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The Medical Assisting Program Handbook is an information and reference guide on our policies; facilities; 
services; and personnel. The statements in the handbook are for informational purposes only and should not be 
considered the basis of a contract. 

Generally, the provisions outlined in the handbook are applicable as stated, but we reserve the right to initiate 
changes, including but not limited to academic requirements for graduation without direct notification to 
individuals. Any statement in the catalog is subject to change by the College. Though the MA Program 
Handbook is produced as a reference guide, each student is responsible for keeping apprised of current 
requirements for graduation for a particular degree program. 
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Introduction 
 

Welcome Letter 

Sandhills Community College 

Medical Assisting Program 

3395 Airport Rd. 

Pinehurst, NC 28374  

 
 

Dear Student, 

Welcome to the Medical Assisting Program! This program is energetic and packed with information. In the next 

several months you will study, write, learn, and make great friendships. Consider this time the beginning of a very good 

part of your life, and of your new career in the exciting, challenging, and rewarding field of medical assisting. 

The Medical Assisting Program at Sandhills Community College prepares you for employment in a flexible allied health 

field that provides opportunity for change and growth. You can expect to practice your profession in medical offices, 

clinics, health maintenance organizations, health departments and hospitals. Our courses will teach you professional 

skills that you can apply regionally and nationally. 

This manual has been prepared to help orient you to the SCC Medical Assisting Program. It serves as a supplement to 

the Sandhills Community College Student Handbook which covers general institutional policies as they relate to all 

students in the school. The rules, policies, and procedures recorded in this manual will guide you through your 

educational career in Medical Assisting. 

Please always keep this manual at your fingertips. Students are expected to exercise good critical thinking skills and 

show responsibility by being knowledgeable of and compliant with all policies contained within this manual – whether 

they pertain to the classroom, lab, or ambulatory clinical/practicum rotation sites. The SCC Student Handbook and 

other school publications will also serve as guidelines of your professional behavior and student responsibilities as you 

attend classes on campus and at rotation sites.  

It is the responsibility of each Medical Assisting student to review the handbook independently and to refer to it as 

needed during his/her enrollment. This handbook is designed to provide general information that is appropriate to the 

Medical Assisting program. Please read the handbook, cover to cover, retain it for future reference and submit all 

required forms by the set date noted for each form. 

This Program teaches the medical assisting curriculum which prepares you to be a medical assistant. The Program 

Director, Faculty, and staff are here to assist you on your journey. Please do not hesitate to schedule an appointment to 

speak with them and be sure to look through this handbook. It contains information you will need from application 

through graduation. 

 

We are excited that you have chosen Sandhills Community College’s program and we wish you much success. 

 

Sincerely, 
 

  Lori Forrester 

 
Lori Forrester  

Director, Medical Assisting Program  

Sandhills Community College
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Medical Assisting Program Contact Information 

 

 

 

Medical Assisting Program Director/ Lori Forrester, AAS, RMA, AHI (AMT) 

Coordinator     forresterl@sandhills.edu   

      (910)695-3913 

       

 
Medical Assisting Instructor               Lisa George, AS, CMA (AAMA)
      georgel@sandhills.edu 
      (910) 695-3982 
 
 
Senior Director of Career Training  Lori Degre 
      degrel@sandhills.edu 
      (910)695-3939 
 
 
 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:forresterl@sandhills.edu
mailto:georgel@sandhills.edu
mailto:degrel@sandhills.edu
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Allied Health Occupational Duties Comparison 

Medical assistants work alongside physicians, mainly in outpatient or ambulatory care facilities such as medical 
offices and clinics. They are instrumental in helping patients feel at ease in the physician’s office, and they often 
explain the physician's instructions.  

 
Job Responsibilities 
Medical assistants are cross trained to perform administrative and clinical/practicum duties. Here is a 
quick overview, though duties vary from office to office depending on location, size, specialty, and state 
law: 

▪ Using computer applications 
▪ Answering telephones 
▪ Greeting patients 
▪ Updating and filing patient medical records 
▪ Coding and filling out insurance forms 
▪ Scheduling appointments 
▪ Arranging for hospital admissions and laboratory services 
▪ Handling correspondence, billing, and bookkeeping 
▪ Taking medical histories 
▪ Gathering vitals 
▪ Explaining treatment procedures to patients 
▪ Preparing patients for examination 
▪ Assisting the physician during exams 
▪ Collecting and preparing laboratory specimens 
▪ Performing basic laboratory tests 
▪ Instructing patients about medication and special diets 
▪ Preparing and administering medications as directed by a physician 
▪ Transmitting prescription refills as directed 
▪ Drawing blood 
▪ Performing electrocardiograms 
▪ Removing sutures and changing dressings 

 

 
Medical Assistants are In Demand 
 
Medical assisting is one of the nation's fastest growing careers. Labor projections for 2016 through 2026 from 
the United States Bureau of Labor Statistics (BLS) indicate that while average job growth is seven percent, 
medical assistant job growth is twenty-nine percent. The BLS attributes this job growth to the following factors: 

▪ Predicted surge in the number of physicians' offices and outpatient care facilities 

▪ Technological advancements 

▪ Growing number of elderly Americans who need medical treatment 
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Medical 

Assistant 

Medical 

Office 

Assistant 

A 

RN CNA 
Dental 

Asst 
Physical 

Therapy 

Assistant 

Surg 

Tech 

Direct patient care ⚫ 
 

⚫ ⚫ ⚫ ⚫ 
 

Take patient medical history ⚫ ⚫ 
  

⚫ 
  

Patient education ⚫ ⚫ ⚫ 
 

⚫ ⚫ 
 

Obtain vital signs ⚫ 
 

⚫ ⚫ ⚫ 
  

Examine and diagnose   
⚫ 

    

Treatment of illnesses   
⚫ 

    

IV initiation and monitoring   
⚫ 

    

Venipuncture, injections ⚫ 
 

⚫ 
    

Electrocardiograms ⚫ 
 

⚫ 
    

Medication administration ⚫ 
 

⚫ 
    

Assist surgical procedures ⚫ 
 

⚫ 
   

⚫ 

Collect lab specimens ⚫ 
 

⚫ ⚫ 
  

⚫ 

Process lab specimens ⚫ 
 

⚫ 
 

⚫ 
  

Screen & follow up on abnormal labs ⚫ 
 

⚫ 
    

Hygienic care   
⚫ ⚫ 

   

Bedside care   
⚫ ⚫ 

   

Help patients follow plan of care ⚫ ⚫ ⚫ 
  

⚫ 
 

Sterilize equipment ⚫ 
   

⚫ ⚫ ⚫ 

Lift and transfer patient ⚫ 
 

⚫ ⚫ 
 

⚫ ⚫ 

Meal service    
⚫ 

   

Assist provider during exams ⚫ 
 

⚫ 
 

⚫ 
  

Prepare patients for surgery ⚫ 
 

⚫ 
   

⚫ 

Develop X-rays     
⚫ 

  

Assist with cast application/removal ⚫ 
 

⚫ 
    

Suture/staple removal ⚫ 
 

⚫ 
    

Prepare and clean treatment areas ⚫ 
 

⚫ 
 

⚫ ⚫ ⚫ 

Administrative duties ⚫ ⚫ ⚫ 
 

⚫ ⚫ 
 

Process insurance forms ⚫ ⚫ 
  

⚫ 
  

Computer skills ⚫ ⚫ ⚫ ⚫ ⚫ ⚫ ⚫ 

Equipment maintenance ⚫ ⚫ ⚫ ⚫ ⚫ ⚫ ⚫ 

Ordering equipment/supplies ⚫ ⚫ ⚫ 
   

⚫ 

Bookkeeping duties ⚫ ⚫ 
  

⚫ 
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Program Overview 
 

Students attending Sandhills Community College are taught the medical assisting core curriculum. The Medical 

Assisting core curriculum prepares multi-skilled health care professionals qualified to perform administrative, 

clinical/practicum, and laboratory procedures. Course work includes instruction in scheduling appointments, 

coding and processing insurance accounts, billing, collections, computer operations; assisting with 

examinations/treatments, performing routine laboratory procedures, electrocardiography, supervised 

medication administration; and ethical/legal issues associated with patient care. Graduates completing the 

program develop additional understanding of human disease, competencies in clinical/practicum skills, and 

effective communications. Coursework introduces students to the medical assisting profession and the 

healthcare setting. The final portion of the class includes an unpaid clinical/practicum, which gives the 

medical assisting student at least 160 hours of unpaid hands-on experience working in one or more 

ambulatory healthcare settings. Students also work on resumes, interview skills, and exam preparation. 

 

Sandhills Community College’s Mission 
 

The mission of Sandhills Community College is to provide educational opportunities of the highest quality to all 
the people of the Sandhills. 

The college is committed to the five core values of INTEGRITY, HELPFULNESS, EXCELLENCE, 
RESPECT AND OPPORTUNITY.  These values guide and direct Sandhills Community College as it seeks: 

• To welcome students of all ability levels and to provide programs that prepare them for employment or 
for transfer (EXCELLENCE). 

• To develop student and academic support services that promote student success (HELPFULNESS). 
• To provide training for local businesses and enhance the economic well-being of the region 

(OPPORTUNITY). 
• To contribute to the cultural and artistic richness of the community, and to the educational needs of our 

retired population (INTEGRITY). 
• To create a campus environment that celebrates its faculty and staff and supports their personal and 

professional development (RESPECT). 

Medical Assisting Mission Statement 

The Mission of the SCC Medical Assistant Program is to prepare medical students who excel in the knowledge, 

skill and professionalism required by employers in the medical community. 

 

Medical Assisting Program Goals 

• Prepare competent entry-level medical assistants in the cognitive (knowledge), psychomotor 

(skills), and affective (behavior) learning domains. Students must pass 100% of all 

competencies in the MA program and in the Master Competency List within 3 attempts 

to be able to progress in the MA program. 

• To help students’ complete competencies as required by our program. 

• To teach effective communication and patient advocacy. 



 

8 
 

• To help students understand and practice health safety policies and procedures and provide quality 

patient care. 

• To help students demonstrate professionalism, understanding and compassion while serving diverse 

populations. 

• Prepare students for immediate employment as a medical assistant. 

 

 

Medical Assisting Program Outcomes 

• Function professionally in a legal and ethical manner as a medical assistant. 

• Use medical terminology correctly. 

• Effectively communicate with other healthcare team members, patients, and physicians. 

• Procure and distribute both office supplies and medical supplies. 

• Manage documents, both paper and electronic, in a medical office. 

• Follow laws and regulations regarding patient privacy and confidentiality. 

• Demonstrate proficiency with basic medical testing procedures. 

• Display knowledge and use of techniques for asepsis, workplace safety, and risk management. 

• Demonstrate knowledge and competency in diagnosis and procedure coding and electronic billing of 
multiple insurances. 

• Integrate cognitive objectives and psychomotor and affective domain competencies into daily practice. 

 

 

Accreditation Status 

 
The Medical Assisting Program at Sandhills Community College is accredited by: 
Commission on Accreditation of Allied Health Education Programs 

25400 US Highway 19 North, Suite 158  

Clearwater, FL 33763 

(727) 210-2350  

www.caahep.org 

 

Upon the recommendation of the Medical Assisting Education Review Board (MAERB). Graduates of 

CAAHEP accredited medical assisting program may be eligible to sit for the American Association of 

Medical Assistants' (AAMA) Certification Examination to become Certified Medical Assistants, CMA 

(AAMA). 

 
American Association of Medical Assisting Endowment 

20 N. Wacker Dr., Ste. 1575  

Chicago, IL 60606  

(312) 899-1500.  

www.aama-ntl.org 

 

Students who successfully pass the MA program are also eligible to sit for the Registered Medical Assistant 

(RMA) with American Medical Technologies (AMT).  

www.americanmedtech.org 

 
Sandhills Community College is accredited by the Southern Association of Colleges and Schools Commission on 

Colleges to award associate degrees, diplomas, and certificates.  Contact the Southern Association of Colleges 

and Schools Commission on Colleges at 1866 Southern Lane, Decatur, Georgia 30033-4097 or call 404-679-4500 

for questions about the accreditation of Sandhills Community College. 

http://www.caahep.org/
http://www.aama-ntl.org/
www.americanmedtech.org
www.americanmedtech.org
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Technical Standards (Essential Functions) of the Medical Assisting Student 
 

Students enrolled in the Medical Assisting Program at Sandhills Community College must demonstrate 

competence in various intellectual, physical, and social areas. The Americans with Disabilities Act (ADA) ensures 

qualified applicants to public institutions the ability to pursue program admissions, however, the applicant must 

meet essential requirements. All students admitted to the Medical Assisting Program will be held to the same 

standards with or without reasonable accommodations. The following functions are considered essential 

requirements for admission, retention, and graduation in SCC Community College’s Medical Assisting Program. 

The purpose of these functions is to ensure Medical Assisting students provide safe, competent, and timely 

patient care. 

 

Physical and Emotional Standards:  

Medical Assisting students should possess and be able to demonstrate the following:  

 

1. Interpersonal Skills – Interpersonal abilities sufficient to interact with individuals, families, and 

health care professionals from a variety of emotional, cultural, and intellectual backgrounds. For 

example, the Medical Assisting student shall establish rapport with patients and the health care 

team members.  

 

2. Communication Skills – Communication abilities sufficient for interaction with others in verbal 

and written form. Verbal communication must be clear and easily understood. For example, the 

Medical Assisting student shall interview patients to obtain an accurate medical history.  

 

3. Cognitive Abilities: - Ability to be oriented to time, place, and person; organize responsibilities, 

and make decisions. For example, the Medical Assistant shall recognize emergency situations and 

be able to take effective and appropriate action.  

 
4. Mobility – Physical abilities sufficient to move from room to room and maneuver in small 

spaces, stand and walk for extensive periods of time. For example, the Medical Assistant may 

make repeated trips from reception area to patients’ rooms.  

 
5. Motor Skills - Gross and fine motor abilities sufficient to provide and assist with procedures 

safely.  For example, the Medical Assisting student must be able to support patients when 

ambulating and assist patients in and out of a wheelchair and on and off an exam table.  

 

6. Hearing – Auditory ability sufficient to monitor health needs of patients/clients. For example, 

the Medical Assisting student shall monitor alarms, emergency signals, and patient requests. 

 
7. Visual - Visual ability sufficient to perform medical procedures and for observation skills 

necessary in Medical Assisting duties. For example, the Medical Assistant student must be able to 

read instruments, scales, charts, and graphs; prepare and maintain medical records; observe the 

position of a needle bevel for injections and venipuncture.  

 
8. Tactile - Tactile ability sufficient to manipulate medical tools and equipment and carry out 

medical procedures. For example, the Medical Assisting student shall identify by touch potential 

sites for venous punctures and distinguish between veins and other subcutaneous structures 
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Student Fees 
 

There are expenses associated with the Medical Assisting Program expenses other than tuition, placement 

testing, and other college-related fees. Costs listed below are approximations only. 

 
 

Item 

 

Estimated Cost 

Work Keys Tests $34 

Scrubs, & Shoes $75-$120 

 
E-Book Bundle & work book 

 

  $270 
 

Stethoscope $40-$60 

Bloodborne Pathogen online class $24.99 

National exam application fee AAMA $125 AMT $135 

 
CPR for Healthcare Providers Class 

 

$55 

  
Background Check and Drug Screen for Clinical/Practicums 
 

 
$150 

Tuition $596 

Laptop varies 

 
Immunizations (see page 14) 

Varies based on 
immunizations/titers 
needed 
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Book List 
 

Required Text and Other Materials Needed: 

❖ A laptop computer with Windows & MS Office is required for this course. 

Cengage Unlimited 12 Months with Mind Tap 

Students will register for Cengage Unlimited the first day of class, a session is held with the Cengage 
representative and step by step instruction and assistance is provided. A credit or debit card is required to 
purchase the course materials. Cengage Unlimited provides access for all books and course materials listed 
below, these are included and should not be purchased separately.  E Text is required and included however, a 
hardback version is optional, and the representative will provide instructions during the session on rental and 
purchase options. 

 

 

➔ Medical Terminology for Health Professions, 9th Edition Ann Ehrlich; Carol L. Schroeder; 
Laura Ehrlich; Katrina A. Schroeder (MindTap) (Hardback Optional ISBN 978-0-357-51369-9 

➔  

  

➔ Medical Assisting: Administrative & Clinical Competencies, 8th Edition Michelle Blesi (MindTap) 
(Hardback Optional ISBN 978-1-337-90981-5)  

 

➔  
 
 

Student Workbook for Blesi’s Medical Assisting: Administrative & Clinical Competencies 8th Edition 
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➔ Math for Healthcare Professionals, 2nd Edition Mike Kennamer (Hardback Optional ISBN 978-1-
305-50978-8)   

➔  

   

 

 

Application Process 
 

Who can apply for the Medical Assisting Program? 
People of all races, gender and ages are invited to apply for the MA Program once they have obtained a 

high school diploma or HSE/GED and have successfully completed the Workplace documents 

WorkKeys test with a level 3 or higher and the Math WorkKeys test with a level 4 or higher. If you have 

successfully completed college level Math or English at a regionally accredited college, the WorkKeys 

exam is not required. To register for WorkKeys please call 910-695-3986, email WorkKeys exam results or 

college transcript to forresterl@sandhills.edu.   

 

How do I apply for the MA Program? 
Students must complete an application for the MA Program. The application will include: 

• Registration form 

• Provide High School or HSE/GED Transcripts 

• Evidence of up-to-date immunizations 

• Signed Memo of Understanding 

• Criminal Background and Drug Screen Consent Form 

• Liability Release 

• Student Handbook and Policy Agreement 

 

 

What if I am accepted to the MA Program? 
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Acceptance into the program is selective, students who meet all the program requirements will meet with 

the Medical Assisting Program Director, for an advising appointment. Advising appointments are not 

optional.  

 
Students accepted to the MA Program are required to undergo a background check and drug screening 

through Accurate Now or Castle branch, depending on which ambulatory clinical/practicum site you go to, 

right before attending clinical/practicums, not at registration. Due date will be provided by the Program 

Director. The clinical/practicum agency will determine approval for clinical/practicum affiliation for each 

individual student. In the event the clinical/practicum agency denies the student for clinical/practicum 

experiences and no alternative clinical/practicum sites are available, the student will not be able to meet the 

clinical/practicum objectives and will be withdrawn from the course by the college. 

 

SCC does not guarantee the admission of any student to any clinical/practicum facility. A student’s 

acceptance, participation and continuation at any clinical/practicum site are always subject to the approval 

and consent of the ambulatory clinical/practicum site. Students must be able to attend and progress in the 

assigned ambulatory clinical/practicum site. Alternate assignments will not be made because of inability to 

progress in an assigned ambulatory clinical/practicum setting. For these reasons, all Medical Assisting 

students must understand that it is critical that they comply with all policies and procedures of these 

ambulatory clinical/practicum sites and that they must satisfactorily perform and conduct themselves at the 

assigned ambulatory clinical/practicum site. Students are under a continuing obligation to supplement the 

information provided to SCC and any ambulatory clinical/practicum facility concerning background checks, 

criminal histories or convictions or any other background information. Failure to promptly provide 

updated or corrected information may be cause for removal from a clinical/practicum facility 

and/or from the Medical Assisting program. 

 

CPR certification must be completed before going to clinical/practicums and maintained through 

the completion of clinical/practicum. The course must be an American Heart Association Basic Life 

Support (BLS) for Healthcare Provider. Online courses and American Red Cross courses do not meet the 

criteria. Documentation of current CPR certification must be presented to the Program Coordinator. 

Students without current CPR certification will not be allowed in the clinical/practicum. Absences 

for delinquency in maintaining current CPR will not be excused. CPR courses are available on the SCC 

campus through the Continuing Education department. 

 

ONCE ENROLLED IN THE MEDICAL ASSISTING PROGRAM THE STUDENT WILL NOT BE 

ALLOWED TO ATTEND CLINICAL/PRACTICUM IF THE STUDENTS HEALTH 

INFORMATION IS NOT UP TO DATE OR IF ITS NOT PROVIDED. 

 

Course registration is completed through the Sandhills Community College Continuing Educations 

registration department in Van Dusen Hall. Students will receive information regarding required textbooks 

and syllabi from the Medical Assisting Program Director. 

Daily class attendance is mandatory and is required for students to meet program outcomes. 
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Required Immunizations 

 

 

 

 

Only official lab reports will be accepted as proof of titers. Receipts, unless they contain required information, will not 

be accepted as proof of immunization. 

 

 

 
Required Immunization 

 
How to Document Immunity 

 
Hepatitis B 

▪ Record of series of three injections or 

▪ Titer that demonstrates immunity 

Measles, mumps, 

and rubella (MMR) 

▪ Record of two doses or 

▪ Titer that demonstrates immunity 

 
Tetanus, 

diphtheria, and 

acellular pertussis 

(Tdap) 

 
▪ Record of one historical dose of Tdap and one of the following: 

 TD booster dose within ten years or 

 Tdap within ten years or 

 Titer that demonstrates immunity 

 
Varicella 

▪ Record of two doses or 

▪ Titer that demonstrates immunity 

 

 

 
 

Tuberculosis 

(required annually) 

 
 

▪ Documentation of TB skin test each year or 

▪ Documentation of QuantiFERON Gold blood test each year 

▪ If either test comes back positive, student must 

 Obtain a chest X-ray with written results or 

 Obtain a signed statement from a healthcare provider stating 

student is asymptomatic and poses no danger to patients 

Influenza (required 

annually) 

 

▪ Seasonal influenza immunization is required each year 

Covid-19 
 

• Covid-19 record of 2 doses required 
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Covid - 19 1)Proof of series of two injections of Covid-19 vaccine 
1) Incomplete records 

2) Single vaccine 

 

 

 

 

 

 

 

Immunization Acceptable Evidence of Immunity Not Accepted 

Hepatitis B 1) Proof of series of three injections 

2) Positive antibody titer 

3) Proof of series of three vaccinations and positive titer 

4) Proof that series of three has been started, with specific dates 

student is scheduled to receive remaining vaccines. First two 

shots must be completed prior to the start of MA Part 3. 

1) Incomplete records 

2) Unofficial lab reports 

3) Single booster vaccine 

without follow up titer results 

4) Declinations 

Measles, mumps, 

and rubella (MMR) 

1) Proof of series of two injections of MMR vaccine 

2) Positive antibody titers for each 

3) Proof of series of two vaccines and positive titer for each 

4) Proof that series of two has been started, with specific dates 

student is scheduled to receive remaining vaccine. First shot 

must be completed prior to the start of MA Part 3. 

1) Incomplete records 

2) Unofficial lab reports 

3) Single booster vaccine 

without follow up titer results 

4) Declinations 

Varicella 1) Proof of series of two injections of varicella vaccine 

2) Positive antibody titer 

3) Proof of series of two vaccines and positive titer 

4) Proof that series of two has been started, with specific dates 

student is scheduled to receive remaining vaccine. First shot 

must be completed prior to the start of MA Part 3. 

1) Incomplete records 

2) Unofficial lab reports 

3) Single booster vaccine 

without follow up titer results 

4) Declinations 

Tetanus, 

diphtheria, and 

acellular pertussis 

(Tdap) 

1) Proof of Tdap in past with TD booster within ten years 

2) Proof of full Tdap received within past ten years 

3) Complete DPT (4+ vaccines) series within ten years 

4) Positive antibody titer 

5) Proof of Tdap and positive titer 

1) Incomplete records 

2) Unofficial lab reports 

3) Declinations 

Annual TB test 

(required annually) 

1) Proof of negative one-step test 

2) Proof of negative two-step test 

3) Proof of negative QuantiFERON Gold blood test 

4) Clear chest X-ray within one year with interpretation 

5) Signed statement from a healthcare provider stating student 

is asymptomatic and poses no danger to patients 

1) Incomplete records 

2) Unofficial lab reports 

3) Unsigned chart notes or 

reports without signatures 

4) Declinations 

Seasonal flu shot 

(required annually) 

1) Proof of completed seasonal influenza vaccine 1) Incomplete records 

2) Unofficial lab reports 

3) Unsigned chart notes or 

reports without signatures 

4) Declinations 
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Program Requirements and Policies 
 

Student Responsibilities 

All students are responsible for purchasing the following supplies and equipment prior to the first day 

of the first clinical/practicum competency course: 

• Stethoscope 

• Blue or black ink pens 

• Scrubs uniform 

• Shoes 

 

Program Attendance Policy 

The attendance policies in allied health courses are designed to help students develop behaviors that are desirable 

in a working environment, therefore students are expected to conduct themselves as they would on the job. 

Regular and punctual attendance in seated classes and participation in online classes is expected and is an 

obligation of all students. Additionally, students are expected to engage and participate in class discussions. 

Students who are drowsy or inattentive are not engaged and may be asked to leave the classroom.  

For a student to receive the optimum benefit of course instruction, regular class activity is required and recorded 

by the instructor. Students are expected to arrive on time and stay for the duration of each class; attendance will 

be recorded by the instructor at the beginning of every class. Failure to participate requires the instructor to 

withdraw the student from the course.  

For Medical Assisting Parts 1 & 2 students must attend a minimum of 92% of classes to learn the 
MAERB core curriculum competencies and achieve successful completion of the course. Once a student 
misses 3 days they will need to meet with the Program Director to discuss make-up hours/work, and the 
repercussions if they continue to be absent. Make-up work is at the discretion of the Program Director.  If 
a student misses three consecutive classes without contacting the instructor or program director, he or she 
will be dropped from the class. Additional time missed (coming in late or leaving early) in class will be 
counted for attendance. So over time if you miss 360 minutes of class that would be considered 1 absence.  
If the student misses more than 8% of the course they will be dropped from the class. 

 
Attendance requirements for the clinical/practicum portion of class are even more important 
due to critical manual skills being taught. Since the practicum/clinical experience is of major 
importance in the educational process, absences are greatly discouraged and will only be allowed with a 
doctor’s note or other documentation with the approval of the Program Director. 

  
Any time missed from an assignment must be made up. If the time is not made up, the student will 
receive a grade of Unsatisfactory or Incomplete (U/I) for the practicum/clinical component. There are 
no un-excused absences. 
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Students who are going to be absent from their ambulatory practicum/clinical site must notify the 
practicum/clinical site administrator AND the college program coordinator. Notification must be 
done as early as possible the morning of the day of the scheduled practicum/clinical assignment. If the 
student is aware the day before, the appropriate individuals should be notified immediately.  

  
 Make-up time should be arranged with the program coordinator and will only be considered with the 

appropriate documentation supporting an unavoidable absence. 

 

Student Illness / Injury  

If a student becomes ill or injured during class, they are to promptly report the problem to the instructor. 
If a student is at an assigned ambulatory clinical/practicum facility when ill or injured, they are to report 
immediately to the Clinical/Practicum Supervisor and then to the Program Director. 

If ill and medical attention is required, the student is responsible for the cost of medical treatment 
provided by their personal provider.  

If injured, a Sandhills CC incident report must be filled out in addition to whatever is required at the 
facility. If necessary, the student should report to the physician or an emergency care facility. All students 
who register for MA classes are insured for accidental injuries which may occur while in class, on college 
property, or while attending college clinical/practicums. Students will need to pay for treatment up front 
and then will be reimbursed by the College’s insurance. This coverage does not apply to commuting time 
between home and class. All costs incurred for examination and treatment for illnesses, however, shall be 
the responsibility of the student.  

Students are not to expect treatment for illness or injury in patient/client areas at assigned 
clinical/practicum facilities. (An exception to this may be in case of accidental needlestick – see 
Communicable Disease Exposure Incident Protocol).  

  
Student Appearance  

A. DRESS CODE  
Introduction 
The goal of the dress code is to provide guidelines for students so that you can maintain a 
professional appearance, increase the confidence of patients in the care they will receive, and 
improve infection control. 

Faculty is responsible for enforcement of these guidelines. 
 
1. Scrubs: 
Each student is required to wear a clean uniform pants and shirt. Uniforms should not fit tight.  
Gray (Graphite) uniform required, available through Landau Uniforms. 
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a. The student will wear uniforms selected by the Medical Assisting program. No T-shirts. 

b. The student will wear a name tag on the right breast pocket of the clinic jacket or a SCC student ID 
on an approved lanyard. 

c. The hemline of uniform pants will not fall below the sole of the shoe. Pants that drag the ground will 
be considered a violation of safety and infection control, and the student will be asked to leave the 
lab until the pants are the appropriate length. 

 
2. Footwear: 

a. White socks. 

b. Ankle socks are not suggested due to exposure of legs. 

c. White shoes must not have mesh on top of shoe. /clogs are acceptable if the top of the foot is completely 
covered. No Croc with holes. 

d. All shoes are to be closed toed. 
 

B. BEHAVIOR/LANGUAGE 
Medical Assisting students represent the Medical Assisting Program and Sandhills Community College, 
in general. 

• At all times, a professional attitude should be reflected in speech and in dress attire. 

• At all times, medical assisting students are expected to dress and behave with respect for them and 
with the highest respect and regard for others on campus. 

• Students who are reported to have embarrassed classmates, faculty and/or staff in regard to their 
wardrobe/behavior/language on campus or practicum site will be referred for a conference with the 
Program Director. 

• Serious and/or repetitive infractions could result in probation or dismissal from the Medical 
Assisting Program. 

 

C. MISCELLANEOUS 
1. Gum is not to be chewed in any lab class or clinical practicum site. 
2. No food or drink is allowed in the lab area. 
3. Students may not enter the lab unless they are in the appropriate uniform (long pants, closed-toe shoes, 
and with hair pulled back off the collar and anchored). 

4. Non-compliance with any stated policy will result in disciplinary procedures as noted. See “Disciplinary 
Procedures”. 

 

Required Apparel and Supplies  

• Uniforms and equipment are required while participating in on-campus courses beginning in the 
second semester and in Clinical/Practicums. All students must have the following uniform and 
equipment:  

• Landau Graphite (gray) scrub pants  

• matching scrub top  

• closed-toe, solid plastic, or leather white uniform shoes (no mesh or fabric)  

• student nametag (required for Clinical/Practicum only)  

Specific brand, style, and color must be purchased to insure uniformity of style and color, and low cost. Do 
not purchase without additional information, to be provided by the instructor.  

 
Classroom Safety 
Student safety is a very real concern in the Medical Assisting classroom as true hazards exist. Medical Assisting 
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course content includes instruction in all appropriate safety precautions prior to exposure to hazards. Students 
are expected to apply all safety precautions learned in the course to situations in the classroom and 
clinical/practicum facilities. The following safety precautions are enforced:  
 

• NO food or beverages are allowed in the classroom. 

• Students are required to wear closed toe shoes and all personal protective equipment (PPE) 
appropriate to the procedures being performed, including disposable fluid resistant lab coats and 
disposable gloves. PPE must be removed prior to leaving the classroom 

• Students are instructed in the location and use of emergency equipment such as eye wash stations, 
fire extinguishers, and first aid kits. 

• All sharps and biohazardous materials are disposed of according to OSHA regulations. 

• Classroom surfaces are regularly disinfected. 

• The classroom contains a variety of equipment that could be dangerous if used incorrectly. Students 
must not attempt to use any equipment without thorough instruction in safe use. 

• All equipment is checked for safety on an annual basis and the program maintains records of 
maintenance and repair. Students should report any problems or damage to the instructor 
immediately. 

 

 

OSHA Safety Policies 

OSHA’s authority is to protect workers (employees); students are not directly covered under OSHA 

regulations.  Students are required, however, to follow the procedures or guidelines outlined in this plan 

except where indicated.  Students are required to bear the cost of some of these requirements (e.g. 

Hepatitis B vaccine) since they are not employees.   

All students and faculty engaged in learning in the MA program must be aware that participation in 

the program includes the risk of exposure to blood borne pathogens and chemicals. As such, safety 

policies and procedures are an essential part of the MA program. 
 

Safety will also be incorporated into every course in the program. The safety information covered will be 

both general review and specific to that course. Students should be prepared to answer safety questions or 

demonstrate safe practices at any time during the program. 

Students must always use safe practices. Any student not following safe laboratory practices during student 

labs puts other students and instructors as well as maintenance workers at risk. Any student who is 

operating in the lab in an unsafe manner and/or not in compliance with safety training will be tutored on the 

error. If the safety violation is egregious, in other words, puts others at immediate risk, the student may be 

asked to leave the class and may be removed permanently from the course and the program for safety 

violations. 

Consistent and proper use of barrier and personal protective equipment (PPE) is continually evaluated 

and reinforced. Supplies in the lab that are expired will be labeled not for human use and used only for 

simulations.  The dress code is for the safety of the student and is enforced. 

Students violating the dress code or not using PPE correctly will be asked to leave the class to acquire the 

correct clothing, or tutored on PPE use, as appropriate. Students who are repeat offenders may be asked to 

leave the program for repeated safety violations. 
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Students will follow all safety rules throughout the program and during clinical/practicum. 

Clinical/Practicum sites may provide additional safety training and expect students to adhere to their policies 

while in their facility. 

Books containing Material Safety Data Sheets (MSDS), now called SDS, Exposure Control Plan (ECP) and 

training records are maintained in the lab. These materials should be accessed as required. Students who 

have questions regarding chemical use, biohazard materials use, waste collection and disposal or other safety 

questions after training should always ask the instructor before acting. Students are also encouraged to access 

the MSDS and ECP at any time. 

The student laboratory is subject to OSHA inspections and follows OSHA guidelines as well as CDC 

guidelines for Bloodborne pathogens as they apply to the laboratory. Students will learn to recognize, 

understand, and use the National Fire Protection Agency (NFPA) labeling. We follow all pertinent guidelines 

for the storage of chemicals, collection of chemical waste and collection and disposal of all biohazardous 

materials. To prevent the transmission of bloodborne pathogens, transfer of pathogens from fomites and 

person to person transfer through needle sticks and aerosols, students are trained to understand Standard 

Precautions and are provided the correct personal protective equipment for the work required. 

Engineering controls are also provided in the lab. These include hard sided sharps disposal containers, 

phlebotomy equipment that includes needle covers or needle retraction devices, bleach or disposable 

sanitizing wipes, splash shields, goggles, face shields, and equipment to clean up chemical and biohazard 

spills in the laboratory should they occur. Students are trained to use all safety equipment properly and they 

expected to use the equipment when needed. 

Confidentiality and HIPAA  

HIPAA stands for the Health Insurance Portability and Accountability Act of 1996. HIPAA requires health 
care providers to follow certain rules to protect patient information. This information may be written, 
spoken, or electronically produced. Information that is protected under HIPAA includes identifiable patient 
information such as name, address, photos, and insurance account numbers. Students may come in contact 
with patient records, financial records, reports, memos, and contracts. HIPAA requires students to limit 
internal use of protected patient information to the minimum necessary. Students must only access patient 
information appropriate for patient care. Students are not to look up information or disclose information to 
family members, friends, or health care providers that are not involved in the patient’s care. Students should 
not give information to outside sources or ask for information from outside sources. Students are not to 
make unauthorized copies of confidential information. Students should not dispose of any confidential 
information unless told to do so. Confidential medical documents must be shredded. Any violation of 
HIPPA may result in disciplinary action by the clinical/practicum facility and/or Clinical/Practicum 
Coordinator leading to dismissal from the Medical Assisting Program. There are also legal penalties, fines, 
and imprisonment for violating HIPAA. 

 

Disability Statement  
Sandhills Community College seeks to comply fully with the Americans with Disabilities Act (ADA), enacted 
July 26, 1990, including changes made by the ADA Amendments Act of 2008 (P.L. 110-325) as an extension of 
the Civil Rights Act of 1964 to the disabled. The College is committed to the removal of physical barriers, 
psychological barriers, and policies or procedures which hinder full access to enrollment or employment 
opportunities. 

The Coordinator of the Tutoring Center and Disabilities Services is the disabilities service provider. As such, he 
or she advises the Administration concerning the adequacy of policies and procedures for protecting and 
providing access for disabled students and for prospective disabled students, plans and develops training and 
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information concerning treatment and accommodation of the disabled, and provides reasonable 
accommodations to students based upon self-disclosure and appropriate documentation of need. 

The Director of the Physical Plant monitors ADA compliance related to building and grounds. Under Title II 
and III of the Americans with Disabilities Act of 1990, which Prohibits Discrimination in Public 
Accommodations, the College strives to assure equal access to facilities which meet applicable accessibility 
standards. 

The Associate Vice President of Human Resources, striving to comply with the Americans with Disabilities Act, 
monitors ADA compliance related to the removal of physical barriers, psychological barriers, and policies or 
procedures which hinder full access to employment opportunities at Sandhills Community College. 

The College has established a committee representing IT, eLearning, and the Office of Disability Services to 
strive to comply with the Americans with Disabilities Act and monitor ADA compliance in online and web-
based materials delivered to students and the public via the internet. 

The College expects that all students and employees will be aware of, and sensitive to, the needs of persons with 
disabilities and that the Administration and Staff will make every effort to make those reasonable 
accommodations, which permit disabled persons to avail themselves of the programs, services, and employment 
opportunities offered by the College. 

 
Student Conduct  
Students at Sandhills Community College are expected to conduct themselves as responsible adults in accordance 
with generally accepted standards of morality and decency at all times. Eating, drinking, and use of tobacco 
products are prohibited in the classrooms and are limited to designated areas of clinical/practicum facilities and 
the college. Chewing gum or use of tobacco products is not permitted while in the ambulatory clinical/practicum 
setting. Students are expected to leave classrooms and labs clean and in order. Students are expected to work 
with all other students, regardless of personal preferences, gender, race, creed, or national origin. Students should 
demonstrate respect for instructors and peers during class discussions and lab exercises. Comments and 
contributions to class discussions should be brief and pertinent to the discussion. Lengthy descriptions of 
personal and family situations are not appropriate in the classroom setting. 
 
 
Academic Honesty 
Sandhills Community College believes that the pursuit of knowledge requires honesty. Academic dishonesty 
includes but is not limited to the following: 

1. Copying the work of another. 
2. Collaboration: Working with another person on a test, examination, or paper without expressed 

authorization and without indicating that collaboration has occurred. 
3. Plagiarism: The representation of the work of another person as one’s own; the failure to cite the source 

of an idea, information, or words that come from someone other than the author of the paper or the 
exam. 

4. Use of books, notes, and/or electronic devices in examinations without the explicit permission of the 
professor. 

Penalties for academic dishonesty may include the following: 

1. Zero grade on the test or assignment on which cheating occurs. 
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2. Failing grade for the course. 
3. Failing grade and immediate dismissal from the course. 

When a student is accused of academic dishonesty, the resolution of the accusation is between the professor and 
the student. If the solution is unsatisfactory, there is an inherent right to appeal; however, while the accusation of 
academic dishonesty may be appealed, the penalty may not. The appeal shall be in accordance with the Student 

Grievance Procedure. 

 

 

Food and Drinks in the Classroom 
No food, drink, gum, or candy of any kind is allowed in clinical/practicum or laboratory classroom spaces. 

 

Cell Phone and Laptop Use 

Use of cell phones or other electronic devices during class is extremely distracting to instructors and students 

alike. Therefore, cell phones must be turned off during class or placed on vibrate. Students may leave the 

room to take emergency phone calls only. Texting during class is not allowed. Students will not use 

classroom computers to visit social media sites or play online games. 

 

Cellular phones, smart watches and similar devices are not to be taken into clinical/practicum facilities. NO 

personal phone calls are allowed in clinical/practicum settings except in the event of an emergency. 

Significant others should be instructed to contact the assigned Clinical/Practicum Supervisor if an extreme 

emergency arises.  

 

Social Media Policy  

Students enrolled in the program are expected to exhibit professional behaviors on- and off-campus. At no 

time is it acceptable for a student to verbally insult another student, college faculty, and/or associated 

agencies or representatives on Social Networking sites. Any student who slanders, defames, harasses, or 

insults another student, faculty, or any associated agency and representative will receive disciplinary action 

which may result in immediate dismissal from the program.  

 

Students may post content freely to social networking sites and to those of others, so long as the content is 

not illegal, obscene, defamatory, threatening, infringing of intellectual property rights, invasive of privacy, or 

otherwise injurious or objectionable. Privacy and confidentiality laws and regulations, including federal, state, 

local, and institutional mandates, must be adhered to in all situations.  

 

Students may not use the College, program, or any affiliated organization’s name to endorse or promote any 

product, opinion, cause, or political candidate. Representation of your personal opinions as institutionally 

endorsed by Sandhills Community College or organizations associated with the Medical Assisting program is 

strictly prohibited.  

 

By posting content to any social networking site, the student warrants and represents that they either own or 

otherwise control all of the rights to that content, including, without limitation, all the rights necessary to 

provide, post, upload, input, or submit the content, or that use of the content is a protected fair use. Students 

agree that they will not knowingly, and with intent to defraud, provide inaccurate material and misleading or 

false information. The student represents and warrants also that the content they supply does not violate 
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these terms, and that the student will indemnify and hold Sandhills Community College and the Medical 

Assisting program harmless for any and all claims resulting from content they supply.  

 

The student acknowledges that Sandhills Community College and the Medical Assisting program do not pre-

screen or regularly review posted content, but that it shall have the right to remove, in its sole discretion, any 

content that it considers to violate these terms or the terms of any other campus user agreements that may 

govern your use of the campus networks.  

 

Please Note: No photographic or video imaging is allowed that depicts patients or their families, 

clinical/practicum facilities, clinical/practicum staff, or images of themselves in a clinical agency. Students 

must follow all policies and procedures related to the clinical/practicum facility. 
 

 

Maintaining Confidentiality 
Protecting the confidentiality of patients, students, medical facilities, and the Program is expected under all 

conditions, including when using social media. If there is ever an appropriate time to take photographs or 

video, students will be notified by their instructors. Violation of either HIPAA or FERPA laws can result in 

immediate dismissal from the Program. 

 

Profanity 
Students in the Program will not curse or use profanity in the classroom. This behavior is extremely 

unprofessional and will not be tolerated in the workplace or classroom. Failure to comply with standards of 

behavior and comportment may cause students to lose Professionalism Points, receive interventional 

counseling, receive a referral for disciplinary action by the Program Director, or may result in dismissal from 

the Program. 

 

Drug Screens  

All students will be required to have a drug screen(s) in connection with the clinical/practicum externships, 

the student will be responsible for complying with the drug screen request at the specified agency within the 

designated time frame, signing the Disclosure and Authorization Release Form, providing urine or other 

specimen, submitting required payment, and providing consent for the requested results to be sent directly to 

the agency. The college is not legally accountable in any way for providing this information to the 

clinical/practicum agency and such agency and persons are released from all liability which may be incurred 

because of furnishing such information. The clinical/practicum agency will determine approval for 

clinical/practicum affiliation for each individual student.  

 

If the clinical/practicum agency denies the student for clinical/practicum experiences and no alternative 

clinical/practicum sites are available, the student will not be able to meet the clinical/practicum objectives and 

will be withdrawn from the course by the college. 

 

Felony Conviction Notification 

Sandhills Community College does not prohibit the medical assisting program from admitting felons, 

however, clinical/practicum sites may prohibit students from attending clinical/practicums at their site. For 

this reason, potential students will be asked to sign a notification form prior to acceptance into the program. 

The clinical/practicum agency will determine approval for clinical/practicum affiliation for each individual 

student. In the event that the clinical/practicum agency denies the student for clinical/practicum experiences 

and no alternative clinical/practicum sites are available, the student will not be able to meet the 

clinical/practicum objectives and will be withdrawn from the course/program by the college.  
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Smoking  

Smoking is NOT allowed in any building on the SCC campus. Students will refrain from smoking on clinic 

days, during lunch breaks on clinic days and at any entrance to the Sandhills Community College buildings and 

rotation sites. 

 

 

Reference Texts 
Students in the Program have access to a variety of resource texts in the classroom. These texts are not to be 

removed from the classroom without the express permission of the Program Director and a written receipt 

signed and dated by the student. Failure to return these reference texts, or destruction of them, will result in 

the student being required to replace the text at their own expense. 

Student Records 

All student records are confidential. Some of the items in your Medical Assisting Program records may 

include, but not be limited to, the following documents: 

• Application to the Program 

• Background check results 

• New student orientation attendance record 

• Transcripts 

• CPR/first aid certification 

• Confidential files on student conduct 

• Copies of tests, competencies, work products, and certain assignments 

• Correspondence 

• References and check-off lists from clinical/practicum sites 

• Survey and evaluation responses and results 

• Immunization records 

 
 
Mental/ Physical/ Emotional Health  
Students must exhibit physical and emotional health that would indicate the ability to render safe patient care. 
Students who do not exhibit the physical and emotional health required to render safe patient care will be 
referred to the Center for Wellness and may be dismissed from the Medical Assisting Program upon appropriate 
physician diagnosis and referral.  
 
Students must also ensure that they are sleeping enough each night prior to class. This is especially important the 
night before lab classes or clinical/practicum rotation. If sleep impairment causes performance deficiencies, 
students may be evaluated for the ability to continue the program concerning safety for program students, 
faculty, and clinical/practicum patients.  
 
Students must be physically and emotionally healthy and stable to perform medical assisting duties and to 
perform safely all clinical/practicum skills.  
 
Physical stability is defined by the Medical Assisting faculty as the ability to undergo any training process in the 
lab or clinic or to carry out medical assisting responsibilities without undue fatigue, palsies, strain, or 
exacerbation of an already existing disability. The student must have the sensory-perceptual capabilities to carry 
out assessment, planning, implementation (treatment) and evaluation that are required in all medical assisting 
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skills/competencies  
 
Emotional stability is defined by the Medical Assisting faculty as the ability to respond to directions and 
constructive feedback with a positive attitude, to carry out assigned duties in a logical and timely sequence, and 
to respond to faculty, staff, patients, and family members in an appropriate manner.  
 
If the student is found to be unstable physically or emotionally by a professional diagnosis and the condition 
does not respond to treatment within a reasonable time, the student will not be allowed to continue in the 
medical assisting program.  
 
Counselors 
 

Rosa McAllister-McRae,  MA, LPC, NCC, DCC 
Director of Student Services Operations-Hoke Center, Personal Counselor 
mcallisterr@sandhills.edu 
Tuesdays and Thursdays 
112 Johnson Hall, Hoke Center 
(910) 878-5804 
Mondays, Wednesdays, and Fridays 
101 Blue Hall, Pinehurst Campus 
(910) 246-4944 

Alcohol/ Drug Use or Abuse  
Chronic use or abuse of alcohol or illegal drugs is grounds for dismissal from the program. Students will be 
dismissed immediately if they arrive to class or clinic under the influence of alcohol or drugs. A zero will be 
recorded for all classes and clinics missed.  
 
Dismissal of Students  
Failure to meet the Medical Assisting Program Requirements will result in dismissal from the program. The 
college reserves the right to suspend or dismiss any student who violates student regulations and student conduct 
when it is determined such action is in the best interest of the college or the student. Students may be 
recommended for dismissal from the Medical Assisting program for the following reasons:  
 ▪ A grade of U is earned in any MA course in the program. 
 ▪ Any student with physical and/or emotional problems that do not respond to appropriate treatment 
   and/or counseling within a reasonable period of time may be dismissed from the program.  
 ▪ Any student demonstrating behavior, which conflicts with safety requirements essential to Medical     
   Assisting practice, will be dismissed from the program.  
 ▪ Misuse of information, including malicious gossip, liable, disclosure of information from                                      
 clinical/practidums.  
 ▪ The student is determined to be a threat to classmates, faulty or patients.  
 ▪ Academic dishonesty occurs that results in administrative dismissal  
 ▪ Failure of the student to report to clinical/practicum site on time, appropriately dressed, and    
ready to work.  
 
Students wishing to appeal the course grade or dismissal from the program should follow the grievance policies 
on page 30 of this handbook. 

Program Re-Entry 

For all students seeking re-entry following any break in enrollment in the Program, the following 

requirements may apply: 

mailto:mcallisterr@sandhills.edu
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• Faculty and/or Program Director advising 

• Compliance with any new SCC, or Program requirements that are in place at the time of Program 

re-entry 

• Repeating the Program application process to gain re-entry 

• Compliance with immunization requirements 

• Demonstration of knowledge and skills retention  

• A student dismissed from the program as a result of inappropriate internet use; misconduct or 

unprofessional behavior during on- and off-campus learning activities; non-adherence to 

laboratory safety and clinical/practicum education policies; or significant concerns in regard to 

clinical/practicum expectations for safety, ethical, and legal standards will not be considered for 

re-entry to the MA program at Sandhills Community College. 

 

  Advanced Placement and Transfer of Credit 

Sandhills Community College Medical Assisting Program does not have a policy in place to evaluate and 

award advanced placement or to evaluate experiential learning for applicants. The Program does not have a 

policy to evaluate and award credits transferred from another medical assisting program. All students, 

regardless of prior learning or experience, are currently required to take all 3 parts of the MA program. 

Clarification statement: This Advanced Placement and Transfer of Credit policy supersedes the 

Credit for Experiential Learning policy that is in the SCC college catalog which pertains to 

curriculum students only. 

 

Clinical/Practicum Placement and Requirements 

Students spend at least 160 unpaid hours performing hands-on duties in an ambulatory clinic site to 

complete their clinical/practicum. The Clinical/Practicum Coordinator or Program Director is responsible 

for clinical/practicum placements. Students do not select their own sites. Students are placed in 

clinical/practicum sites based on their geographic location, their interests, and the availability of a suitable site. 

All Medical Assisting Program students must pass MA Parts 1 & 2 in order to participate in their unpaid 

clinical/practicum. Students that are deemed unsafe for clinical/practicum practice will not be allowed to 

enter clinical/practicum until they prove clinical/practicum competence to the Program Director, regardless 

of course completion or previously anticipated graduation date. 

Students are NOT allowed to accept any payment or remuneration whatsoever from their clinical/practicum 

sites. Failure to comply with this policy will result in immediate dismissal from the Program. 

 

Informed Consent and Clinical/Practicum Skill Practice on Peers 

Sandhills Community College recognizes the responsibility to protect the rights, well-being, and personal 

privacy of individuals; to assure a favorable climate for the acquisition of practical skills and the conduct of 

academically oriented inquiry; and to protect the interests of the institution and the student, addressing 

classroom, laboratory, and clinical/practicum activities where learning by students requires the use of human 

subjects as part of training procedures, demonstrations, or experiments. This is not a designated healthcare 

center and treatment is not provided here; any treatments must occur at a credentialed and licensed healthcare 

provider’s office or clinic. 

Students will be expected to participate in all clinical/practicum skill activities, including invasive procedures. 

Partial disrobing may be required for the practice and performance of certain skills, but appropriate draping 

and privacy considerations will be maintained in those instances.  
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Students will be trained in Standard Precautions and are expected to comply with all CDC and OSHA 

requirements and standards at all times. Training and information will be provided prior to any skills practice. 

 
 
 
 

Grading Policy 

In order to earn a passing grade in each of the Medical Assisting sections, the student must demonstrate 

mastery of all of the Medical Assisting defined psychomotor and affective competencies listed for that 

course. Administrative and clinical/practicum competencies require a check-off format which includes a 

time limit for successful completion of the competency.  

*Competencies are graded by either pass or fail. Students must successfully pass all the 

psychomotor and affective competencies in three attempts in order to pass the course and/or 

progress in the program. If students don’t pass within the three attempts they will be dropped 

from the program. 

Evaluation: The assessment and grading of student performance in this course is based on the following 

activities:  

∙ In class Assignments (ICA’s) 15% 

∙ Homework (HW) 20% 

∙ Tests 25%  

∙ Quizzes 20%  

∙ Final 20%  

Grading Scale 75 and above = Satisfactory Below 74 = Unsatisfactory  

 

*Clarification Statement: This grading policy overrides the grading scale that is shown in the 

Cengage student learning resources (Platform, workbook & text). 

 

Policy on Pregnancy 
 

• Upon declaration of pregnancy by the student to program director or faculty, general program policies 
will be reviewed in detail in order to provide the student with a complete understanding of their status in 
the program.  

• The pregnant student must follow the established program policies and meet the same clinical/practicum 
and educational criteria as all other students before recommendation for the clinical/practicum and 
graduation.  

• If the student chooses to leave the program during their pregnancy, they will be eligible for reinstatement 
into the program upon completion of their pregnancy leave. Re-entry will be based on the program’s 
readmission policy.  

• If the student remains in the MA program during their pregnancy, they accept full responsibility 
for their actions and relieve Sandhills Community College, its faculty, and clinical/practicum 
affiliates of any responsibilities in case of adverse effects. 

 

 
Student Resources 
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The Medical Assisting classroom and lab is room 104 in Van Dusen Hall. This classroom contains medical 
equipment and teaching aides used for learning during coursework in the program. Most of this equipment is 
very expensive and some is dangerous if misused. Students are prohibited from using equipment that has not 
been thoroughly explained during class or lab and should handle it carefully to avoid damage. Students may use 
equipment only when under direct instructor supervision.  
 
Please note that it is up to students and faculty to maintain the classroom and equipment in proper order. 
Materials should never be removed from the classroom or lab area without specific permission from the 
instructor or Program Director. Students will be asked to contribute to maintaining the appearance of the faciliy.  
 
Medical assisting faculty are available during scheduled office hours. Students may schedule appointments with 
faculty outside of their scheduled office hours.  
 
The College library has many texts related to medical and health care subjects, computerized reference systems, 
and Internet access. Class materials may be left on reserve in the library. A copy machine is available for student 
use for a fee.  https://www.sandhills.edu/katharine-boyd-library-sandhills-community-college-6/ 
 
Continuing Education Refund Procedure 
 

• A student who officially withdraws from a course prior to the first-class meeting shall be eligible for a 
100% refund.  

 

• After the respective course begins, a 75% refund shall be made upon the request of the student if the 
student officially withdraws from the class prior to or on the 10% census date of the class (10% of total 
course hours). 

 

• A student will not be entitled to receive a refund if he/she withdraws after the 10% census date (more 
than 10% of total course hours).  

 

• Student fees, including administrative, supplies, or insurance fees, are not refunded unless the college 
cancels the course for which the fee is collected.  

 

• Students are eligible for a 100% refund if a class is canceled by the College. 
 

Campus Safety 

Sandhills Community College is committed to providing a healthy, safe, and secure environment for all 
members of the campus community. Faculty, staff, and students should review the campus Emergency Plan for 
Sandhills CC posted in each classroom. The Emergency Plan may also be accessed here: 
https://www.sandhills.edu/10-4-1-reporting-campus-criminal-acts/. You can also contact the Campus Security 
at 910-695-3831.  

Bloodborne Incidents:  

Accidents resulting in blood borne pathogen exposures to the operator and/or patient will be cared for 
according to the following procedures: 

 1. Immediately go to the sink and flush the wound under very warm water.  

2. Hold the site in a downward position; DO NOT SQUEEZE the flesh to extract/promote bleeding.  
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3. Have a classmate contact the instructor immediately.  

4. The instructor will direct the care of the wound and send the student and/or patient to their physician or 
hospital emergency room for care.  

5. SCC Accident (Incident) and OSHA forms must be filled out and delivered to the Director of Allied Health 
and the Vice-President of Continuing Education within 12 hours.  

Students are reminded that occupational exposure incidents occur; students are not punished in cases of 
instrument sticks. It is a flagrant error of judgment, however, to hide the incident and not report it to the 
instructors. All students who knowingly allow an incident/accident to go unreported are equally guilty of 
dishonesty and will be reprimanded in accordance to the Disciplinary Procedures of the Medical Assisting 
Program.  

*for blood borne pathogen exposures, consult instructor immediately  

Eyewash Station  

What Every Employee/Student Should Know  

1. Where the station is located in the clinic and laboratory  

2. How to use the station  

a. Lift the dust covers off the spray heads.  

b. Press on the lever to start the flow. If no water comes out, be sure the water flow is turned on from the wall.  

c. Lift the hand lever to turn the unit off.  

3. When to use the station – when any potentially hazardous material contacts the eye(s)  

4. Eye Irrigation – First Aid Information  

a. Chemical exposure to the eye may cause damage from chemical conjunctivitis to severe burns. Therefore, 
remove all chemicals from the eye(s) quickly.  

b. Signs & Symptoms of Exposure – local pain, visual disturbances, lacrimation, edema, and redness  

 

Basic Treatment for the Eye  

1. Flush with water using a mild flow from the eyewash station and continue for at least 15 minutes.  

2. Ask the victim to look up, down, and side to side as they rinse in order to better reach all parts of the eye(s).  

3. DO NOT let the victim rub his/her eye(s).  

4. DO NOT let the victim keep his/her eye(s) tightly shut.  

5. DO NOT introduce oil or ointment into the eye(s).  

6. DO NOT use hot water.  
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7. Notify medical authorities when someone is injured.  

8. Use the incident report form to record details of the injury 

 

 

 

Process for injury in the lab  

Type of injury  

1. Needlestick- wash with soap and water, notify your supervisor Clean – complete injury claim form if needed 
Dirty or contaminated- see medical provider immediately  

2. Chemical exposure, notify supervisor Flush area with plenty of water Eye wash station is in K130 Consult 
MSDS for recommendations, call EMS if needed Seek medical treatment as needed Complete injury claim form 
if needed  

3. All other types of injuries- apply first aid, notify supervisor and call EMS as needed.  

Complete injury claim form if needed FOR EMERGENCIES DIAL 911- They will notify campus police. 
Campus police (910) 695-3831  

All injury claim forms should be processed through Theresa Sheets 105A Stone Hall, Phone 910-695-3702. 

 All injuries at a ambulatory clinical facility should follow the protocol at that facility. Be sure the supervising 
faculty is notified. Then contact Theresa Sheets to complete college form 

Visitors 

Family members/visitors may not accompany students to class, lab, or clinical/practicum facilities due to legal 
implications and responsibility for the safety of persons attending state supported schools/colleges. NO 
personal visits by anyone are allowed at the clinical/practicum facilities. 

 
 
College Student Grievance Policy  
 
Complaints about the program or program graduates should be first addressed with Lori Forrester, Medical 
Assisting Program Director at forresterl@sandhills.edu or 910-695-3913. Unresolved complaints or 
complaints about the Program Director should be directed to 910-695-3974, Lori Degre, Senior Director of 
Career Training at degrel@sandhills.edu or 910-695-3939 or Michelle Bauer, Associate Vice President of 
Workforce Continuing Education at bauerm@sandhills.edu or 910-695-3767. All complaints will be 
documented, including the projected outcome, and kept on file at the program facility. A complaint against 
the program may also be filed with Medical Assisting Education Review Board (MAERB) at www.maerb.org.  
 
 

 

mailto:forresterl@sandhills.edu
mailto:degrel@sandhills.edu
mailto:bauerm@sandhills.edu
https://www.google.com/url?q=http://www.maerb.org&sa=D&source=editors&ust=1624977563280000&usg=AFQjCNGRgrSviZFAQa2ausgrVaMrKVsjxA
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Inclement Weather Policy 

Continuing Education classes that are missed due to inclement weather or not held for any reason, such as, 
natural disaster, or other emergencies will be rescheduled, or the instruction will be made up by some other 
alternative. Alternatives may include extra class sessions, extended class sessions, or other options approved by 
the Vice President for Continuing Education. 
 
Decisions to close the college for inclement weather and other emergency situations will be made 
by the college administration.  When severe weather forces a departure from regular class scheduling, students 

should check the college’s website at www.sandhills.edu or may either call the college (910‐692‐6185) to hear 
a recorded message or listen for announcements on the following local and regional radio and television stations: 
 
 
Television FM Radio AM Radio 
WRAL (5), Raleigh WDNC, Raleigh, 105 WAYN, Rockingham, 900 
WLFL (22), Raleigh WIOZ, Southern Pines, 102.5 WDNC, Raleigh, 620 
WTVD (11), Durham WJSG, Rockingham, G104 WEEB, Southern Pines, 990 
WFMY (2), Greensboro WLRD, Red Springs, 102.7 WFNC, Fayetteville, 640 
WGHP (8), High Point WPCM, Burlington, 101 WJRM, Troy, 1390 
WECT (6), Wilmington WQDR, Raleigh, 94.7 WPTF, Raleigh, 680 
WCCB (18), Charlotte WQSM, Fayetteville, 98.1 WQNX, Aberdeen, 1350 
WRAL, Raleigh, 101.5 WYRU, Red Springs, 1160 
WWGP, Sanford, 105.5 
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COMPETENCIES FOR THE MEDICAL ASSISTING PROGRAM GRADUATE  

Introduction These competencies identify the knowledge; skills, behaviors, and attitudes graduate of the SCC Medical 

Assisting Program are expected to achieve to enter medical assisting practice. This document is designed to direct the 

educational process and serves as a basis for curriculum development, review, and outcomes assessment; and for 

guiding the selection of course content, sequencing, and learning activities across the curriculum. Faculty and student 

input provide a mechanism for periodic review and refining of the competencies.  

The competencies are categorized into 12 content areas that represent the focus of the curriculum and Core 

Competencies: Anatomy and Physiology, Infection Control, Nutrition, Concepts of Effective Communication, 

Administrative Functions, Basic Practice Finances, Third Party Reimbursement, Procedural and Diagnostic Coding, 

Legal Implications, Ethical Consideration and Protective Practices. Supporting behaviors and skills are reflected in 

individual course syllabi. Goals, objectives, and assignments in individual courses within the curriculum elaborate the 

specific mechanisms and learning experiences by which students develop and demonstrate the competencies and are 

reflected in course outlines. 

Explanatory Note: Students are required to pass all the psychomotor and affective competencies in the MAERB Core 

Curriculum, as is outlined in Standard IV.A.1. In addition, programs must demonstrate that students have passed those 

competencies by tracking their successful completion in order to illustrate “programmatic summative measures” in 

Standard IV.B.1. The type of tracking mechanism can vary according to the program. 

 Students must pass 100% of ALL competencies in the MA program and in the Master Competency List within three 

attempts to be able to progress in the MA program.  

Master Competency Checklist 2015 MAERB Core Curriculum  

Psychomotor & Affective Competencies  

I Anatomy & Physiology  

I.P.1. Measure and record:  

 a. blood pressure  

 b. temperature  

 c. pulse  

 d. respirations  

 e. height  

 f. weight  

 g. length (infant)  

 h. head circumference (infant)  

 i. pulse oximetry  

I.P.2. Perform: a. electrocardiography b. venipuncture c. capillary puncture d. pulmonary function testing  

I.P.3. Perform patient screening using established protocols  

I.P.4. Verify the rules of medication administration: a. right patient b. right medication c. right dose d. right route e. 

 right time f. right documentation  

I.P.5. Select proper sites for administering parenteral medication  

I.P.6. Administer oral medications  

I.P.7. Administer parenteral (excluding IV) medications  

I.P.8. Instruct and prepare a patient for a procedure or a treatment  
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I.P.9. Assist provider with a patient exam  

I.P.10. Perform a quality control measure  

I.P.11. Obtain specimens and perform:   

 a. CLIA waived hematology test  

 b. CLIA waived chemistry test  

 c. CLIA waived urinalysis  

 d. CLIA waived immunology test  

 e. CLIA waived microbiology test  

I.P.12. Produce up-to-date documentation of provider/professional level CPR  

I.P.13. Perform first aid procedures for:  

 a. bleeding  

 b. diabetic coma or insulin shock   

 c. fractures   

 d. seizures  

 e. shock  

 f. syncope  

I.A.1. Incorporate critical thinking skills when performing patient assessment  

I.A.2. Incorporate critical thinking skills when performing patient care  

I.A.3. Show awareness of a patient’s concerns related to the procedure being performed  

II Applied Mathematics  

II.P.1. Calculate proper dosages of medication for administration  

II.P.2. Differentiate between normal and abnormal test results  

II.P.3. Maintain lab test results using flow sheets  

II.P.4. Document on a growth chart  

II.A.1. Reassure a patient of the accuracy of the test results I 

III Infection Control  

III.P.1. Participate in bloodborne pathogen training  

III.P.2. Select appropriate barrier/personal protective equipment (PPE)  

III.P.3. Perform handwashing  

III.P.4. Prepare items for autoclaving  

III.P.5. Perform sterilization procedures  

III.P.6. Prepare a sterile field  

III.P.7. Perform within a sterile field  

III.P.8. Perform wound care 

  III.P.9. Perform dressing change  

III.P.10. Demonstrate proper disposal of biohazardous material  
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 a. sharps  

 b. regulated wastes  

III.A.1. Recognize the implications for failure to comply with Center for Disease Control (CDC) regulations in 

healthcare settings  

IV Nutrition  

IV.P.1. Instruct a patient according to patient’s special dietary needs  

IV.A.1. Show awareness of patient’s concerns regarding a dietary change  

V Concepts of Effective Communication  

V.P.1. Use feedback techniques to obtain patient information including:  

 a. reflection  

 b. restatement c. clarification 

10 V.P.2. Respond to nonverbal communication  

V.P.3. Use medical terminology correctly and pronounced accurately to communicate information to providers and 

patients  

V.P.4. Coach patients regarding:  

 a. office policies  

 b. health maintenance  

 c. disease prevention  

 d. treatment plan  

V.P.5. Coach patients appropriately considering:  

 a. cultural diversity  

 b. developmental life stage  

 c. communication barriers  

V.P.6. Demonstrate professional telephone techniques  

V.P.7. Document telephone messages accurately  

V.P.8. Compose professional correspondence utilizing electronic technology  

V.P.9. Develop a current list of community resources related to patients’ healthcare needs  

V.P.10. Facilitate referrals to community resources in the role of a patient navigator  

V.P.11. Report relevant information concisely and accurately 

 V.A.1. Demonstrate:  

 a. empathy  

 b. active listening  

 c. nonverbal communication  

V.A.2. Demonstrate the principles of self-boundaries  

V.A.3. Demonstrate respect for individual diversity including:  

 a. gender  
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 b. race  

 c. religion  

 d. age  

 e. economic status  

 f. appearance 

V.A.4. Explain to a patient the rationale for performance of a procedure  

VI. Administrative Functions 

VI.P.1. Manage appointment schedule using established priorities  

VI.P.2. Schedule a patient procedure  

VI.P.3. Create a patient’s medical record  

VI.P.4. Organize a patient’s medical record  

VI.P.5. File patient medical records  

VI.P.6. Utilize an EMR  

VI.P.7. Input patient data utilizing a practice management system  

VI.P.8. Perform routine maintenance of administrative or clinical equipment11  

VI.P.9. Perform an inventory with documentation  

VI.A.1. Display sensitivity when managing appointments  

VII Basic Practice Finances  

VII.P.1. Perform accounts receivable procedures to patient accounts including posting:  

 a. charges  

 b. payments  

 c. adjustments  

VII.P.2. Prepare a bank deposit  

VII.P.3. Obtain accurate patient billing information  

VII.P.4. Inform a patient of financial obligations for services rendered  

VII.A.1. Demonstrate professionalism when discussing patient's billing record  

VII.A.2. Display sensitivity when requesting payment for services rendered  

VIII Third Party Reimbursement  

VIII.P.1. Interpret information on an insurance card  

VIII.P.2. Verify eligibility for services including documentation 

VIII.P.3. Obtain precertification or preauthorization including documentation  

VIII.P.4. Complete an insurance claim form VIII.A.1. Interact professionally with third party representatives  

VIII.A.2. Display tactful behavior when communicating with medical providers regarding third party requirements 

VIII.A.3. Show sensitivity when communicating with patients regarding third party requirements  

IX Procedural and Diagnostic Coding  

IX.P.1. Perform procedural coding  
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IX.P.2. Perform diagnostic coding  

IX.P.3. Utilize medical necessity guidelines  

IX.A.1. Utilize tactful communication skills with medical providers to ensure accurate code selection 

X Legal Implications  

X.P.1. Locate a state’s legal scope of practice for medical assistants  

X.P.2. Apply HIPAA rules in regard to  

 a. privacy  

 b. release of information  

X.P.3. Document patient care accurately in the medical record  

X.P.4. Apply the Patient’s Bill of Rights as it relates to:  

 a. choice of treatment  

 b. consent for treatment  

 c. refusal of treatment  

X.P.5. Perform compliance reporting based on public health statutes 

X.P.6. Report an illegal activity in the healthcare setting following proper protocol  

X.P.7. Complete an incident report related to an error in patient care  

X.A.1. Demonstrate sensitivity to patient rights  

X.A.2. Protect the integrity of the medical record XI Ethical Considerations  

XI Ethical Consideration 

XI.P.1. Develop a plan for separation of personal and professional ethics  

XI.P.2. Demonstrate appropriate response(s) to ethical issues  

XI.A.1. Recognize the impact personal ethics and morals have on the delivery of healthcare  

XII Protective Practices  

XII.1. Comply with:  

 a. safety signs  

 b. symbols  

 c. labels  

XII.2. Demonstrate proper use of:  

 a. eyewash equipment  

 b. fire extinguishers  

 c. sharps disposal containers  

XII.3. Use proper body mechanics  

XII.4. Participate in a mock exposure event with documentation of specific steps  

XII.5. Evaluate the work environment to identify unsafe working conditions  

XII.A.1. Recognize the physical and emotional effects on persons involved in an emergency situation  

XII.A.2. Demonstrate self-awareness in responding to an emergency situation  
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                                                      Sandhills Community College 

Medical Assisting Program 

CRIMINAL BACKGROUND and DRUG SCREEN CONSENT FORM 
 

 

Students can expect to submit to a criminal background check (state and/or federal) and drug screen in order 

to meet regulatory criteria of ambulatory facilities participating in the clinical/practicum education 

component of the Medical Assisting Program. The Medical Assisting Program recognizes and is fully 

supportive of clinical/practicum facilities mandating criminal background checks and/or drug screens on 

students in the program.  

 

If a clinical/practicum facility prohibits a student in the Medical Assisting Program from participating at the 

facility based on the results of the criminal background check and/or drug screen, the student will be 

dismissed from the Medical Assisting Program. No alternative clinical/practicum experience will be arranged 

on behalf of the student, resulting in the inability of the student to meet the curriculum requirements of the 

Medical Assisting Program.  

 

Students can expect to absorb all costs related to criminal background checks and/or drug screens. Specific 

procedures will be provided to students in the Medical Assisting Program at the appropriate time in the 

curriculum sequence.  

 

Students should also expect to submit to a criminal background check when seeking eligibility for 

employment in North Carolina (and other states). 

 

 By signing below, I understand criminal background checks and/or drug screens are required of all SCC 

Medical Assisting Program students, in order to progress through clinical/practicum education courses.  

 

I will follow the Program’s policies and procedures regarding criminal background checks and/or drug 

screens. 

 

 

_______________________________________________________________________________ 

 Student Name (print)       Telephone Number 
 

 

 

______________________________________________________________________________________ 

 Signature        Date 

 

 

 

  *Note: This page should be signed and submitted to Medical Assisting faculty.  
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Sandhills Community College 

Medical Assisting Program 

Liability Release 

 
 

 I, ______________________________, understand that I am voluntarily participating in Medical Assisting 

Classes which include Examination Room Procedures and Laboratory Procedures. I understand the 

instructor will teach and guide me in correct techniques and procedures including but not limited to 

performing ECGs, giving injections, and collecting blood samples. It is my responsibility to follow 

instructions and learn the correct methods of use for all techniques and procedures.  

 

I understand that I will be expected to work with all other students, regardless of personal preferences, 

gender, race, creed, or national origin, and that I must demonstrate professional behavior and respect for 

instructors and peers during class discussions and lab exercises. 

 

Lab practice components of the SCC Medical Assisting program includes students practicing on and with 

each other. I understand other students will practice various procedures including performing ECGs, giving 

injections on various body locations, as well as collecting blood samples from veins located in my hands, 

arms, and fingers using various venipuncture and dermal puncture devices after appropriate instruction and 

practice on manikins. 

 

Neither Sandhills Community College nor instructors accept liability for injury or illness claims resulting 

from student participation in clinical/practicum experiences. Sandhills Community College provides accident 

insurance for students injured as a result of campus and clinical/practicum activities, but it offers limited 

coverage. We recommend that students acquire/hold personal health insurance.  

 

Student attestation:  

I understand the above statements and accept personal risk and liability. 

 

 

_______________________________________________________________________  

Student Signature        Date  

 

 

________________________________________________________________________ 

Witness Signature        Date  

 

 

________________________________________________________________________ 

Instructor Signature        Date  

 

 

*Note: This page should be signed and submitted to Medical Assisting faculty.  
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                                             Sandhills Community College 

Student Handbook and Policy Agreement 

 
 

I have reviewed the ALL sections of the SCC Community College Medical Assisting Student Handbook, 

have been given the opportunity to have them explained in further detail, understand them, and agree to 

comply with them.  

 

In addition, I agree to comply with these specific items: (Initial EACH item) 

 

 ___ Welcome, General Information 

 ___ Attendance/Grading Policies 

 ___ Clinical/Practicum Placement Policy  

 ___ Student Conduct Policy 

 ___ Social Media Policy 

 ___ Academic Dishonesty (Cheating and Plagiarism) 

 ___ Failure to Progress and Dismissal Policy 

 ___ Readmission Policy 

 ___ Student Grievance Policy 

 ___ Campus and Classroom Safety 

 ___ Criminal Background and Drug Screen Check 

 ___ Student Appearance 

 ___ Required Apparel and Supplies 

 ___ Confidentiality and HIPAA 

 ___ Up to date Immunizations 

 ___ Documentation of CPR for Health Care Providers 

 

 

Print Name: _________________________________________________________ 

 

 

Signed Name: _______________________________________________________  

 

 

Date: ___________________________  

 

 

*Note: This page should be signed and submitted to Medical Assisting faculty 

 

 

 

 

 

 

 



 

40  

 
 

 

Medical Assisting Program Insurance Form 
 

 
As a Sandhills Community College Medical Assisting student, I understand that 

 
• Liability insurance coverage is provided for a medical assisting student who is performing medical 

assisting program required activities. 

 
• Personal health insurance coverage is strongly recommended. If I do not have personal health insurance 

coverage, I know that I am personally financially responsible for any medical expenses related to any 

incident(s) related to Program-required activities. 

 
 
 

 

       Student’s Signature Date 
 
 

 

       Student Name (printed) 
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Resources for job placement for graduates from the medical assisting program 
 
 
Resources Sandhills Community College (SCC) makes available to guide MA students in their job/career hunt 
during their program and after graduation. 
 

o SCC MA staff and Admin actively participate in placement of graduates by building community 
relationships and reaching out directly to employers in the community with recommendations 
for student placement for MA students who successfully complete the program.  

o SCC is regularly contacted by local allied health businesses seeking employees, SCC will post 
requests on bulletin board in the classroom. 

o Students will be provided with handouts, brochures and other useful job seeking material 
throughout the program via email and or face to face. 

 

• SCC Career Center 
o Committed to Student Success the Career Center advises prospective students, current students, 

and alumni by implementing career planning, offering career assessments, and life-long career 
plans. www.sandhills.edu/?s=Career+Center 

▪ Contact Gwendolyn Russell Director of Career Development Services 
112 Blue Hall 910-695-3735 russellg@sandhills.edu  
 

• SCC CE Career Development  
o The Sandhills Community College Continuing Education Career Development department’s 

goal is to assist students in assessing interests, personality traits, and abilities in setting career and 
educational goals, and in creating pathways that will lead to economic, social, and educational 
success.       www.sandhills.edu/career-development-classes 

o Sample classes include   

▪ “Upgrade Your Computer Skills.” Acquire hands-on learning based on your individual 
needs whether you are a beginner or a savvy computer user. Get assistance with job 
searches, preparing cover letters, creating your résumé or completing an online 
application. 

▪ Discover your ideal career in the course, “Find Your Career.” Explore new career 
opportunities, set goals, and make improvements needed to reach your potential. 
Develop a written plan of action that will set you on your way to success. 

▪ Get help with job searches “Get the Job.” Learn the importance of effective 
communication. Gain the confidence you need to nail that interview. Gain access to the 
latest software and online tools for job searches in this guided facilitation.  

▪ Students also have the opportunity to prepare for the nationally recognized WorkKeys 
credential. 

• For questions about these or other Career Development classes, contact 
Program Director Maria Campbell 910.695.3917 or campbellm@sandhills.edu. 

 

o  NCWorks Career Center 

▪ Moore County’s NCWorks Career Center helps local businesses find the skilled 
employees needed to fill job vacancies.  The Career Center’s services are free of charge 
and include assistance with: 

• Job awareness & outreach 

• Local labor market data 

http://www.sandhills.edu/?s=Career+Center
mailto:russellg@sandhills.edu
http://www.sandhills.edu/career-development-classes
mailto:campbellm@sandhills.edu
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• Job opening postings 

• Job applicant screening 

• Coordinating job fairs and onsite recruitment 

• Space to conduct job interviews 

• Employee training resources 
 

o NCWorks Online 

▪ North Carolina’s official job search website NCWorks.gov enables employers to search 
for candidates based on their skills, work experience, and resumes.  NCWorks also 
provides businesses with real-time labor market information and can help identify local 
worker training programs. 

• For more information about Moore County NCWorks Career Center 
contact: 

Pamela Alsobrook, Director 245 Shepherd Trail, Aberdeen, NC  28315910-695-3769 
Email:  pamela.alsobrook@nccommerce.com  

 

o NCcareers.org 

▪ New NC comprehensive career information system launched www.NCcareers.org 

• Allows users to explore occupations and local job openings, complete interest 
assessments, identify training and education options, and develop career paths. 

• Other features include 
o The Entrepreneurship Readiness Survey – helps assess, inform, and 

prepare prospective entrepreneurs about starting their own businesses; 
o What Can I Do with My Education – matches graduates’ educational 

degrees or certificates to potential occupations; 
o Skills Matcher – identifies occupations that utilize users’ existing skill 

sets; 
o Real-Time Job Information – lists the current, most in-demand 

occupations across North Carolina; 
o Non-Degree Training Finder – presents a list of short-term trainings and 

training providers as approved by the state’s local workforce 
development boards; 

o Work Values Assessment – helps job seekers and career planners 
prioritize factors that are most important in a job; 

o Additional labor market information and data on nearly 800 occupations. 

▪ For more information on the first year of NCcareers.org, 
visit One year later | NC Careers.org. 
 

. 

  

 

 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ncworks.gov%2Fvosnet%2Fdashboards%2Fdefaultemp.aspx%3Fenc%3D3dTrsgno6wkhHWLe3JrMMCPQuHV%2FMwJTDnfWTtfJ2mezGeFOlgy9PTym6%2BD3DuYbuR0Y17ogBgg1E%2FjuSHtmIQ%3D%3D&data=04%7C01%7Ckortea%40sandhills.edu%7Cea7989de8f7c4ad4ab4608d94e9170e9%7C90f4b41d519c4083a85afc0413f67cc5%7C0%7C0%7C637627208847177651%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=e4eX4I%2Ff%2BK27Jm3Tl%2F8AnUh1gnN3W8sHwgKA2iaF%2Bek%3D&reserved=0
mailto:pamela.alsobrook@nccommerce.com
http://www.nccareers.org/
https://nccareers.org/one-year-later

