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Preface

Clinical Procedures for Medical Assisting: A Patient-
Centered Approach is a complete clinical textbook for the
medical assisting student at the postsecondary level. It
acquaints the student with all the clinical knowledge,
skills, and duties expected of a medical assistant, from the
general to the specific. The book speaks directly to the
student, and chapter introductions and conclusions are
written to engage the student’s attention and to build a
sense of positive anticipation about joining the medical
assisting profession.

When referring to patients in the third person, we have
alternated between passages that describe a male patient
and passages that describe a female patient. Thus, the
patient will be referred to as “he” half the time and as
“she” half the time. The same convention is used to refer
to the physician. The medical assistant is consistently
addressed as “you.”

Patient-Centered Approach
Throughout the book we have taken a patient-centered
approach. Wherever tasks involving interaction with
patients are described, the focus is on the patient’s needs
and on the role of the medical assistant in making the
patient an active participant in her own care. Several chap-
ters are primarily or exclusively devoted to interaction with
patients—such as Chapter 6, on interviewing the patient.
There is a particular focus on patient education. It is
always desirable for patients to be as knowledgeable as
possible about their condition. Patients who do not under-
stand what is expected of them may be confused, fright-
ened, angry, and uncooperative; educated patients are
better able to understand why compliance is important.
Throughout the book, elements that focus on patient edu-
cation carry this symbol:

We have also made a consistent effort to discuss patients
with special needs. Half the chapters in the book contain

apecial sections of text devoted to the particular concerns of

certain patient groups. These groups include the following:

e Pregnant women. Pregnancy has profound effects on
every aspect of health, all of which must be taken
into account when working with pregnant patients.
Where appropriate, we have dealt with special con-
cerns for pregnant patients, such as positioning for an
examination, changes in diet, and taking care to avoid
harming the fetus with drugs or procedures that
would ordinarily pose little or no risk to the patient.
Chapter 7, on the general physical examination,
includes a separate procedure on meeting the needs
of the pregnant patient during an examination.

e Elderly patients. Special care is often required with
elderly patients. The body undergoes many changes
with age, and patients may have difficulty adjusting
to their changing physical needs. Several chapters
deal with the special needs of elderly patients, such
as Chapter 8, which includes an “Educating the
Patient” feature on preventing falls in the elderly.

e Children. The special needs of children are complex,
because not only their bodies but their minds and
social situations are very different from those of
adults. Dealing with children usually means dealing
with their parents as well, and medical assistants
must hone their communication skills to meet the
needs of both patient and parent when working with
children. One chapter that focuses on children is
Chapter 9, which discusses the medical specialty of
pediatrics.

e Patients with disabilities. Many different diseases and
disabilities require extra effort or consideration on the
part of the medical assistant. Patients in wheelchairs
and patients with diabetes, hemophilia, or visual or
hearing impairments all require specific accommoda-
tions. One chapter that deals with such patients is
Chapter 4, which includes a text section on the Amer-
icans With Disabilities Act and a procedure for mak-
ing the examination room safe for patients with visual
impairments.

e Patients from other cultures. Communicating with
patients from other cultures, especially when lan-
guage barriers are involved, poses a special challenge
for the medical assistant. In addition, patients from
other cultures may have attitudes about medicine or
about social interaction that differ sharply from those
of the medical assistant’s culture. Chapter 7 includes
a text section and a procedure about communicating
with patients from other cultures and meeting their
needs for privacy during an examination.

Because safety is a primary concern for both the
patient and the medical assistant, we have emphasized
this aspect of the work. Every procedure includes appro-
priate icons, discussed in Chapter 1, for safety precautions
required by the Occupational Safety and Health Adminis-
tration (OSHA) guidelines. These icons for the OSHA
guidelines appear in order of use within each procedure.
If hand washing is necessary more than once, the hand
washing icon appears twice. If biohazardous waste is gen-
erated during the procedure, the biohazardous waste con-
tainer icon will appear, and so on.

Areas of Competence

A key feature of the book that will enhance its usefulness
to both students and instructors is its reference to the
areas of competence defined in the 1997 AAMA Role
Delineation Study. The study, which replaces the 1990
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DACUM (Developing A CurriculUM) analysis, provides a
comprehensive list of duties and skills required of med-
ical assistants in their work. The Committee on Accredi-
tation of Allied Health Education Personnel (CAAHEP)
requires that all medical assistants be proficient in the 67
entry-level areas of competence when they begin medical
assisting work. The opening page of each chapter pro-
vides a list of the areas of competence the chapter covers,
and the complete Medical Assistant Role Delineation
Chart is provided as an appendix. (A correlation chart
also appears in the Instructor’s Resource Binder.) The
chapter-by-chapter listing of areas of competence allows
instructors to identify skills that have been covered in the
course and helps students find the chapters that cover
specific skills and duties.

We have been careful to ensure that the text provides
ample coverage of topics used to construct the AMT Reg-
istered Medical Assistant (RMA) Exam. A correlation
chart appears in the Instructor’s Resource Binder.

Organization of Text

Clinical Procedures for Medical Assisting: A Patient-
Centered Approach is divided into five sections, each of
which relates to a broad topic or area of skills. Each sec-
tion is set apart, and the general areas of competence cov-
ered are included with the list of chapters in the section.
The ordering of sections, and of chapters within each sec-
tion, allows the student and the instructor to build a
knowledge base starting with the fundamentals and work-
ing toward an understanding of highly specialized tasks.

Section 1 begins with a grounding in principles of asep-
sis, a concept that is crucial to all clinical procedures,
before delving into the details of infection control and
blood-borne pathogens. Section 2 leads the student
through the basics of anatomy and physiology and into
the details of the general examination; Section 3 builds on
that knowledge as it explores highly specialized physical
examinations. Section 4 explores the technical details of
laboratory testing, and Section 5 involves the most com-
plex and challenging aspects of clinical medical assisting,
including drug administration, electrocardiography, and
radiology.

Each chapter opens with a page of material that
includes a chapter outline, a list of objectives (skills or
knowledge for the student to achieve), a list of key terms,
and a list of areas of competence covered in the chapter.
The main text of each chapter is organized into topics
that move from the general to the specific. Color pho-
tographs, anatomical and technical drawings, tables,
charts, and in-text features help educate the student
about various clinical aspects of medical assisting. The
in-text features, set off in boxes within the text, include
the following.

® Procedures give step-by-step instructions on how to
perform specific clinical tasks a medical assistant
might be required to perform.

iv Preface

e “Tips for the Office” features provide guidelines on
keeping the medical office running smoothly.

e “Educating the Patient” features focus on ways to
instruct patients about how to care for themselves
outside the medical office.

e “Diseases and Disorders” features give detailed infor-
mation on specific medical conditions—how to recog-
nize, prevent, and treat them.

e “Caution: Handle With Care” features cover precau-
tions to be taken in certain situations or when per-
forming certain tasks.

e “Multiskill Focus” features discuss various specialized
medical professions or duties that represent useful
additional skills for medical assistants.

Each chapter closes with a summary of the chapter
material, focusing on the role of the medical assistant.
The summary is followed by end-of-chapter pedagogy,
consisting of three types of questions: discussion ques-
tions, which involve students in an exploration of issues
raised by the chapter material; critical thinking questions,
which apply the chapter material to specific, case study-
like situations; and application activities, which allow
students to practice specific skills in the classroom. End-
of-chapter pedagogy is followed by Further Readings—a
list of books and articles containing additional informa-
tion about the subjects presented in the chapter. The
instructor may use these further readings to enhance
lessons, or the student may use them as references to
supplement the text.

The book also includes a glossary and several appen-
dixes for use as reference tools. The Glossary lists all the
words presented as key terms in each chapter, along with
their definitions, and several other terms the student
should know. The appendixes include the Medical Assis-
tant Role Delineation Chart and prefixes and suffixes,
Latin and Greek terms, abbreviations, and symbols used
in medical terminology.

Ancillaries

The Student Workbook provides an opportunity for the
student to review the material and skills presented in the
textbook. On a chapter-by-chapter basis, it provides:

e Vocabulary review exercises, which test knowledge of
key terms in the chapter.

® Content review exercises, which test the student’s
knowledge of key concepts in the chapter.

e (ritical thinking exercises, which test the student’s
understanding of key concepts in the chapter.

* Application exercises, which test mastery of specific
skills.

e Case studies, which apply the chapter material to
real-life situations or problems.



e Competency checklists for the procedures in the
chapter.

The Instructor’s Resource Binder provides the instructor
with materials to help organize lessons and classroom
interactions. It includes:

e A complete lesson plan for each chapter, including an
introduction to the lesson, teaching strategies, alterna-
tive teaching strategies, case studies, transparency
teaching notes, assessment, chapter close, resources,
and an answer key to the student textbook.

e Procedure competency checklists, reproduced from
the Student Workbook.

e An answer key to the Student Workbook.

e Charts that show where in the student textbook, the
Student Workbook, and the Instructor’s Resource
Binder, material is presented that correlates with the
1997 AAMA Role Delineation Study Areas of Compe-
tence, the 1990 DACUM Competencies, the SCANS
Competencies, the National Health Care Skill Stan-
dards, and the AMT Registered Medical Assistant
(RMA) Certification Exam Topics.

e Fifty transparencies that reproduce art with captions
from the student textbook.

Computer software, including the Glencoe Student
Assessment System, the Instructor’s Presentation System,
and the WCBrown/McGraw-Hill Dynamic Human CD-
ROM, is also available.

Together, the Student Edition, the Student Workbook,
and the Instructor’s Resource Binder form a complete
teaching and learning package. Clinical Procedures for
Medical Assisting will prepare students to enter the med-
ical assisting field with all the knowledge and skills
needed to be a useful resource to patients, a valued asset
to employers, and a credit to the medical assisting
profession.
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“One of the most important things you must remember when as-
sisting with patients is to put yourself in the patient’s place. How
would you feel if you were told to do something you didn’t know
how to do? Wouldn’t you want to know ahead of time what will be
expected of you?

“As a medical assistant, it is your job to anticipate the physi-
cian’s every need during a physical exam. Compare the process
with that of surgery, where the doctor is handed an instrument
even before he asks for it. You should try to make as smooth a
transition as possible from one step to the next; everyone benefits.”

Diane Morlock,

Medical Assisting Instructor
Stautzenberger College
Toledo, Ohio




Brief Contents

Clinical Medical Assisting ............... |
Section 1: The Medical Office Environment. ... ..................... 2
Chapter 1: Principles of Asepsis. ........... ... i, 3
Chapter 2: Infection-Control Techniques . ........................... 25
Chapter 3: HIV, Hepatitis, and Other Blood-Borne Pathogens. . ............ 47
Chapter 4: Preparing the Examination and Treatment Area . . . ............ 71
Section 2: Understanding the Body and Assisting With Patients. . . . . . .. 85
Chapter 5: Anatomy and Physiology........... ... ... .. ... . . .. .. 86

Chapter 6:

Interviewing the Patient and Taking History and Measurements. . . 110

Chapter 7: Assisting With a General Physical Examination .. ............ 137
Chapter 8: Providing EyeandEarCare .............. ..., 157
Section 3: Specialty Practices and Medical Emergencies .. .......... 181
Chapter 9: Assisting With Examinations in the Basic Specialties . ......... 182
Chapter 10: Assisting With Highly Specialized Examinations. . . . .......... 210
Chapter 11: Assisting With Minor Surgery. . . . .......... i, 244
Chapter 12: Assisting With Cold and Heat Therapy and Ambulation . ....... 270
Chapter 13: Medical Emergencies and First Aid . . . .................... 296
Section 4: Physician’s Office Laboratory Procedures. .. ......... .. .. 329
Chapter 14: Laboratory Equipment and Safety . . ...................... 330
Chapter 15: Collecting, Processing, and Testing Urine Specimens. . ......... 354
Chapter 16: Collecting, Processing, and Testing Blood Specimens .......... 380
Chapter 17: Introduction to Microbiology ........................... 414
Section 5: Nutrition, Pharmacology, and Diagnostic Equipment. . . . . .. 442
Chapter 18: Nutrition and Special Diets. . . . ... ...................... 443
Chapter 19: Principles of Pharmacology ............................ 471
Chapter 20: Drug Administration . . ............... ... 498
Chapter 21: Electrocardiography and Pulmonary Function Testing.......... 528
Chapter 22: X-Rays and Diagnostic Radiology . ....................... 559
Appendixes

I. Medical Assistant Role Delineation Chart. . ....................... 582
II. Prefixes and Suffixes Common to Medical Terms. . .................. 584
III. Latin and Greek Equivalents Common to Medical Terms . ............. 586
IV. Abbreviations Common to Medical Notations . . . . .................. 587

V. Symbols Common to Medical Notations. . . ....................... 588
Glossary .. ... .. 589
Index . . ... 602

Brief Contents



Contents

Clinical Medical Assisting ...................1

Section 1: The Medical Office Environment. .. ...................... 2
Chapter 1: Principles of Asepsis. . . .. ..., 3
History of Infectious Disease Prevention . .............. ... i, 4
Microorganisms and Disease. . . . .. ... vt i e 5
The: DiSeaAtE PIOTEESww + ¢ miws s 5 5 2 BE s 5 B s S £ 7 8@ ¢ 0 HEE S S6E FET 5 8 MHEy 2 Bos & B oe 6
Theé: Body's DEIENSBS s« « siuiw « wmm « 5w s 5 508 ¢ 8 S8 & 5 568 5 HE% 6 S8 S #mES 5 G § 8 ME S ¢ Wi sse 6
The: Cycle of Infection : « s ouw s wmw s s amasmms s mus s Gm e s Bmas Bo® s SO0 56 WE s B8 68 96§ 50 9
Breakingthe CYcle:. . . . . o5 ss i s awis mws s ame s 56 55 966 s 965 s 668 HWe § SHEsBFE 0 11
Medical and Surgical ASEPSiS. . . . v v vttt e e e e e e 11
Procedure 1-1/Aseptic Hand Washing. . . . . ... ... .. it 13
Procedure 1-2/Moving Sterile Items Using Transfer Forceps. . . ...................... 15
OSHA Bloodborne Pathogens Standard and Universal Precautions . .................... 16
Caution: Handle With Care/Proper Use of Biohazardous Waste Containers and Handling of
Infectious Laundry Waste . . . . . . ..ottt e e e e e e 17
Educating Patients About Preventing Disease Transmission . ......................... 22
Educating the Patient/Following the Doctor’s Instructions . . . .. ...................... 23
Chapter 2: Infection-Control Techniques . ............ ..., 25
The Medical Assistant’s Role in Infection Control . .. ......... ... ... ... . ... ...... 26
The Three Levels of Infection Control . ... .......... ... ... innnnnnnnn 26
Sanitization: The First Level of Infection Control. . . . ... ........... .. ... ..., 26
Disinfection: The Second Level of Infection Control. . . ............................. 28
Sterilization: The Third Level of Infection Control. . ................ .. ... ... .... 30
Procedure 2-1/Wrapping and Labeling Instruments for Sterilization in the Autoclave. . .. .. 32
Procedure 2-2/Running a Load Through the Autoclave . . . ......................... 34
Some Infectious DiSeases . . . . . ..ottt ittt 36
Diseases and Disorders/Preventing Nosocomial Infections . . ......................... 38
Reporting Guidelines . . . . .. ... e 40
Guideline for Isolation Precautions in Hospitals . ................ ... ... uiuuuen... 41
Immunizations: Another Way to Control Infection. . . .. ............................ 41
Chapter 3: HIV, Hepatitis, and Other Blood-Borne Pathogens. . ............ 47
Transmission of Blood-Borne Pathogens . . ... ........... ... ... 48
Multiskill Focus/HIV/AIDS INSITUCIOT . . . . . .o v ittt e e e e e e e e e e e e e 50
Universal Precautions. . . . . ... ... i it 51
Disease Profiles . . . . .. ... 51
Procedure 3-1/Applying Universal Precautions. . ... ......... 0. tiiiinnnnenenn.. 52
AIDS-PAtENS,. o : swzs 2 9 55 @05 e HEE wsE S 8 S8 55 QELE BE T HEE5 hEE S HHE S od b v mom o o 56
Other Blood-Borne Infections. . . . ... ..t e 61
Reporting Guidelines . . ... ... ... .. 63

viii Contents



Patient EAUCAtION . . . & o v v v e e et e e e e et e e e e e e e e e e e e 64

Procedure 3-2/Notifying State and County Agencies About Reportable Diseases . . . ....... 65
Special Issues With Terminal Illness . . ......... ... 68
Educating the Patient/Obtaining Information About AIDS and Hepatitis . . .. ............. 69
Chapter 4: Preparing the Examination and Treatment Area . . . ............ 71
The Medical Assistant’s Role in Preparing the Examination Room . .................... 72
The Examination ROOIM . . . . . ... it it ittt e et e 72
Cleanliness in the Examination Room . . ... ... .. ... it 73
Procedure 4-1/Guidelines for Disinfecting Examination Room Surfaces ................ 74
Caution: Handle With Care/Storing Biohazardous Materials. . .. ...................... 75
Caution: Handle With Care/Refrigerator Temperature Control. . . . ..................... 76
Room Temperature, Lighting, and Ventilation . . . . ......... ... .. ... ... .. ... 76
Medical Instruments and Supplies. . . . ... ... i i i i e e e e 77
Physical Safety in the Examination Room. . . ......... ... ... ... i 80

Procedure 4-2/Making the Examination Room Safe for Patients With Visual Impairments . . 82

Section 2: Understanding the Body and Assisting With Patients. . . . . . .. 85
Chapter 5: Anatomy and Physiology . . ... ... ... ... .. .. . . .. . ... 86
The Study of the Body . . . . . . ot e e 87
Organization 0L the BOAY: « s s ¢ 5 s s mws s maws 5o s wo6 e SoEs Rad s 5688 8E 5 GEE 66 87
Identifying the Location of Body Parts . . .. ... .. ..ttt it 89
Disease MechaniSms: : s .s s s 5 5w s 656 8 556 5 58085 & 6554 5 686§ G565 0T 8 n0d§ bEa s 5o 91
Caution: Handle With Care/Locating Body Parts by Anatomical Position. ................ 92
The Integumentary System (SKin) . . .. ... ... e e e 92
Multiskill Focus/Histologic Technician. . . ... ... . ... ittt 95
The Skeletal System . . . . . . ..ot e e e 96
The Muscular SYStem . . . . . .t v it e e e e e e et e e e e e e 97
Thie: NeTVOUS SYSEM: i « s s 5 mas s 3wn & Gue s Go6 ¢ 90m s HE® s HsEE s HEE S QRS 3 HEES S8 § 5 97
The ENAOCTTE SYSIEIM & s wo5 5 siws s sins s 5106 5 606 5 5 86 5+ 96 5 56E s Hw s GE s FaEs G068 s 929
The Circulatory SYSIEIML ; siw « s simw s simim s 5 56 6 8 3 s 5 5 5 5 55 55 5865 5ae s mivd § nmw s oamw s s 101
The Respiratory System. . . . . . . ..ot et e e e e e e 104
The Digestive SYStem . . . . . . ...t e e 105
The Urinary SYSteIM . . . . . .t ittt et e e e e et e e et e e e e e 106
The Reproductive System. . . . . . . .. ..t e e e e e 107

Chapter 6: Interviewing the Patient and Taking History and Measurements. . . 110

Conducting the Patient INTETVIEW .. s s v ¢ 5 556 s sss s 5aw « a5 s 550 5 6565 6,806 5 650 5 0o 111
Recording the Patient’s Medical History . ... ......... ... .. 116
Your Role a@s an ODbSeIVeT. . . . . .. .ottt e 116
Procedure 6-1/Using Critical Thinking Skills During an Interview . ... ............... 118
MenSUTation . . . . . ... e e 120
Caution: Handle With Care/Signs of Depression,

Substance Abuse, and Addiction in Adolescents . ............ . ... 121
Wital SIENS . s wmv » 5w s mmm s omw s vmie 5 5 0% 5 5 HESE ¥ SEE 5 GHHF s DEEF DEAE B EEF B § e e s 122
Procedure 6-2/Mensuration of Adults, Children, and Infants . ...................... 125
Caution: Handle With Care/Tympanic Thermometers: What You Need to Know. .......... 131
Procedure 6-3/Taking Blood Pressure (Adults and Older Children). . ................. 134

Chapter 7: Assisting With a General Physical Examination . ............. 137
The Purpose of a General Physical Examination . .. ................uuuueennn... 138
The Role of the Medical Assistant . .. ... ... .... .. ...ttt 138
SATEEY PIECHIMIONG v . o oo e e e v e v mmim o mmim o n e s E R R R R § R EA N R 138

Contents



Preparing the Patient for an Examination . ... ........ ... i 139

Procedure 7-1/Helping the Patient Prepare for an Examination in Fowler’s Position . . . . .. 143
Procedure 7-2/Communicating Effectively With Patients From Other Cultures
and Meeting Their Needs for Privacy . ... ... ... . i, 144
EXamination Methods. . . o . v v v vttt ettt et ettt et et it et ettt 144
Procedure 7-3/Transferring a Patient in a Wheelchair and Preparing for an Examination . . 145
Procedure 7-4/Meeting the Needs of the Pregnant Patient During an Examination . ...... 147
Components of a General Physical Examination . ............... .. ... .. oo, 148
Completing the EXamination . . . .. ...ttt 153
Diseases and Disorders/Helping Elderly Patients With Depression .................... 154
Caution: Handle With Care/Helping Patients With Suspected Breast Cancer. . . ........... 155
Chapter 8: Providing Eyeand EarCare ............................ 157
The Medical Assistant’s Rolein Eyeand EarCare . . . ... ... ...t 158
575 T ) o Y 158
The AgINg Eye . . . . oot i i i e e 159
ViSTON, TOSEINIE . siis ¢ 5 min s s mimve s misiig » @8 & 058 & Smis 5 0 B0 ¢ 60 v S s simw s swin s smw s o 160
Educating the Patient/Preventing Falls inthe Elderly. . ... ............ ... ... ... .... 160
Multiskill Focus/Ophthalmic Assistant . . .. ....... ... it 161
Treating Eye PTODISIMNS s s s 5w s s s swim s s 0w 6 5 80 6 8 5600 8 o8 s @i s s s 6008 s @gs o 163
Procedure 8-1/Performing Vision Screening Tests . . ... ............ ... ..., 166
HeariNg . : «ow s 665 5 a5 586 s 6id s BFA 5 5 SE 6 GT8 5 GB@ 5 HRE S BFWN s GG BSE s B5®§ b 166
Educating the Patient/Preventive Eye-Care Tips. . . . . . .. ... ittt 168
Procedure 8-2/Administering Eye Medications . ............... ... ... ... ... . ..., 169
The AgIng Ear . . . . ... e e e e 170
Procedure 8-3/Performing Eye Irrigation. . . .. ...... ... ... ... .. 171
HEATINE LIOSS & s sas s ssm s 5508 ¢ 615 sa5 6 naks s S0 s sEe s G@ms G855 8Es 5 vmE s HeE s 08 171
Hearing and Diagnostic Tests. . . . . . ..ot ottt ittt e e et et e e 173
Procedure 8-4/Measuring Auditory Acuity . ... ... ... .. . i e 174
Treating Ear and Hearing Problems . . .. ... ... ... .. i, 174
Diseases and Disorders/Otitis Media: The Common Ear Infection . .. .................. 175
Educating the Patient/Preventive Ear-Care Tips. . . . . . . . ..o ittt in ittt i e eneen 176
Procedure 8-5/Administering Eardrops . . . . . . . .. ... . . i e e e 177
Procedure 8-6/Performing Ear Irrigation. . . . . ........ ... . .. . i i . 179
Section 3: Specialty Practices and Medical Emergencies ......... ... 181
Chapter 9: Assisting With Examinations in the Basic Specialties . ......... 182
The Medical Assistant’s Role in Specialty Examinations. . .. ........................ 183
Internal Medicine. . . . . . . . ... e e e e 183
Procedure 9-1/Performing an Assessment for Chronic Fatigue Syndrome . ............. 184
Caution: Handle With Care/Domestic Violence Detection. . .. ....................... 185
PediatriCs. . . . .o e e e e e e e e 188
Educating the Patient/Teaching Patients About Sexually Transmitted Diseases . .. ......... 189
Procedure 9-2/Performing the Scoliosis Examination. . ... ........................ 191
Obstetrics and Gynecology . . . . . .ot v ittt ittt e e e 197
Educating the Patient/How to Perform a Breast Self-Examination . . ................... 197
Procedure 9-3/Assisting With a Cervical Biopsy . ... ......... ..t iinnnnnn.. 202
Chapter 10: Assisting With Highly Specialized Examinations. . ............ 210
The Medical Assistant’s Role in Specialty Examinations . . .. ........................ 211
AlSTEY o wws ¢ wmm v simw s vosie s smm s 5 @i @ 5 9ais s ams § 5EE 5 586 8 %85 5 5 FH5 5 560 o mwmie o wm 211
Procedure 10-1/Performing a Scratch Test . . . . .. ... ... .ttt 212
Cardiology . . . . o e e 213
Multiskill Focus/Doppler and Stress Testing . . . ... ... ... ...t nnennnnn... 215

X Contents



|0 1=) 1o P 0] (4= N I I
ENdOCTINOIORY + « « v v v vt e vttt e et 221
L0 T (01=) 1 1<) (o) (04 I R 222
Procedure 10-2/Assisting With Sigmoidoscopy . ............. ... 224
NEUIOIOZY « « . o e ettt ettt et annssnnsnseseenanssannesssasssesesssssss 225
OMCOIOgY . -« v o vttt e e 230
Ophthalmology . . . -« ottt i et e e 232
Procedure 10-3/Preparing the Ophthalmoscope for Use . . ...................... ... 232
OrthopediCs . . . .« oo it e e e 237
(0170 U7 2 R I 239
Procedure 10-4/Assisting With a Needle Biopsy. . . . .. ... ... ... .. .. 240
SUTBETY & 6 s 56 6 5 56 6 8 wwm 5 wise 8 Wi o i o wisim o o/ @ s g mm o o mio s s minie o smie o e mwie s 240
TIROIOBY 5 ¢ moiis s v 6 5 5w 6 8 8 65 Grisrrs ¢ S0 8 Wl § Bmm & om e s w8 8¢ asmn s ous s ome o 241
Educating the Patient/Testicular Self-Examination . .. ........... ... ... ... ... ... ... 241
Chapter 11: Assisting With Minor Surgery. . . . . ........ o, 244
The Medical Assistant’s Role in Minor Surgery . . . . . ...ttt i, 245
Surgery in the Physician’s Office . . . . ... .. ... . 245
Multiskill Focus/Surgery Technologist . . ... ... ...ttt ittt 246
Caution: Handle With Care/Conditions That Interfere With Fast, Effective Wound Healing . . . 248
Instruments Used in MinOT SUIGEIY . . . . . . i ittt ittt it ettt ettt en e e 249
ASBPSIS s s s s mmeswwn s smns dmme GHEF GHRE L FEE S RBGF EHE S GEE S GRE SRR BEE S GRE 253
Procedure 11-1/Using a Sterile Instrument Pack to Create a Sterile Field .............. 254
Procedure 11-2/Performing a Surgical Scrub . . . .. ... ... ... .. . L i i 257
Procedure 11-3/Donning Sterile Gloves . . . . . ... ... ... i e 258
Preoperative Procedures . . . . . . ..ottt ittt e e e et e 259
Intraoperative Procedures . . . . . ..ot i ittt it it ettt ettt 261
Procedure 11-4/General Assisting Procedures for Minor Surgery .................... 263
PoStopPerative PrOCEAUITES : o 4« o 5 wim g5 sim s » mpie s 9mo & ma ¢ o056 8 s 5 06 65 58 6§ 605 5 53 265
Procedure 11-5/Suture Removal . . .. .. ..... ...ttt ietnnenrnnrneeneennnnennn 267
Chapter 12: Assisting With Cold and Heat Therapy and Ambulation . ....... 270
General Principles of Physical Therapy. ... ... ... ...ttt i, 271
Educating the Patient/Art Therapy and Other Specialized Therapies . . ................. 272
Cryotherapy and Thermotherapy . . . . .. ..o i ittt ittt it et et et et et et et e 273
Procedure 12-1/Measuring Range of Motion Using a Goniometer. ................... 275
Procedure 12-2/Performing Muscle Strength Assessment. . ........................ 278
Procedure 12-3/Following General Rules for
Administering Cryotherapy and Thermotherapy . ... ........................... 282
Procedure 12-4/Administering Different Types of Cryotherapy . ..................... 283
Multiskill Focus/Physical Therapist Assistant . . . . ... ......... .00 nnnnn.. 284
Hydrotherapy. . . . . ..ot e e 285
EXeICiSe TheTapy . . . ¢ ottt it e et e e et e et e e e 285
Educating the Patient/The Injured Athlete . ... ............ it esnnnn.n.. 286
MaBBAZE . ¢ ois s s s smm s 5 mwie & BEE S FEE § GEE S SEEE S F SR G 6 e wd s e o mee o wn e e 287
TRACHOM s o 3 v « 553 5 5 95 ¢ BT s GFHE o HAT 5 GFE S DEE 5 S0 5o o s a aeie o i s e 289
MODBIIEY ATAS : « ¢ 51516 ¢ siwm o 555 5 555 6 555 5 510 65 5 i o wimie » stmon o o mie o miwon s wwm s i s 289
Procedure 12-5/Teaching a Patient How to UseaCane ..............c.ouuuuuununn.. 290
Procedure 12-6/Teaching a Patient How to Usea Walker . . . ... .................... 291
Referral to a Physical Therapist . . . . .. ... ittt e e e e et 293
Educating the Patient/Alternative Therapies . . . . ... ..o vttt vttt 294
Chapter 13: Medical Emergencies and First Aid . . . .................... 296
Understanding Medical Emergencies . .. ........... ... 297
Preparing for Medical Emergencies . . ... ......... ...ttt 297
Procedure 13-1/Stocking the Crash Cart . . . .......... .. .. . ... 299

Contents xi



Procedure 13-2/Performing an Emergency Assessment . ..............oo0otenneen.. 300

Accidental INJUTIES . . . . . . oottt 300
Procedure 13-3/Performing Cardiopulmonary Resuscitation (CPR). . .coosnnnmsmansoman 305
Educating the Patient/CONCUSSION . . . ..o v v v 309
Procedure 13-4/Stopping Bleeding . .. ....... ... ...t 310
CommMON IHINESSES . . o v it et e et et e e e e e e e 314
Procedure 13-5/Cleaning Minor Wounds. . . . ...... ...ttt 314
Less CommoOn IIINeSSes . . v v v v vttt vt it et ten e censonnosenasenassoosssnesonas 317
Procedure 13-6/Caring for a Patient Who Is Vomiting . . ................ ... ..., 317
Multiskill Focus/CPR INSIIUCIOT . . . . v v v vt ettt ettt et ettt et et e n e eeeneae s 319
Procedure 13-7/Assisting With Emergency Childbirth . .. ........ ... .. ... ... ... 321
Common Psychosocial EmMergencies . . . . ... ... ..ttt e 323
The Patient Under SIressS . . . . . v v v it it it e e e e e e e et et e ettt e e e e 324
Educating the Patient . . . . . . ... . it e e 326
3 TSF: 11 (=) < 326
Procedure 13-8/Performing Triageina Disaster ... ............ ... ... ... ..., 327
Section 4: Physician’s Office Laboratory Procedures. .. ............. 329
Chapter 14: Laboratory Equipment and Safety . .. ..................... 330
The Role of Laboratory Testing in Patient Care . .. .......... ...ttt nennnn.. 331
The Medical Assistant’s Role. . . . . .. .. e e e 332
Use of Laboratory Equipment . . . . ... ... i e 332
Multiskill Focus/Medical Laboratory Assistant . ............ .. ... . ... 334
Procedure 14-1/Using @ MICTOSCOPE . . . .t ¢ttt ittt ittt ittt ittt i n e i ennnens 335
Caution: Handle With Care/Care and Maintenance of the Microscope . . . ... ............ 338
Safety in the LADOTALOTY - «v s« cow s smm s s mm s s wos s sl o o5 s sie s s 5806 6 685 s 550§ 5 5Hs 338
Quiality ASSUTANCE PIOSIAMIS  : s o6 s saiss s ms s s G55 5 Has s GaE s 5885 Soms $oEs 08866 wEs 347
Procedure 14-2/Disposing of Biohazardous Waste . . . ... ...... ... .. ... .. ... 348
Communicating With the Patient. . . . .. ... ... .. . . i i 351
Record Keeping . . . . . . oot e e e e e e e e e e 352
Chapter 15: Collecting, Processing, and Testing Urine Specimens. . ......... 354
The Role of the Medical Assistant . . . ... ... ... .. i 355
Anatomy and Physiology of the Urinary System . . ............. ... .00t iurnun.n.. 355
ObtaiNing SPECIMENS o« « 5 5w ¢ s 9w s mms s Bwim s FaE 5 s B s s 515 65 Sm 6 s Gass Hme s S8 o8 356
Procedure 15-1/Collecting a Clean-Catch Midstream Urine Specimen .. ............... 358
Educating the Patient/How to Collect a 24-Hour Urine Specimen . .................... 359
Procedure 15-2/Collecting a Urine Specimen From a Pediatric Patient ................ 361
Urinalysis . . . . oo e e e e e e 363
Procedure 15-3/Measuring Specific Gravity With a Urinometer ... .................. 368
Procedure 15-4/Measuring Specific Gravity With a Refractometer . .................. 369
Procedure 15-5/Performing a Reagent Tablet Test . . . ... ............ ..., 372
Procedure 15-6/Processing a Urine Specimen for Microscopic Examination of Sediment . . . 374
Chapter 16: Collecting, Processing, and Testing Blood Specimens . ......... 380
The Role of the Medical Assistant . . ... ........ ...ttt 381
The Functions and Composition of Blood . . .. ............... ... . i iininnn... 381
Multiskill Focus/Phlebotomist . . . ... ... ... . . . 382
Collecting: Blood, SPECIMENS: <« m s smm « simm s wmm g smme s 5os s 6 s e s §55 8 006 5 06§ o 385
Caution: Handle With Care/Phlebotomy and Personal Protective Equipment . . ... ........ 388
Procedure 16-1/Performing Venipuncture Using an Evacuation System ............... 390
Responding to Patient Needs . . . . . .. ... ... .. 393
Procedure 16-2/Performing Capillary Puncture . . . .. ....... ...t tinnnnn... 394
Procedure 16-3/Filling @ UNOPETTE. . . . . .. .. . ittt ittt e et eeeen 396
Performing Common Blood Tests . . . . . . ..o v ottt e e 399

xii Contents



Procedure 16-4/Charging (Filling) a Hemocytometer. ... ........ ... ..., 405

Procedure 16-5/Completing a Blood Cell Count Using a Hemocytometer. . . . ........... 406
Procedure 16-6/Preparing a Blood Smear Slide . . .. .......... ... i 408
Procedure 16-7/Measuring Hematocrit Percentage After Centrifuge .................. 410
Chapter 17: Introduction to Microbiology . .......................... 414
Microbiology and the Role of the Medical Assistant. . ................ ... . ... 415
How Microorganisms Cause Disease. . . .. ....... ..ttt 416
Classification and Naming of Microorganisms . . . . .. ... .ottt i it e e enenn 416
5 1= 417
BaCBI A 5 6w v s Bmm s 58S § B S e EEE g B s B g B 5 2 Mam s mie eowmieas ;O g i 2 e e s A 417
PYOtOZOATIS: « w6 s 5 § @16 8 5 858 § 8 6 6 » 518 6 8§ €8 8§ Biste 8 @8 s Bwa s 3wy o v i e 0w w0 s s 420
FUNEL ¢ e s sma s somi s 680 8 6 86 6 6 8§ S48 85 8058 RER 6 Suims SE 88§ Bm 5 s 02 MM e 0ne sy 420
Multicellular Parasites: : = s s « 55 s s 5 ¢ s 6.5 G & S @i s im0 & 5 5o § 4 610 ¢ § B8 53 0® 6o wE 8 s 420
How Infections Are Diagnosed. . . . ... ...ttt et e 421
Specimen Collection ... . ¢ vv v oo s v a6 8 s Bie s .56 5 2566 oRE § 5 8E s A8 58686 @066 856§ 424
Caution: Handle With Care/Preparing and Transporting Specimens for Pathological Study . . . 425
Procedure 17-1/0Obtaining a Throat Culture Specimen . . .......................... 428
Transporting Specimens to an Outside Laboratory . . .. ........ .. ... ... . ... 429
Procedure 17-2/Preparing Microbiologic Specimens for Transport to an Outside Laboratory 430
Direct Examination of SPECIIETIS : & s s ¢ wm o s 56 6 5 o s 6 s s Smm s @oms samm s Bas s s wi s 431
Preparation and Examination of Stained Specimens. . . ............ ... .. .. .. ...... 432
Procedure 17-3/Preparing a Microbiologic Specimen Smear. . . ..................... 432
Procedure 17-4/Performing a Gram’s Stain . . . . . ... ... .ttt e 433
Culturing Specimens in the Medical Office . . .. ...... ... ... .. .. . . . ... 434
Tips for the Office/Obtaining Additional Training in Microbiology .................... 438
Determining Antimicrobial Sensitivity . ... ... ... ... .. . . . . 439
Quality Control in the Medical Office. . . . .. ... ... . . . i 439

Tips for the Office/Guidelines for a Quality Control Program in the Microbiology Laboratory . 440

Section 5: Nutrition, Pharmacology, and Diagnostic Equipment. . . . . .. 442
Chapter 18: Nutrition and Special Diets. . . . ... ...................... 443
The Role of Diet in Health. . . . . . ... ... . e e e 444
Daily Energy Requirements. . . . . . ... v ittt it it et et et e e e e 444
INTTIETIES o+ 50 s 3 mm e s mm s somm s s mm o § BMEE 3 Mmm 3 86 OHE 6 06§ 5 BF6s $6 S5 HREE HHG § @5 444
Procedure 18-1/Educating Adult Patients About Daily Water Requirements . ........... 453
DIEtaTy GUIGBIITIES & & 5w ¢ « wimis  simie s simiv s 5 8 5 5 85 5 5 6565 50565 bso §smm o mme o mimin o min 454
Assessing Nutritional Levels . . . ... ... . . e 456
Modifying Diets . . . . . . .ot e 458
Procedure 18-2/Alerting Patients With Food Allergies to the Dangers of Common Foods . . . 459
Procedure 18-3/Teaching Patients How to Read Food Labels. . .. .................... 463
Eating Disorders. . . ... ... ... 464
Patient EAUCALION = « s wim s 5 pws s 55 0 8 506 4 8 5158 5 58 o 855 6 5905855555 nmaemenemssenn 466
Educating the Patient/Changes in Nutritional Recommendations . .................... 467
Chapter 19: Principles of Pharmacology . .............. ... vu..... 471
The Medical Assistant’s Role in Pharmacology . ... ............ ... 472
Drugs and Pharmacology . . . ... ... ittt e 472
SOUTCES Of DIFUES & 55 ¢ 5 5% & 5 %6 5 55 6 6 500 0 0m v 2w e o mie w mnie o s s s e s s w5 o s s s 472
Tips for the Office/Expanding Your Knowledge of Medications. . .. ................... 473
The Food and Drug Administration (FDA) . ... ... ..ttt 474
Pharmacodynamics . . .. ... ... ..ttt 475
Pharmacokinetics. . . ... ... . 475
Pharmacotherapeutics. . . . .. ... it 476
TOXTCOLOEY ¢ 4 mimos s wir s s mm s 5 B 6 § 68 & 5§ G5E5 BEE 5 EE § 55 5 5 s o s mom s semee o e o wmie 5 8 484

Contents xii



Sources of Drug Information . . . . ... ...ttt
Regulatory Function of the FDA. . . . ... ... e 485
Procedure 19-1/Helping the Physician Comply With
the Controlled Substances Act of 1970 . . .. ... ...ttt eneeeeeennnns 487
Procedure 19-2/Renewing the Physician’s DEA Registration. . . . .................... 491
Caution: Handle With Care/Secure Handling of Prescription Pads. . . .................. 494
VACCITIES .« « v v v oe e oo et e eeasansesensoeneacnsensessasensossassssossnssss 494
Patient Education ADOUt DIUES . . . . ot ot i ittt it ittt ettt e e i e 495
Chapter 20: Drug Administration . . .............. ... ... ... 498
The Medical Assistant’s Role in Drug Administration. . . ........................... 499
ScOpe Of PractiCe: . ..« vvv v oo maiis s s s mie s seie s sa s BaE S HEEE T RS S HAE S HAR E s 499
Dosage Calculations . . . . . . ..o it e e 499
Preparing to Administera Drug. . .. ... .. i e e 503
Caution: Handle With Care/Dose and Route in Drug Administration. . .. ............... 503
Educating the Patient/Using an Epinephrine Autoinjector .......................... 506
Techniques of Administering Drugs . . . . ... ..ottt ittt ittt 507
Procedure 20-1/Administering Oral Drugs. . . . ... ... ... ittt 508
Procedure 20-2/Drawing a Drug Froman Ampule. . . .. ....... ... ... .. ... o ... 514
Procedure 20-3/Reconstituting and Drawing a Drug for Injection. . .................. 515
Procedure 20-4/Giving an Intradermal Injection . . ... .......... ... ... ... ... ... 516
Procedure 20-5/Giving a Subcutaneous Injection. . . . . .......... ... ... ... . ... 517
Procedure 20-6/Giving an Intramuscular Injection . ............ ... ... ... ... ..., 519
Educating the Patient About Drug Administration . . .. .......... ... ... .. .. ... ... 522
Special Considerations . . . . ... ...ttt e e e e 524
Caution: Handle With Care/Avoiding Unsafe Polypharmacy . ........................ 525
Nonpharmacologic Pain Management. . . . . ... ..ottt ittt i it et 526
Chapter 21: Electrocardiography and Pulmonary Function Testing. ......... 528
The Medical Assistant’s Role in Electrocardiography and Pulmonary Function Testing . . . ... 529
Anatomy and Physiology of the Heart ... .......... ... .. . . i ininnnennn. 529
The Conduction System of the Heart . .. ........... ... ... . i inennnnnnnn. 529
The Electrocardiographi .« « « wo ¢ s sise s swm s smis s s 0 6 6 ows s mais s siams same sinme i o 531
Preparing to Administer an ECG . i . co v s con o sviv e smmasmmasssassias abasavissoss 535
Procedure 21-1/0btaining an ECG. . . . . . .. ... ittt ittt ittt i it e e 536
Applying the Electrodes and the Connecting Wires . . . ... ............0uuuirnrnn... 537
Caution: Handle With Care/Allaying Patient Anxiety About Having Electrocardiography. . . . . 538
Operating the Electrocardiograph. . . . ... ...ttt i et e e 539
Troubleshooting: Artifacts and Other Problems . . . ... ............ ... ... ...0...... 540
Completing the Procedure. . . . ... .. ittt ittt et et ettt 545
Iterpreting the ECG.: o n 5 v s snin s nmm s sime s sn e asae snms s noss GuEs nas s e § oeas 545
Procedure 21-2/Mounting the ECG Tracing . . . . . . ... ..ottt ittt ii i eieennnn. 546
Exercise Electrocardiography (Stress Testing) . . .............uiiiinenernnnnnn.. 547
Ambulatory Electrocardiography (Holter Monitoring) . ...............c.ouueenn.... 547
Caution: Handle With Care/Ensuring Patient Safety During Stress Testing . . . ............ 548
Anatomy and Physiology of the Respiratory System. . . ................. ... .0 ..... 549
Pulmonary Function Testing . . . . . .. ...ttt ittt et e e 549
Procedure 21-3/Holter Monitoring . . . ... ... ... ..ttt ittt et 550
SPITOMMITY . . . . ottt e e e e e e 550
Performing Spirometry . .. ... .ottt i i e e e e e 551
Multiskill Focus/Respiratory Therapist . . . . . .. ... .ottt et e et eeea s 552
Procedure 21-4/Measuring Forced Vital Capacity Using Spirometry .................. 555
Chapter 22: X-Rays and Diagnostic Radiology . ....................... 559
Brief History of the X-Ray . . . . .. .. e e 560
Diagnostic RAGIOLOEY: « « i « o was snms s 5o s omn s 65 6 6065 08565 G86 § 558 5 sns o omm oo 560

xiv Contents



