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Medical Assisting
SKILLSUSA NSLC 2015

VITAL SIGNS/CHARTING

TIME LIMIT: 15 MINUTES

CONTESTANT INFORMATION: V/S and the reason for visit are part of the
triage for all pts. Correct technique, accurate results, and good
documentation facilitate a healthy outcome for the pt. Pulse and
Respiration characteristics are always assessed during the individual
readings as they alert the MA to possible problems.

SCENARIO: You work for a Cardiologist. Today you will assess pt’s reason
for visit, obtain v/s, and document. Office is converting over to EHR
therefore you will need to document on both EHR and paper chart
during the transition (EHR charting will not count, paper documentation
will count toward total score). Patient is Skilly Usa. She is a new pt and
is 29-years-old. She is in the triage room awaiting you. Explain
procedures and ask questions PRN

Please let the judge know when you are ready to begin. You will have 15
minutes. Judge will assist you with EHR if needed
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MEDICAL ASSISTING
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PROGRESS NOTE
PATIENT: ALLERGIES:




TIME LIMIT: 10 MINUTES
CONTESTANT #:

SKILLSUSA NLSC
MEDICAL ASSISTING
VITAL SIGNS

CRITERIA

Comp
points

POSS
PTS

EARNED
POINTS

COMMENTS

IDs patient, IDs self, Explains procedure,
Cks Allergies, Assembles equipment,

washes hands (Medical Asepsis technique) 2'pt
each

2

12

Assesses CC:, asks pertinent questions

10

Correctly takes Temp (cleans, sheath’s,
gloves, sublingual after beep, listen for
beep, remove w/sheath, cleans,
replaces equip/supplies)

40

Correctly takes Pulse & Respiration (has
own watch, cks P and R characteristics, equivalent of 1
minute (15 or 30 sec each}), palm down, below heart
level, radial pulse, pt unaware of R ck)

40

Correctly takes Blood Pressure,
(Stethoscope is cleaned and ready, Palm is up, brachial
palpated, diaphragm placed, cuff is inflated/deflated
properly, cuff is not left on for longer than one minute)

30

Brings closure to visit, washes hands
(med. Asepsis)Written Documentation:
Documents CC & V/S. (correct format; date,
time, abbrev. used for P & R, Doc, Characteristics for
P&R, Systolic/diastolic, correct order, reason for visit),

legible, signs off correctly (iine drawn,
contestant number)

26

Completed in 10 minutes (1 pt deduction/
30 sec over)

TOTALS

160

Judges initals ___
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CPR

10
TIME LIMIT: -5 MINUTES

CONTESTANT INFORMATION: Every Medical Assistant must know and
remain current in CPR. Correct technique is of the upmost importance
when attempting to save someone’s life. Please complete CPR on the pt.
You are working with another MA (judge), though she is new. (AED is
available as needed)

SCENARIO: A mother has just rushed in with an unresponsive 9-year- old
child, approximately 50 pounds. She is escorted to the back where she
lays the child on the floor. Mother hollers “Please save my child” The
receptionist and other MA are just standing there looking at the child
and you. Respond as you have been trained to do. Child is an
established pt document actions.

Please let the judge know when you are ready to begin. You will have 5
minutes to complete the scenario. Judge is “other” MA and help PRN.



SKILLSUSA NLSC
MEDICAL ASSISTING
3fe ok ok sk ske ok 3k ok sk ok sk ok sk ok e sk ok sk sk sk sk sk ok ofe ok ok sk sk sk dle ok ok ok ok sk ok sk sk ok ok sk sk ke sk ok sk sl sk ske e sk sk sk ke
PROGRESS NOTE
PATIENT: ALLERGIES:
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MEDICAL ASSISTING
|0 CPR

TIME LIMIT: _8~_ MINUTES
CONTESTANT #:

E = R -

sglzE|2E
CRITERIA §§ 85 $ 5 | COMMENTS
Notices pt on ground, assess scene 5 5

for safety

Call for AED/911 (points at MA to get AED, 5 10
Receptionist to call 911}

Checks for pulse (carotid) 10 |10

Begins compressions (one hand, 15 15
midsternal, appropriate landmark)

Checks for breathing (looks, listen 10 |10

and feels)

Gives 2 appropriate breaths 10 10
30:2 ratio 10 10
AED is placed correctly and 5 10

completed as instructed

Responds to 2 person CPR 10 |10

Turns child on side after signs of life 10 |10
established

Documents child in unresponsive, 911 called, 5 25
CPR initiated, 2 person CPR, outcome

TOTALS 125

Judges initals ___
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PAP Set Up/Communication

TIME LIMIT: 10 MINUTES

CONTESTANT INFORMATION: There will be two separate scoring
components to this station; the Pap set up with communication and the
lab requisition. Multi-tasking is the Medical Assistants most admirable
trait. Keep this in mind as you move through this station. Your patient is
already in the exam room. Set up for a pap, as you explain to the pt
what is needed and expected. Complete lab request.

Scenario: Pappy Youngirl is 16-years-old and scheduled for her first
gynecologic exam. Ms. Youngirl is exceptionally scared and nervous, so
be thorough and calming! Please set up the room and table while you
explain the procedure to the patient. After you have explained the
procedure and set the room up you will need to communicate with the
lab specimen to be sent and tests needed by completing the lab
requisition. After you have completed the lab requisition and have set up
the room let the pt know that you will step out for a few minutes while
she undresses and puts the gown on. (at this point You will be done)

Ask any pertinent questions of the judge and then let the judge know
when you are ready to start. Your time will start when you are ready and
end when you exit the room as stated above. You will have 10 minutes.
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MEDICAL ASSISTING
PAP Set Up/Communication

TIME LIMIT: 10 MINUTES
CONTESTANT #

CRITERIA

Competency

points

POSSIBLE

POINTS
EARNED

POINTS

COMMENTS

1. Id Self & pt, Ck’d allergies, wash hands

172

N

2. Provided explanation in laymen terms. Did
not give too much information. (agitating or
scaring pt)

o0

3. Deliberate in instructions (Left patient with
clear instructions as to what to do, what to expect during
procedure, and when to expect results), Calmed pt

down

25

4. Asked appropriate questions of patient
(including LMP, Hormones or BCP)

15

5. Provided patient with gown and instructed
to empty bladder (for ease of exam)

6. Gave patient a chance to ask questions,
answered questions to pt’s understanding

7. Set up mayo stand or tray for GYN
exam/Pap (drape to mayo stand or disinfected mayo),
Laid out correct equipment (slide, scraper, spatula,
brush, or Thin prep, and brush, guaiac slide, tissue,
Graves speculum, gloves x 2)

30

8. Labeled slide or Thin Prep (pt name, date, Dr.,
initials, with pencil),

9. Washed hands before, and after pt contact

10. Multi-tasked (set up room while explaining info
to pt, making eye contact as much as possible to ease pt)

11. Completed in 10 minutes

TOTALS

110

Judges Initials
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PAP/COMMUNICATION REQUISITION FORM

TIME LIMIT: 10 MINUTES

CONTESTANTINFORMATION: You have just assisted with a pap exam. Part of the
completion of this exam is to prepare the patient samples for transfer to the
lab. Take the appropriate information obtained from the pap test and complete
the lab requisition form provided to prepare specimen for lab.

Scenario information:

Patient: Pappy Youngirl Insured: Father

5510 Convention Ctr Dr. Lance Youngirl
louisville, KY 12121 5510 Convention Ctr.Dr.
Phone: 270-444-1212 Louisville,KY 12121

Phone: 270-444-1212
DOB: 2/12/1979

DOB: 5/1/1999

Ins: Cigna

Add: 4110akridge Hwy
louisville,KY 23234
ID: Z1259678-02
Group: 152

PCP: Jan Purkey
SOF: for patient and doctor

IMP: 5/21/15
BC: YES

Ask any pertinent questions of the judge and then let the judge know when you are ready to start.
Your time will start when you are ready and end when you turn your requisition form into your

judge. Youwill have 10 minutes.
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Lab Requisition For PAP
TIME LIMIT: 10 MINUTES
CONTESTANT #

POSSIBLE POINTS
EARNED POINTS

points

CRITERIA COMMENTS

¢n | Competency

N

Completes pt name, DOB, correct 5

collection date, and time, with pen

w
o

Circled correct dr., completed DR 5
name, PT. info, responsible party info
and SOF marked for both physician
and patient

Checked correct insurance, marked 5 20
patients relationship to responsible
party, and completed insurance
information box, and filled in correct
ICD-9 code

Checked (other box and stated currently on 5 20
OCP "birth control"y, LMP, Collection Vial
used (thinprep), GYN source (cervical)
collection technique (brush/spatula)

Completed in 10 minutes (1 ptded q 30 5 5
sec over)

TOTALS 100

Judges Initials
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Patient Safety (Oral Assessment)
TIME LIMIT: 10 MINUTES

CONTESTANT INFORMATION: Patient and Employee safety are very
important missions of the Ambulatory Office. As the newly hired Office
Manager you note that no Fire Safety plan has been established for the
office. Today you will draw out a plan and instruct the employees of
the safety plan. Take the time to look over office layout. Making sure
employees know safety plans and can evacuate correctly is paramount
to a good safety plan.

SCENARIO: As the new office manager you must complete a safety
plan. Using the pre-drawn office layout draw red arrows to indicate
evacuation from Exam room 4 to safety. After this is completed please
explain need for a safety plan and proper evacuation of patients and
employees in the case of a fire. Use the acronym RACE to help you
explain the fire evacuation plan. Explain how to use fire extinguisher;
use acronym PASS to explain. After you are assured the employee
understands and can execute your plan have employee sign off on
knowledge learned. The judge will act as one of your employees: make
sure he understands the Fire Safety plan.

Please let the judge know when you are ready to begin. You will have -
10 minutes to complete this scenario.
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MEDICAL ASSISTING
Patient Safety (Oral Assessment)

TIME LIMIT: 10 MINUTES

CONTESTANT #:
§'
9 | o
[%,] [7,}
HEHEE
CRITERIA 5|86 g S COMMENTS
Draws arrows to nearest exit in RED 5 5
Succinctly and correctly explains 20 |20
“RACE” (Explains acronym 5 each)
Succinctly and correctly explains 20 |20
“PASS” (Explains acronym 5 each)
Explains evacuation of patients 20 |20
Checks for understanding by re- 25 |25
demonstration or re-statement (10
pts) Of RACE & PASS (corrects errors (Errors
x 3 Rescue error, Open door error, pull pin error)
associated with acronym by employee 5 each)
Has employee sign off on Safety 10 |10
knowledge
TOTALS 100

Judges initals




Need to scan daysheets here. Need calculator
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MEDICAL ASSISTING

DAYSHEET

TIME LIMIT: _15__ MINUTES

CONTESTANT #:
g
O W
g, B Bp
EEI Q2| Ez2
CRITERIA S é 96| <0 COMMENTS
d
Totaled columns A,B,C,D correctly 5 20
Totaled Month-to-date correctly for 5 20
A B,C &D
Listed correct amounts in Proof of 2 10
Posting and balanced with Column
C Totals this Page
Listed correct amounts in AR 2 10
Control and totaled
Listed correct amounts in AR Proof 2 10
and totaled
AR control and AR proof balanced 5 10
Total deposit and it checked with 5 10
column B-1 Totals this Page
Listed correct amounts in Cash 2 10
Control and balanced with
beginning Cash on Hand
TOTALS 100

Judges initals




Medical Assisting — Post Secondary

SKILLSUSA NSLC 2015

Payroll

TIME LIMIT: 15 MINUTES

CONTESTANT INFORMATION: Your physician just realized how
versatile you are and has promoted you to Office Manager effective in
2 weeks when the current OM retires. You are currently being trained
under her watchful eye. Today you will work with payroll

SCENARIO: As you are being trained by the soon to be retired OM she
asks you to complete the Payroll Register as Payroll will be one of your
duties bimonthly. She has started the payroll register for you. The PA is
salaried, everyone else is hourly. You know that FICA is calculated at
6.2% and MCR is calculated at 1.45% and Kentucky does not have
mandatory disability insurance deductions. Using the Circular E tables
and employee information provided complete the Payroll Register for
the employees and show to the current Office Manager for approval.

Please let the judge know when you are ready to begin. You will have -
15 minutes to complete this component.



PAYROLL REGISTER — BIMONTHLY — Payroll Date

Marital Hourly Hrs Reg pay Over Gross FICA Federal State Inc.
status/ rate worked time Pay Inc.Tax tax
Exempts

ALVIS, CRYSTAL, PA M- 2 SALARY 1600.00

KENDRICK, DIANA S-1 10.00 84

MCGEE. JACQUELINE | S-4 15.00 80

NAGY, CHRISTINA M-0 13.00 82.5
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PAYROLL
TIME LIMIT: 15 MINUTES
CONTESTANT #:
oy
8 = a
EElo=sl e =
CRITERIA 68|l O0]| <« © | COMMENTS
(& By - [~V - [IT -
Calculated reg pay for hrly 1 3
employees
Calculated OT pay for 2 employees 1 2
Calculated Gross pay for all 2 8
employees
Correctly calculated FICA 2 8
Correctly calculated MCR 2 8
Correctly used Circular Eto findand | 2 8
recorded State Inc.tax
Correctly used Circular Eto findand | 2 8
recorded Fed Inc tax
Correctly figured total deductions 1 4
Correctly figured Net Pay 4 16
TOTALS 65

Judges initals ____



Medical Assisting —~Post Secondary

SKILLSUSA NSLC 2015

Medication Administration Critical Thinking

TIME LIMIT: 15 MINUTES

CONTESTANT INFORMATION: Medication administration is one of the
most important skills the MA learns. Correct technique, medication
knowledge, correct dosage calculation, and critical thinking are part of
the medication administration technique. With correct medication
administration techniques we learned safety is important and that if in
doubt asking the practitioner is the safest choice.

SCENARIO: You have been moved to the Medication room and have
pulled up the first order. The order is as follows:

Order: promethazine 12.5 mg PO now, Demerol 1mg/kg PO now

You review the chart for the pt and note the following:

Exam room 1 — Ms. Skilly Usa — 11-yr-old, wgt 55 Ibs

Allergies: Sulfa, Phenothiazines “like Thorazine”
DX: Severe strain L. ankle

In the supply room you have meds labeled promethazine 12.5mg/tablets,
Demerol 50 mg scored tablets

Please let the judge know when you are ready to begin. You will have -
15 minutes to complete this component.
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Medication Administration Critical Thinking

TIME LIMIT: 10 MINUTES

CONTESTANT #:
g
3 = o
HEHEE
CRITERIA ES/ 85| 25 | cCOMMENTS
W a o o w Q.
ID Pt & self, Explain procedure 1 2
Checked for allergies 2 2
Looked up Medications x2 10 10
Questioned promethazine due to 20 20
hypersensitity
Washed hands, gathered supplies 5 10
3 checks on meds 5 15

Dosage calculation(s) is correct(#to kg, | 10 40
kg to mg, mg to mL)

Did not give promethazine 20 20

Measured med correctly (cked med for 3 9
discoloration or need to shake, Palmed
label, poured at eye level)

Donned gloves PRN, Administered 2 4
med(s}) using correct technique
Removed gloves, disposed of waste 2 8

appropriately, returned supplies,
washed hands

TOTALS 140

Judges initals ___
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Secondary- Medication

TIME LIMIT: 15 MINUTES

CONTESTANT INFORMATION: Medication administration is one of the
most important skills the MA learns. Practitioners often give verbal
orders, the MA writes them into the chart. Correct spelling is most
important when writing an order. Correct dosage calculation is equally
important prior to giving the medication. Knowing and carrying out the
7 rights of drug administration is the MA’s best tool

SCENARIO: The physician is in a foul mood today and because another
MA gave the wrong medication he is testing all MAs. He told you to
pull the following medications. You wrote them phonetically. Using
the drug book provided look up each of the following medications and
write the correct spelling on the attached sheet and then pull the
correct medications and show to Dr (judge) when you are done. He also
told you to work out how much medication a pt should get per his orders
(found on bottom of attached sheet)

lay-six — 40mg car-de-zem - 30mg
nap-ro-sin — 375mg a-zi-thro-mye-sin -100mg

a-ten-oh-lole- 25mg

Please let the judge know when you are ready to begin. You will have -
15 minutes to complete this component.



CONTESTANT #

Write the correct spelling for the following;

lay six — 40mg

car de zem 30mg

nap ro sin — 375mg

a zi thro mye sin - 100mg

a ten oh lole - 25mg

Calculate the following

Demerol 1mg/kg for a child weighing 55 Ibs. On hand you have
50mg/mL. How many mL will you administer?

ASA gr 1is ordered for patient in room 2. In your supply closet you
have ASA 120mg scored tablets. How many tablets is given?
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Medication -SECONDARY
TIME LIMIT: 15 MINUTES

CONTESTANT #:

.

[
CRITERIA 8 E 08| <5 COMMIENTS
Looked up and spelled Lasix correctly 10 10
Looked up and spelled Cardizem 10 10
correctly
Looked up and spelled Naprosyn 10 10
correctly ‘ ‘
Looked up and spelled azithromycin 10 10
correctly
Looked up and spelled atenolol 10 10
correctly
Pulled the correct medications per 8 40
strength
Calculate the correct mlL to give of 10 30
Demerol (changed # to kg, kg x mg, mg
to mL)
Calculate the correct tabs of ASA 10 20
(converted gr to mg, calculated mg to
tabs)
TOTALS 140

Judges initals ____
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ADMINISTRATIVE -SECONDARY
TIME LIMIT: 10 MINUTES

CONTESTANT INFORMATION: Filing is a tedious chore but so very
important in the medical office. Whether you are filing a chart, filing
into a chart or putting results in an alpha-book to file later it is
important that you do it correctly. This saves much time and stress.
The office files charts alphabetically and reports chronologically,
newest first.

SCENARIO: You are at the office today as part of your practicum. The
office manager has asked that you catch up their filing. Use the tools
on this table to file the stack of papers. Report to the office manager
(judge) when you are done.

Please let the judge know when you are ready to begin. You will have -
10 minutes.
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Administrative -SECONDARY
TIME LIMIT: 10 MINUTES

CONTESTANT #:

g

2 = a

(72] (%]

22 28| £E
CRITERIA IR § < é COMMENTS
Filed alphabetically all charts (5) 5 25
Filed chronologically all reports (5) 5 25
Chronological reports are filed with 5 5
new reports on top or in front of old
reports
Notifies OM when complete 5 5
Completed in time frame (2 pts 5 5
off/30 sec over)
TOTALS 65

Judges initals
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