments, and 

prognosis. 

Glands 

Immune 

Autoimmune 

Spleen 

Lymphoma 

Lymphedema 

Tonsils 

adenoids 

 

 
Terminology  

A 

ABC’s—airway, breathing, circulation 

Abdomen – the part of the body between the thorax and the pelvis; the cavity of this part of the trunk containing the chief viscera 

Accuracy- Each individual medical record MUST be correct 
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Active listening skills – paying attention completely to the speaker, concentrating on the verbal message, watching for nonverbal cues, and 

offering a response 

Adenoids-- an enlarged mass of lymphoid tissue in the upper pharynx, often obstructing breathing through the nasal passages. 

Adherence -"Sticking to" or "Being faithful to" 

Adverse Reaction - An unwanted effect caused by the administration of a drug. 

Ailment – a bodily disorder or chronic disease 

Allergic Reaction - sensitivities to substances called allergens that come into contact with the skin, nose, eyes, respiratory tract, and 

gastrointestinal tract. They can be breathed into the lungs, swallowed, or injected 

Allowable – The amount a contracted insurance company considers “reasonable and necessary” for a specific CPT code charge; this is the most a 

contracted physician can collect from a patient. 

Ammonia ampule-- Respiratory stimulant that works like smelling salts to revive the victims of fainting 

Anaphylaxis--a severe, potentially life-threatening allergic reaction. 

Angina pectoris—chest pain or discomfort 

Antecubital space – depression in the front of the elbow; it is the most commonly used site for venipuncture 

AP - peroxidase antiperoxidase complex; the Pap test is a procedure in which a physician scrapes cells from the cervix or vagina to check for 
cervical cancer, vaginal cancer, or abnormal changes that could lead to cancer. It often is called a "Pap smear." 

Apply payments – To post a payment to a service charge on a patient’s 

Artery-- A vessel that carries blood high in oxygen content away from the heart to the farthest reaches of the body. 



   
 

Medical Assisting Page 51 
March 2016 

This project partially funded in Partnership with AZ CTE Programs of Study 

 
 
 

Artifact (in ekg)—a pattern on an EKG strip used to indicate something that is not "heart-made."  These include (but are not limited to) electrical 

interference by outside sources, electrical noise from elsewhere in the body, poor contact, and machine malfunction.  Artifacts are extremely 

common, and knowledge of them is necessary to prevent misinterpretation of a heart's rhythm.  

ASA—Aspirin 

Asepsis- the state of being free from living pathogenic organisms, the methods of achieving a germ-free conditions 

Aseptic – free from germs, infection, and any form of microbial life 

Asthma-- chronic condition characterized by ongoing inflammation of the airways 

Atria – the upper chambers of the heart 

Audiometry – using an audiometer – an electronic instrument – to measure hearing ability 

Autoclave – machine creating steam or a type of gas that kills all microorganisms 

Autoimmune-- when the body's immune system attacks and destroys its own healthy body tissue 

Axillary - of or relating to the armpit 

B 

Bevel - a slanting edge; the slanted portion of a needle tip that facilitates non-traumatic entry into a vein 

Bile-- a dark green to yellowish brown fluid, produced by the liver, that aids the digestion of lipids (fats) in the small intestine 

Bladder-- A saclike structure that stores urine until it can be passed out of the body through the urethra 

Body Language - the process of communicating nonverbally through conscious or unconscious gestures and movements 

BP – Blood Pressure - the pressure of the blood in the circulatory system, often measured for diagnosis since it is closely related to the force and 

rate of the heartbeat and the diameter and elasticity of the arterial walls. 

https://en.wikipedia.org/wiki/Liver
https://en.wikipedia.org/wiki/Digestion
https://en.wikipedia.org/wiki/Lipid
https://en.wikipedia.org/wiki/Small_intestine
http://dictionary.reference.com/browse/urine
http://click.reference.com/click/nn1ov4?clkpage=dic&clksite=dict&clkld=390:1&clkdest=http%3A%2F%2Fdictionary.reference.com%2Fbrowse%2Furethra&clkmseg=57
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Brachial artery – the artery located in the antecubital space of the elbow, commonly used for taking blood pressure; also between the biceps 

and triceps muscles in pediatric and thinner adult patients 

Breach of duty – failure to perform an act required by law; the performance of an act in an unlawful way 

Buccal - of or relating to the cheek. 

C 

Calibrate – to use a known standard to measure the accuracy of equipment 

Cardiac arrest--a sudden stop in effective blood circulation due to the failure of the heart to contract; heart stops 

Cerebrovascular accident--The sudden death of some brain cells due to lack of oxygen when the blood flow to the brain is impaired by blockage 

or rupture of an artery to the brain. A CVA is also referred to as 

a strokehttp://www.medicinenet.com/stroke_symptoms_and_treatment/article.htm 

Chief Complaint - the primary symptom that a patient states as the reason for seeking medical care. 

Cholecystitis – inflammation of the gall bladder 

Chronological – in order of time; a chronological medical record follows the patient over a period of time with each new entry recorded by date 

rather than symptoms or diagnosis 

Circulatory System – bodily system consisting of the heart, blood vessels, blood and structure that make up the lymphatic system 

Circumference (pediatrics) - Head circumference is a measurement of a child's head around its largest area. It measures the distance from above 

the eyebrows and ears and around the back of the head. Also used to check measurement around the child’s chest, measuring tape should be 

aligned to patient nipples. 

Clinical Laboratory Improvement Amendments (CLIA) – enacted by Congress to regulate all laboratories that test human specimens to help 

ensure accurate patient test results 

http://www.medicinenet.com/stroke_symptoms_and_treatment/article.htm
http://www.medicinenet.com/stroke_symptoms_and_treatment/article.htm
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Collection Method -  The method in which blood is extracted from a patient for testing purposes. Ex: capillary puncture, venipuncture. 

Completeness - All documentation, including that from the clinics, hospital and urgent care, must be included in medical record. 

Compressions-- the act of applying pressure to someone's chest in order to help blood flow through the heart in an emergency situation.  

Conciseness – the act of being concise; expressing or covering much in few words; brief in form but comprehensive in scope 

Confidentiality - Medical records are confidential and protected by authority of the Privacy Act of 1974, its amendment and HIPAA.  

Contraction – drawing together; a shortening or shrinkage;  

CPR—Cardiopulmonary Resuscitation; a lifesaving technique useful in many emergencies, including heart attack or near drowning, in which 

someone's breathing or heartbeat has stopped. 

Culture - the cultivation of bacteria, tissue cells, etc., in an artificial medium containing nutrients. 

Current Procedural Terminology (CPT) manual – code book for procedures and services performed by providers 

D 

DEA # -   number assigned to a health care provider (such as a medical practitioner, pharmacist, dentist, orveterinarian) by the U.S. Drug 

Enforcement Administration allowing them to write prescriptions for controlled substanceshttps://en.wikipedia.org/wiki/Controlled_substances 

Deposition—the process of giving sworn evidence; out-of-court oral testimony of a witness that is reduced to writing for later use in court or for 

discovery purposes;  

Dereliction of duty – refers to a physician’s failure to act as any ordinary and prudent physician (a peer) within the same community would act in 

a similar circumstance when treating a patient 

Diagnosis - the identification of the nature of an illness or other problem by examination of the symptoms. 

Diameter – the length of a straight line passing through the center of a circle and connecting opposite points on its circumference; e.g. cranial 

diameter, pelvic diameter 

https://en.wikipedia.org/wiki/Physician
https://en.wikipedia.org/wiki/Pharmacist
https://en.wikipedia.org/wiki/Dentist
https://en.wikipedia.org/wiki/Veterinarian
https://en.wikipedia.org/wiki/Drug_Enforcement_Administration
https://en.wikipedia.org/wiki/Drug_Enforcement_Administration
https://en.wikipedia.org/wiki/Controlled_substances
https://en.wikipedia.org/wiki/Controlled_substances
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Dosage – the giving of medicine or other therapeutic agent in prescribed amounts 

Drainage – systematic withdrawal of fluids and discharges from a wound, sore, or cavity 

Drape -  A paper or cloth covering placed over a patient's body during medical examination or treatment, designed to provide privacy or a sterile 

operative field.  

Draping – using sheets to protect patient privacy and modesty and keep the patient warm 

Dressing – sterile covering placed directly over a wound to absorb blood and other body fluids, prevent contamination, and protect the wound 

from further trauma 

E 

Ear lavage – to wash out or irrigate the ear 

EHR - An electronic health record (EHR) is a digital version of a patient's paper chart. EHRs are real-time, patient-centered records that make 

information available instantly and securely to authorized users 

EKG –tracing or recording of electrical activity as it moves through the heart  

Electrode – either of two terminals of an electrically conducting system or cell; the uninsulated portion of a lead that is in direct contact with the 

body 

Electronic Medical Record (EMR) – electronic means of gathering, documenting, and storing information about the patient and the care 

received in the medical setting; also known as electronic health record (EHR) 

Embryo-- generally considered to be between the first and the eighth week of development after fertilization 

Emphysema – progressive respiratory system disease in which the tissues necessary to support the physical shape and function of the lung are 

destroyed, causing shortness of breath and other symptoms 
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Endocrine System - Collection of glands of an organism that secrete hormones directly into the circulatory system to be carried toward a target 

organ 

Epinephrine - a heart stimulant, to constrict the blood vessels, and to relax the bronchi in asthma. Used when someone is experiencing 

anaphylaxis (allergic reaction) 

Epi-pen - an injection containing epinephrine, a chemical that narrows blood vessels and opens airways in the lungs. Often carried by patients 

who frequently suffer from anaphylaxis; prescribed for self-injection 

Estrogen-- primary female sex hormone and is responsible for development and regulation of the female reproductive organs 

F 

Fallopian tubes - one of a pair of long, slender ducts in the female abdomen that transport ova from the ovary to the uterus 

Fasting – refraining from food and drink for a prescribed time period 

Feces—waste matter eliminated from the bowels. 

Fee Schedule - A fee schedule is a list of the plan's maximum payment amounts for specific services or supplies. Preferred providers have agreed 

to accept these fees as payment in full for services to enrollees. See "Allowed Amount, Medical Services" for more details. 

Fetus--  prenatal human between its embryonic state and its birth; begins at around 9 weeks after fertilization until birth 

Forced Vital Capacity (FVC) – maximum volume of air expelled when the patient exhales as forcibly and quickly as possible following one 

inhalation 

Fowler’s - head of bed elevated 45 to 60 degrees 

 

Fowler’s Position - Position used to promote oxygenation via maximum chest expansion – implemented during events of respiratory distress 

G 

http://en.wikipedia.org/wiki/Gland
http://en.wikipedia.org/wiki/Secrete
http://en.wikipedia.org/wiki/Hormone
http://en.wikipedia.org/wiki/Circulatory_system
https://en.wikipedia.org/wiki/Prenatal_development
https://en.wikipedia.org/wiki/Embryo
https://en.wikipedia.org/wiki/Birth
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Gait Belt – a device used to transfer people from one position to another, from one thing go another or while ambulating people that have 

problems with balance 

Gallbladder-- a small sac in which bile from the liver is stored 

Gastrointestinal System – the chain of organs of the gastrointestinal tract, from the oral cavity to the anus 

Glands-- a cell, group of cells, or organ producing a secretion 

Gonads -  a sex gland in which gametes are produced; an ovary or testis. 

Good Samaritan Law - legal protection to people who give reasonable assistance to those who are, or who they believe to be, injured, ill, in 

peril, or otherwise incapacitated.[1] The protection is intended to reduce bystanders' hesitation to assist, for fear of being sued or prosecuted for 

unintentional injury or wrongful death 

Gown--a long loose piece of clothing worn in a hospital by someone doing or having an operation 

Group Number -  an alpha or string of numerals used to identify the group of people belonging to a common community (typically as employees 

of a company) 

H 

HBV—Hepatitis B Virus; disease most commonly contracted by healthcare professionals; there is a vaccine 

HCFA - The Health Care Finance Administration, the part of the U.S. Department of Health and Human Services (HHS) that is responsible for 

administering Medicare and Medicaid. See: Medicare. Also see: Medicaid. This is the official form used and required for billing patient charges to 

a  medical insurance company. 

HCG – gonadotropic hormone; any hormone having a stimulating effect on the gonads 

HCV—Hepatitis C Virus; serious infection of the liver, no vaccine 

High Fowler’s - head of bed elevated 80 to 90 degrees 

https://en.wikipedia.org/wiki/Good_Samaritan_law#cite_note-dan-1
https://en.wikipedia.org/wiki/Wrongful_death_claim
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HIPAA - HIPAA is the federal Health Insurance Portability and Accountability Act of 1996. The primary goal of the law is to make it easier for 

people to keep health insurance, protect the confidentiality and security of healthcare information and help the healthcare industry control 

administrative costs. Law put in place to protect patient privacy, including health records, billing records, and any personal information related 

to patient’s relationship with health care facility.  Patient must give signed consent for release of any of the above information. 

Hippocratic Oath-- an oath historically taken by physicians swearing to practice medicine honestly and ethically. 

History and Physical; completed and signed within 24 hours of admission   

HIV—Human Immunodeficiency Virus; a chronic, potentially life-threatening condition caused by the human immunodeficiency virus (HIV) 

Hormone-- a chemical substance produced in an endocrine gland and transported in the blood to a certain tissue, on which it exerts a specific 

effect 

Hub- attaches to a double sided needle, thereby connecting a needle and a vacutainer tube in the process of performing venipuncture. 

Hydrochloric Acid—fluid in the stomach that aids in digestion 

Hypertension - A condition in which the blood pressure is consistently higher than 140/90 mmHG; also known as high blood pressure 

Hyperthyroidism—high functioning thyroid gland, causing weight loss, bulging eyes 

Hypothyroidism—low functioning thyroid gland, causing weight gain, depression, low libido 

Hysterosalpingooophorectomy—surgical removal of the ovaries, fallopian tubes and the uterus. 

I 

Immune-- protected from a disease; not susceptible; can be natural or by inoculation 

Incision – surgical cut into tissue 

Indemnity Insurance – managed care; a type of health insurance in which a patient can choose the hospital and provider and the insurer 

reimburses the patient of provider for a set percentage of the cost minus deductibles and co-payments 

http://encyclopedia.thefreedictionary.com/Physician
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Inflammatory Phase – first phase of wound healing, when a clot is formed. 

Insulin - produced naturally by the pancreas to process sugar in the body; diabetics who do not produce insulin must take daily injections of 

insulin 

Integumentary System - skin nails hair oil/sweat glands subcutaneous tissue and nerve endings 

Intradermal – directly under the first layer of the skin; intradermal injection is given directly under the first layer of the skin 

Intramuscular – into the muscle tissue; an intramuscular (IM) injection is given into the muscle tissue at a 90-degree angle 

intravenouly, orally, rectally,subcutaneously, sublingually, topically, or vaginally.  

K 

Kidneys-- either of a pair of bean-shaped organs in the back part of the abdominal cavity that form and excrete urine, regulate fluid and 

electrolyte balance, and act as endocrine glands  

Knee chest - a prone posture resting on the knees and upper part of the chest, assumed for gynecologic or rectal examination. 

L 

Lab requisition - A form used to request specific lab tests–eg, chemistry, hematology, microbiology, cytology, HIV, pathology, etc.  

Large intestine-- also called the colon, is part of the final stages of digestion. It is a large tube that escorts waste from the body 

Lithotomy- A supine position with buttocks at the end of the operating table, the hips and knees being fully flexed withfeet strapped in position 

Liver-- large gland in the body that has a rich blood supply, secretes bile, and helps in storing some nutrients and in forming some body wastes 

Low Fowler’s - head of bed elevated 15 to 30 degrees 

 

Lymphedema-- the accumulation of lymph in soft tissue with accompanying swelling, often of the extremities 
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Lymphoma-- a group of blood cancers that develop in the lymphatic system. 

M 

Malpractice – a legal issue defined as dereliction of duty by physician to patient 

Maturation phase - final phase of healing and occurs once the wound has closed. This phase involves remodeling of collagen from type III to 

type I. Cellular activity reduces and the number of blood vessels in the wounded area regress and decrease. 

Mayo Stand-A removable instrument tray set on a movable stand that is positioned over or adjacent to a surgical site; it 

provides a place for sterile instruments and supplies used during surgery. 

Medical necessity - a United States legal doctrine, related to activities which may be justified as reasonable, necessary, and/or appropriate, 

based on evidence-based clinical standards of care. Patient insurance benefits are often based on the insurance companies determination of 

whether or not a visit/procedure is considered “medically necessary”. 

Medical negligence—an act or omission by a health care provider in which the treatment provided falls below the accepted standard of practice 

in the medical community and causes injury or death to the patient, with most cases involving medical error. 

Medical Record; must be completed within 7 days of discharge or outpatient visit 

 

Medicare – a U.S. government insurance program for which persons aged 65 and over, and others with special conditions, are eligible 

Member ID number - a numeral or string of numerals that is used for identification 

Menopause-- the period of permanent cessation of menstruation, usually occurring between the ages of 45 and 55. 

Menses-- the periodic flow of blood and mucosal tissue from the uterus; menstrual flow. 

Mid stream/clean catch—a method of collecting urine in which a patient cleans the external urethral area and then “catches” the mid portion of 

their urine stream into a specimen container; used to diagnose urinary tract infections 
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Musculoskeletal System - Composed of muscles bones joints tendons and ligaments; gives the body shape and structure and allows body to 

move and support itself 

Myocardial infarction—tightness in the chest; when blood flow stops to a part of the heart causing damage to the heart 

musclehttps://en.wikipedia.org/wiki/Heart_muscle 

N 

Nervous System – organ system composed of the brain, spinal cord, and nerves which act together to serve as the communicating and 

coordinating system of the body, carrying information to the brain and relaying instructions from the brain; two main systems are the central 

nervous system and the peripheral nervous system 

NKDA—No known drug allergies 

Non – Verbal - not involving or using words or speech. 

Nonsterile - Not free from germs or microorganisms 

 

NPI – National Provider Identifier; a standard and unique identification number created by the U.S. Department of Health and Human Services 

for each provider of health care services, supplies, and equipment 

NSAID—Non-Steroidal Anti-inflammatory Drug 

O 

Objective symptom- measurable symptom felt by the patient and apparent to observers; factual information collected using the senses of sight 

hearing smell and touch; also called signs 

Operative Note- dictated and signed within 24 hours of operation/procedure  

 

Ophthalmic - of or relating to the eye and its diseases. 

https://en.wikipedia.org/wiki/Blood_flow
https://en.wikipedia.org/wiki/Heart_muscle
https://en.wikipedia.org/wiki/Heart_muscle
https://en.wikipedia.org/wiki/Heart_muscle
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Oral - of or relating to the mouth. 

OSHA – agency of the U.S. Department of Labor that monitors safety on the job and enforces standards for safety 

Ovaries-- the female gonad or reproductive gland, in which the ova and the hormones that regulate female secondary sex characteristics 

develop 

P 

P wave - a positive deflection in the normal surface electrocardiogram produced by the wave of excitation passing over the atria; it represents 

atrial depolarization, an intrinsic atrial event. 

Pain scale - an objective value of subjective pain; value (between 0 and 10) is ascribed by the patient to the pain experience, where 0 = no pain 

at all, and 10 = worst pain experienced/imaginable 

Palpate—examine by touch 

Pancreas-- a gland, situated near the stomach, that secretes a digestive fluid into the intestine through one or more ducts and also secretes the 

hormone insulin. 

Parenteral - administered or occurring elsewhere in the body than the mouth and alimentary canal. 

Pathogen—disease causing microorganism; bacteria, virus, fungi, protozoa 

PCN—Penicillin 

PCP – Primary Care Physician - a health-care professional and especially a physician who is authorized (as by an HMO) to provide primary care 

PDR - A trademark for Physicians' Desk Reference, a group of reference books containing druglistings, especially one for prescription drugs. 

Peak flow test-- a test that measures how fast a person can exhale (breathe out). This test checks lung functioning, and is often used by patients 

who have asthma. 

Pituitary—“Master Gland” of the body; controls all other endocrine glands. 
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Post-Operative Note- written immediately following surgery 

PPE—personal protective equipment 

Preauthorization – requirement to obtain prior approval for surgery and other procedures from the insurance carrier in order to receive 

reimbursement 

Preferred Provider Organization (PPO) – an insurance arrangement that requires the patient to use a provider under contract to the insurance 

company, which reimburses the provider at a discounted rate 

Prescription Narcotics - Opioid pain relievers) are used only for pain that is severe and is not helped by other types of painkillers. Must be 

prescribed by a physician and is highly addictive. (on the streets,  a drug or other substance affecting mood or behavior and sold for nonmedical 

purposes, especially an illegal one. 

Primary ailment – The “chief complaint” that the patient is being seen for; the symptoms or condition that the patient expresses as the concern 

for the visit. 

Progesterone-- female hormone important for the regulation of ovulation and menstruation 

Proliferation Phase – 2nd stage of wound healing when the wound is ‘rebuilt’ with new granulation tissue 

Prone - lying flat, especially face downward. 

Puberty-- the period or age at which a person is first capable of sexual reproduction of offspring 

Pulse oximetry - a noninvasive method of indicating the arterial oxygen saturation of functional hemoglobin using a pulse oximeter, a 

photoelectric device that measures oxygen saturation by recording the amount of light transmitted or reflected by deoxygenated versus 

oxygenated hemoglobin 

Pulse—heart beats as felt at one of the arterial pathways; the difference between the systolic and the diastolic blood pressure 

R 

Rectal - of, relating to, or affecting the rectum. 
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Referral - an act of referring someone or something for consultation, review, or further action: the directing of a patient to a medical specialist 

by a primary care physician or a person whose case has been referred to a specialist doctor or a professional body 

Relevance -It is important that medical records contain only information relevant to the patient’s healthcare 

Respirations- rate of breathing 

Respiratory System - composed of nose nasal cavity pharynx larynx and lungs 

RL – right leg; the “ground” leg used when performing an electrocardiogram 

Route-any one of the body systems in which a drug may be administered, such asintradermally, intrathecally, intramuscularly, intranasally, 

S 

SA Node – The natural pacemaker of the heart 

Safety Data Sheet (SDS) – An OSHA requirement that the chemical manufacturer, distributor, or importer provide Safety Data Sheets (SDSs) 

(formerly MSDSs or Material Safety Data Sheets) for each hazardous material. This brief provides guidance to help workers who handle 

hazardous chemicals to become familiar with the format and understand the contents of a product. 

Safety Hazard – A hazard is any source of potential damage, harm or adverse health effects on something or someone under certain conditions 

at work. 

Schedule drugs – A classification system established by the DEA that categorizes drugs by their addictive properties. Schedule 1 drugs are the 

most addicting, Schedule 5 is the least. 

Scope of practice-- procedures, actions, and processes that a healthcare practitioner is permitted to undertake in keeping with the terms of their 

professional license. 

Sebaceous cyst – abscess on the skin caused by infection of the sebaceous glands; a closed sac under the skin filled with a cheese-like or oily 

material 
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Secondary Insurance – when the patient has medical insurance through their own employer and the patient’s spouse also has medical insurance 

through their employer, the insurance coverage through the spouse is considered secondary 

Semi-Fowler’s - head of bed elevated 30 to 45 degrees 

 

Sensory System - body system of sense organs includes eyes ears nose mouth and skin 

Serum – related to Blood  

Sharps container-- A puncture-resistant and leak-proof container with a one-way top used to dispose of contaminated needles and other sharps 

materials 

Sickle cell anemia - a disease passed down through families (primarily in African American families); red blood cells which are normally shaped 

like a disc take on a sickle or crescent shape. Red blood cells carry oxygen to the body. Sickle cell crises often affect the bones, lungs, abdomen, 

and joints 

Sigmoidoscopy - a procedure by which a doctor inserts either a short and rigid or slightly longer and flexible fiber-optic tube into the rectum to 

examine the lower portion of the large intestine (or bowel) 

Sim’s position - position in which the patient lies on one side with the under arm behind the back and the upper thigh flexed; used to facilitate 

enemas 

Simultaneously – when things all happen at the same time 

Skin Staples - For sutures, doctors use a thread or strand of material to perform wound closure. The term "stitches" refers to the surgical 

procedure or process of closing a wound with sutures. Staples are another material that doctors sometimes use to make sutures or stitches. 

Small intestine-- the part of the intestine that runs between the stomach and the large intestine; the duodenum, jejunum, and ileum 

collectively. Approximately 22 feet in length. 

Snellan Chart – a chart that measures visual distance acuity; the largest symbols are on the top line of the chart, and each line thereafter is of 

decreasing size 



   
 

Medical Assisting Page 65 
March 2016 

This project partially funded in Partnership with AZ CTE Programs of Study 

 
 
 

Soap Notes - The SOAP note (an acronym for subjective, objective, assessment, and plan) is a method of documentation employed by health 

care providers to write out notes in a patient's chart, along with other common formats, such as the admission note. 

Specialist - Medical specialists are doctors who have completed advanced education and clinical training in a specific area of medicine (their 

specialty area).  

Specimen - A sample such as of tissue blood urine stool or sputum used for analysis and diagnosis 

Sphygmomanometer - an instrument for measuring blood pressure, typically consisting of an inflatable rubber cuff that is applied to the arm 

and connected to a column of mercury next to a graduated scale, enabling the determination of systolic and diastolic blood pressure by 

increasing and gradually releasing the pressure in the cuff. 

Spirometry – measurement of the breathing capacity by means of a spirometer; results can record total lung capacity, vital capacity, tidal 

volume, functional residual capacity, and residual volume 

Spleen-- serves a critical role in immune function because it purifies the blood and helps the immune system to recognize and attack foreign 

pathogens and allergens 

STD—Sexually Transmitted Disease; An infection transmitted through sexual contact, caused by bacteria, viruses, or parasites. 

Sterile - Free from bacteria or other living microorganisms; totally clean  

 

Sterile Technique - Aseptic Technique. Aseptic technique is used for short invasive procedures. It involves: Antiseptic hand hygiene (alcohol, 

betadine or chlorhexidine) Usually sterile gloves. 

Sternum—the breastbone; long flat bony plate shaped like a necktie located anteriorly to the heart in the center of the thorax (chest) 

Stethoscope - a medical instrument for listening to the action of someone's heart or breathing, typically having a small disk-shaped resonator 

that is placed against the chest and two tubes connected to earpieces 

Stroke-- The sudden death of some brain cells due to lack of oxygen when the blood flow to the brain is impaired by blockage or rupture of an 

artery to the brain. Also referred to as a cerebrovascular accident. 
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Subjective symptom – unmeasurable symptom felt by the patient but not apparent to an observer 

Sublingual - under the tongue 

Subpoena – a legal document that requires the office to present information such as the appointment book to the court 

Supine – lying on back, face upward. 

Suppository – an easily fusible medicated mass for introduction into the rectum, urethra, or vagina 

Suture - a stitch or row of stitches holding together the edges of a wound or surgical incision. 

Syncope—fainting 

T 

T Wave – the second major deflection of the normal surface electrocardiogram, reflecting the potential variations occurring with repolarization 

of the ventricles 

TB – Tuberculosis - Tuberculosis, commonly known as TB, is a contagious and an often severe airborne disease caused by a bacterial infection. 

TB typically affects the lungs, but it also may affect any other organ of the body. It is usually treated with a regimen of drugs taken for 6 months 

to 2 years, depending on the type of infection. 

Temporal thermometer – a thermometer that uses an infrared scanner to measure the temperature of the temporal artery in the forehead 

Testosterone-- male sex hormone that is important for sexual and reproductive development. 

Thymus-- a ductless, butterfly-shaped gland lying at the base of the neck, formed mostly of lymphatic tissue and aiding in the production of T 

cells of the immune system: after puberty, the lymphatic tissue gradually degenerates. 

Thyroid gland- A large gland in the neck that functions in the endocrine system. The thyroid secretes hormones that regulate growth 

and metabolism. 

Timeliness - There are specific time requirements for completion of the medical record 

http://dictionary.reference.com/browse/gland
http://dictionary.reference.com/browse/endocrine%20system
http://dictionary.reference.com/browse/hormones
http://click.reference.com/click/nn1ov4?clkpage=dic&clksite=dict&clkld=390:1&clkdest=http%3A%2F%2Fdictionary.reference.com%2Fbrowse%2Fmetabolism&clkmseg=57
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Tone - the general character or attitude of a place, piece of writing, situation, etc. 

Tonsils-- a prominent oval mass of lymphoid tissue on each side of the throat. 

Tourniquet-- a constricting or compressing device, specifically a bandage, used to control venous and arterial circulation to an extremity for a 

period of time. 

Transdermal - relating to or denoting the application of a medicine or drug through the skin, typically by using an adhesive patch, so that it is 

absorbed slowly into the body. 

Triage - the assignment of degrees of urgency to wounds or illnesses to decide the order of treatment of a large number of patients or 

casualties. 

Trimester—three stages of pregnancy divided into approximately 3 months each.  Each stage is marked by specific fetal development  

U 

Ureters-- tubes made of smooth muscle fibers that propel urine from the kidneys to the urinary bladder. 

Urethra-- tube that connects the urinary bladder to the urinary meatus for the removal of fluids from the body 

Urinary System - organs that produce store and eliminate urine from the body 

Uterus-- the organ in the lower body of a woman or female mammal where offspring are conceived and in which they gestate before birth; the 

womb. 

V 

Vacutainer - A  blood collection tube is a sterile glass or plastic tube with a closure that is evacuated to create a vacuum inside the tube 

facilitating the draw of a predetermined volume of liquid. 

https://en.wikipedia.org/wiki/Smooth_muscle_tissue
https://en.wikipedia.org/wiki/Urine
https://en.wikipedia.org/wiki/Kidney
https://en.wikipedia.org/wiki/Urinary_bladder
https://en.wikipedia.org/wiki/Urinary_bladder
https://en.wikipedia.org/wiki/Urinary_meatus
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Vein—blood vessels that carry blood from your bodies tissues back to the heart Venipuncture – the process of withdrawing blood from a vein for 

examination; also known as phlebotomy 

Vial - a small container, typically cylindrical and made of glass, used especially for holding liquid medicines. 

Visual acuity-- sharpness of vision, measured by the ability to discern letters or numbers at a given distance according to a fixed standard  

Vital Signs - clinical measurements, specifically pulse rate, temperature, respiration rate, and blood pressure, that indicate the state of a 

patient's essential body functions. 

W 

Wound Culture  - A diagnostic laboratory test in which microorganisms—such as bacteria or fungi from an infected wound, are grown in the 

laboratory on nutrient-enriched substance called media—then identified. 

X 

Xiphoid process-- the cartilaginous section at the lower end of the sternum, which is not attached to any ribs and gradually ossifies during adult 

life; triangular cartilage at the bottom tip of the sternum 

Z 

Zygote-- The zygote represents the first stage, lasting about 1 week, in the development of a genetically unique organism, created from 2 

different sets of chromosomes. 

 

 
 




