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Addendum to Kino College Student Catalog 
Volume 10 – August 2021. 

This Addendum is effective January 1, 2022 and applies to  
students starting on or after January 1, 2022. 

 

Satisfactory Academic Progress, p. 17 
Determination	of	Progress	
	
Course / Program SAP Evaluation Points 
Professional Medical Assistant 360 hours, 720 hours 
	

Professional Medical Assistant Program, p. 31 

Coursework 
The Professional Medical Assistant program consists of 720 clock hours (36 weeks) of instruction and externship.  It 
has been designed to effectively prepare one for the rigors of the modern medical office.  The program balances the 
study of the major body systems with the functional duties of the medical assistant in the new medical office.  The 
coursework initially introduces the basic sciences and subjects in a general manner and then using constructive 
repetition, brings the basics to the real-life medical environment and the bedside. 
	

Course Hours Description 

Introduction to the Program 
PMA021 48 

This course provides the foundation for the Professional Medical Assistant 
program beginning with an overview of the profession from both a 
physician and a medical assistant perspective.  Students are then 
introduced to the work habits, accountability, citizenship and 
communication expectations that will be required in the classroom, on the 
medical campus, and in the professional environment.  Students refresh 
their writing and math skills for success in both the classroom and the 
medical environment and are introduced to the information systems that 
will be used in the medical environment. 

Anatomy & Physiology 
PMA022 96 

Head-to-toe orientation of the human body.  Basic components include: 
topographic anatomy (basic orientation, landmarks and major structures); 
the musculoskeletal system (skeleton and hematopoiesis), upper body 
anatomy (skull, orbit, eye, oral cavity, neck structures), the chest (heart 
and great vessels, lungs), the abdomen (GI tract, endocrine organs), brain 
and spine anatomy (neurologic system: brain, spinal cord, and peripheral 
nerves), and the genitourinary system including the male/female 
reproductive organs.  The unit concludes with a comprehensive review of 
anatomy and physiology including extensive lab work, practical 
demonstration of knowledge. Students in this course will also receive 
CPR, BLS and First Aid training if not already certified. 
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Clinical Skills 
PMA023 64 

Comprehensive study and demonstration of the basic functions of the 
professional medical assistant within the back office of the medical office 
environment.  Components include charting, rooming, EKG’s, 
venipuncture, injections, lab samples, cardiology, surgical assisting, 
advanced skills, triage and clinical pharmacology as they apply to the 
medical office. 

Midternship 
PMA024 80 Observational and hands-on fieldwork in a clinical setting. 

Medical Disciplines I 
PMA025A 64 A series of lectures and observations of medical procedures, e.g., 

cardiology, surgery, and other medical specialties. 

Medical Disciplines II 
PMA025B 68 Continuation of the Medical Disciplines I series of lectures and 

observations of medical procedures. 

Medical Office 
PMA026 80 

The Medical Office includes patient history and documentation, charting, 
telecommunications and triage, the basics of electronic medical records, 
front office scheduling, telephone skills, forms and documentation, 
insurance, managed care eligibility, medical billing and coding, hostile 
patient and service recovery, emergency preparedness, leadership, and 
teamwork.  

Entry Into The Profession 
PMA027 60 

Field overview and a practical demonstration of skills learned.  Includes 
medical economics, law and ethics, accounting practices, certification 
preparation (anatomy and physiology, front office and back office medical 
procedures), professional image, and interview skills.  

Selected Topics 
  

Selected topics are inserted at strategic points within the program and are 
included in the courses and clock hours above.  Such topics include 
resume building, coping skills, clinical scenarios, and transitional care. 
Other selected topics might cover managing your up-line (supervisor, 
colleagues, patients, making friends); personal financing and budgeting; 
medical scribing; death, dying and palliative care; and addictions and 
recovery (counseling approach). 

Externship 
PMA028 160 Practical application of knowledge and skills learned in the 

program. 

Total Program 720  
	
	


