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780 Hours/36 Weeks/52 Quarter Credits/36 FA Units 
Medical assistants help doctors examine and treat patients, perform routine 

tasks, and keep the medical office running smoothly. 
Duties vary from office to office, but normally include taking vital signs and 

information, taking medical histories, preparing patients for examinations, and 
assisting during the appointment. 

Medical assistants may also take blood, give injections, take EKGs, 
remove sutures, collect and prepare laboratory specimens, instruct patients on 
special diets and medications, and sterilize medical instruments. 

A medical assistant’s job duties vary from day to day with each patient that 
comes into the office. 

Program Purpose and Mission 
The primary purpose and mission of the Medical Assisting program is to prepare students to function 
competently in an entry-level position in a variety of medical settings. 

 

Program Description and Objectives 
The Medical Assisting program is designed to prepare students to function competently in an entry- 
level position in a variety of medical settings. The program will include current medical information, 
demonstrations and practice of administrative, clinical and laboratory skills. 

 

Funding Method 
For Title IV purposes the funding method is based on Quarter Credits. 

 
Occupations and Standard Occupational Classification Codes 
Medical Assistant 31-9092.00, Medical Records and Health Information Technician 29-2071.00, Medical 
Secretary 43-6013.00, Receptionist and Information Clerk 43-4171.00 

 
Training Program 
The training program is divided into seven learning units called modules. Students must complete 
Welcome to Milan and modules A through G, starting with any module and continuing in any sequence 
until all seven are completed. Modules A through G stand alone and are not dependent upon previous 
training. Upon successful completion of Welcome to Milan and all modules, students will participate in an 
externship. 
 
The mode of delivery for lecture instruction is asynchronous.  Students in the Medical Assisting program 
attend 11.25 hours of lab per week and 10 hours of asynchronous academic study per week. See 
program specific details regarding ASYNC requirements. 

 

Course Descriptions 

Welcome to Milan WTM111 
Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully complete  
prior to beginning their subject matter course. Welcome to Milan is designed to prepare students  
with the basic knowledge of policies, procedures, and guidelines to be successful as a Milan Institute student. 
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Medical Assisting Course Descriptions 
Medical Office Communications MOC112 
Students will learn and demonstrate basic administrative skills used in the medical office setting and be 
able to demonstrate how to schedule appointments, to communicate over the phone, and to handle 
difficult patients. Students will be able to describe qualifications for success, to identify medical, legal 
and ethical boundaries, to demonstrate proper telephone techniques, to schedule and manage 
appointments and to perform the functions of medical office record keeping. Students also practice 
keyboarding to improve speed and accuracy. 

 
Insurance Coding INC113 
Students will learn about the different insurance available to patients and be able to recognize when to 
use each of them. Students will learn and demonstrate how to process insurance forms, to use 
insurance coding, and to perform bookkeeping skills. Students will be able to classify insurance 
providers in the following groups: individual, hospital, medical, surgical, outpatient, major medical, dental 
and special risk insurance. Students will define insurance terms such as carrier, provider, coverage, 
subscriber, contract, premium, deductible, UCR fees, coinsurance, and copayments. Students will be 
able to describe the process of insurance plans such as HMO, PPO, IPA, CHAMPUS and CHAMPVA. 
Students will perform insurance coding using CPT-4 and ICD-10 coding books. 

 
Pharmacology/Nutrition PHN114 
Students will be introduced to administering medications to a patient in a medical practice setting. 
Classes and uses of injections, oral medications and critical doses of medications will be covered. 
Students will be able to define pharmacology, list guidelines for administering and recording 
medications, describe the routes of medication administration, classify medications and their uses, list 
pharmacology abbreviations, convert mathematical doses, identify major nutrients, vitamins and 
minerals, list formulas and programs for weight loss, describe diseases caused from nutrition, and 
perform medication administrations. 

 
Anatomy/Physiology ANP115 
The student will learn and be able to identify the body systems and their structures and functions, as 
well as common diseases and treatments for the related body systems. Students will identify anatomical 
positions and points of reference on the human body; locate the four body cavities; name, locate and 
describe the functions of the ten major body systems. Students will be able to name, locate, and 
describe the functions of the major organs within the body systems and describe diseases and 
treatments related to the ten body systems. Students will be able to describe health education material 
for preventing diseases in the body systems. 

 
Medical Office Emergency Procedures MOE116 
Students will learn to distinguish an emergency from a non-emergency situation and act quickly when 
required. Students will learn and demonstrate the principles of assessment and triage and will learn how 
to use emergency equipment. Students will demonstrate how to develop a plan for emergencies and 
how to access community resources in dealing with emergencies. Students will also learn how to 
answer patient questions regarding diagnosis and treatment methods. Students will demonstrate 
knowledge of the uses of x-ray, ultrasound and fluoroscopy equipment and other tests and modalities 
used to serve the patient. Students will demonstrate how to prepare and maintain examination and 
treatment areas and assist with patient examination procedures and treatments. 

 
Electrocardiography/Hematology EKG117 
Students will be able to describe the reasons an EKG is performed and be able to perform a routine 12- 
lead EKG. Students will learn the components of blood; describe the basic blood testing procedures and 
their purposes; be able to define and demonstrate aseptic techniques and universal precautions; take 
vital signs and blood pressures; and perform invasive procedures. Students will be able to define 
hematology and its major components, functions, disease disorders and basic tests. 
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Medical Assisting Course Descriptions 

Microbiology/Patient Preparation MPP118 
Students will learn and demonstrate the methods of infection control, universal precautions, and 
sterilization techniques. Students will learn the role of microorganisms in causing disease and have a 
basic understanding of bacterial growth, cultures, and specimen collection. Students will learn how to 
prevent spreading of disease-causing microorganisms and will demonstrate aseptic techniques. 
Students will demonstrate how to assist in minor in-office surgeries, including patient preparation, and 
be able to list basic medical instruments and their uses in the office. Students will learn and demonstrate 
how to position patients for exams and how to perform injections, anthropometric measurements, and 
vital signs. 

 
Externship MXT119 
Students will use the skills and knowledge they have acquired throughout the program and work at an 
off-site medical facility to gain additional experience. 

 
Satisfactory Academic Progress Evaluation Points: 

1st Evaluation Point: 18 FA Units/18 Weeks 
2nd Evaluation Point: 36 FA Units/36 Weeks 

 
Veterans Satisfactory Academic Progress Evaluation Points: 

1st Evaluation Point: 9 FA Units/9 Weeks 
2nd Evaluation Point: 18 FA Units/18 Weeks 
3rd Evaluation Point: 27 FA Units/27 Weeks 
4th Evaluation Point: 36 FA Units/36 Weeks 
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Medical Assisting 
 

Course Course Title Lecture Lecture  Lab Lab Extern Extern Total Total   FA 
Code   Hours Credits Hours Credits Hours Credits  Hours  Credits   Units 

 

PRE-REQUISITE 

WTM111 Welcome to Milan 5 0.5 0 0.0 0 0.0 5 .05  .25 

MODULE A 

 
MOC112 

 
Medical Office  
Communications 

 
45 

 
4.5 

 
40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 

 
4.25 

MODULE B 

INC113 Insurance Coding 45 4.5 40 2.0 0 0.0 85 6.5  4.25 

MODULE C 

 
PHN114 

 
Pharmacology/Nutrition 

 
45 

 
4.5 

 
40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 

 
4.25 

MODULE D 

ANP115 Anatomy/Physiology 45 4.5 40 2.0 0 0.0 85 6.5  4.25 

MODULE E 

 
MOE116 

 
Medical Office  
Emergency Procedures 

 
45 

 
4.5 

 
40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 

 
4.25 

MODULE F 

 
EKG117 

 
Electrocardiography/ 
Hematology 

 
45 

 
4.5 

 
40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 

 
4.25 

MODULE G 

 
MPP118 

 
Microbiology/Patient 
Preparation 

 
45 

 
4.5 

 
40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 

 
4.25 

MXT119 Externship 0 0.0 0 0.0 180 6.0 180 6.0  6.0 

 
TOTAL 320 32.0 280 14.0 180 6.0 780 52.0  36.0 
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PROGRAM TITLE:  NAIL TECHNOLOGY      600 hours 
 
INSTRUCTOR’S NAME: ____________________________________________ 
 
SCHEDULE: _______________________________________________________ 
 
PROGRAM DESCRIPTION:  
The primary purpose of the Nail Technology Course is to train the student in the basic manipulative skills, safety judgments, 
proper work habits, and desirable attitudes necessary to pass the State Board examination and for competency in job entry level 
positions as a Nail Technologist or related career avenue.  All classes are taught in English. 
 
PROGRAM OBJECTIVES: 
Upon completion of the course requirements, the determined graduate will be able to: 
 
     1. Project a positive attitude and a sense of personal integrity and self-confidence. 
     2. Practice effective communication skills, visual poise, and proper grooming. 
     3. Respect the need to deliver worthy service for value received in an employer-employee relationship. 
     4. Perform the basic manipulative skills in the areas of manicures, pedicures, nail tips, wraps, and nail enhancements 
     5. Perform the basic analytical skills to determine proper nail services and nail shaping for the clients overall image and 

needs. 
     6. Apply learned theory, technical information, and related matter to ensure sound judgments, decisions, and procedures 

to ensure continued career success, the graduate will continue to learn new and current information related to skills, 
trends and methods for career development in nail technology and related fields.    

 
PROGRAM TEXTS: 

 Milady’s Standard: Nail Technology 8th edition utilizing CIMA     
 State Board Rules and Regulations  

 
REFERNCE MATERIALS: 
Nail Structure and Product Chemistry, The Salon Professional’s Guide to Foot Care, SalonOvations Q and A, Milady’s Guide 
to Owning and Operating a Nail Salon, Various DVDs, Milady Nail Technology DVDs 
Reference materials are subject to change. 
 
INSTRUCTIONAL METHODS:    
The clock hour education is provided through a sequential set of learning steps which address specific 
tasks necessary for state board preparation, graduation and job entry level skills.  Clinic equipment, 
implements, and products are comparable to those used in the industry.  Each student will receive 
instruction that relates to the performance of useful, creative, and productive career-oriented activities.  
The course is presented through well-developed lesson plans, which reflect current educational methods.  
Subjects are presented by means of lecture, demonstration, and student participation.  Audio-visual aids, 
guest speakers, field trips and other related learning methods are used in the course.   
   
Only 10% of the theory education is allowed to be taught via Distance Education.  Students will receive 
distance education instruction via asynchronous methodology.  Students and instructors will interact 
virtually at least every 50 minutes via video lecture, question and answer sessions, situational problem 
scenarios, collaborative assignments, student presentations, discussion boards, participation in an activity 
or other means to verify active engagement in the curriculum leading to meeting learning outcomes and 
course objectives.  Students will use a Learning Management System (LMS) to complete assignments, 
activities, readings, discussions, collaborations, etc. Instructors monitor in real time student participation 
with live engagement, discussions, and collaborations. 
     
TESTING POLICY:   
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Theory knowledge will be evaluated after each unit of study.  Students will also be required to pass 
comprehensive academic exams at the end of the Phase 1 module, at mid program (300 scheduled hours) 
and the end of the program (550 scheduled hours).  Technical Skill competency will be evaluated at the 
completion of the Phase 1 module, at mid program and at the completion of approximately 550 scheduled 
hours.  A student must complete the minimum hours in each content area to graduate and be eligible to 
take the state board academic exam.    
   
EVALUATION METHODS:   
To determine academic progress, students are assigned theory study and a minimum number of technical 
skills.  Theory is evaluated after each unit of study with a written assessment. All academic (theory) tests 
are completed and monitored by a qualified instructor. Students participating in distance education will be 
required to be evaluated on campus. Technical skill assignments are evaluated as completed and counted 
toward course completion ONLY when rated as satisfactory or better.  If the performance does not meet 
satisfactory requirements, it is not counted and the performance must be repeated.   At least two technical 
skill competency evaluations will be conducted during the course of study.   Technical skills are evaluated 
according to text procedures and as set forth in the technical skill competency evaluation criteria adopted 
by the school. Students must maintain a cumulative grade average of 70% and pass a FINAL written and 
technical skill competency evaluation prior to graduation. Students must make up failed or missed tests 
and incomplete assignments.  Numerical grades are considered according to the following scale:  
 
GRADING SYSTEM: 
 

WRITTEN AND PRACTICAL 
90% - 100% = A  
80% - 89% = B  
70% - 79% = C  
60% - 69% = D  
Below 60% = F  

      
BELOW 70% = BELOW STANDARDS/NEEDS IMPROVEMENT* 
*All Assessments (practical and/or written) must be passed with 75% or higher 
** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt the 
assessment, a zero grade will be entered. 
 
HOURS and SUBJECT 

 
100 MANICURING:  Water and oil manicure, nail analysis, hand and arm massage 
 
70 PEDICURING:  Complete pedicure, nail analysis, foot and ankle massage 
 
210  WRAPS AND EXTENSIONS:  Liquid, gel, powder brush-ons; supplies, procedure, filing, fills, repairs, nail tips, 

wraps and repairs, nail analysis 
         
20 STATE LAW: NRS Chapter 644, NAC Chapter 644, State Boards Rules and Regulations 
 
80 THEORY:  Classroom instruction in the science and practice of Nail Technology  
 
40 MODELING 
 
80 SALON BUSINESS & PROFESSIONAL DEVELOPMENT:  Fundamentals of Business Management, Opening a 

Salon, Business Plan, Written Agreements, Salon Operations (including disinfection and sanitation), Policies, 
Practices, Compensation Packages, Payroll Deductions, Taxes, Telephone Use, Advertising, Sales, Public/Human 
Relations, Employee and Client Relationships, Business Administration, Seeking Employment, Job Readiness, 
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Salesmanship, Insurance, Orientation, School Rules and Regulations, Professional and Personal Development, 
Professional Ethics, Professional Image, Personality Development, Life Skills, Communication Skills, Business 
concepts and techniques 

    
 
600 TOTAL HOURS  
 
The above hour requirements must be met by each student in each category in order for the earned hours to be accepted by the 
state licensing board for examination.    
  
It is the responsibility of the student to request that an instructor evaluates the technical skills and/or procedures upon 
completion to receive proper credit.   Technical Skill credit will not be given for skills and/or procedures that are not 
immediately evaluated by an instructor. In order for a student to graduate, all required technical skills must be completed with 
at least Satisfactory progress to be counted for course completion.  
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PROVISIONAL INSTRUCTOR COURSE OUTLINE 
 
500 HOURS 
 
INSTRUCTOR’S NAME: ________________________________________ 
 
 
DESCRIPTION:   
The primary purpose of the Provisional Instructor Course is to train the student in the basic teaching skills, educational 
judgments, proper work habits, and desirable attitudes necessary to pass the State Board examination and for competency in 
job entry level employment as an Instructor or related career avenue.  All classes are taught in English. 
 
OBJECTIVES:  Upon completion of the course requirements, the determined graduate will be able to: 
 
     1. Project a positive attitude and a sense of personal integrity and self-confidence. 
     2. Practice proper grooming and effective communications skills and visual poise. 
     3. Understand employer/employee relationships and respect the need to deliver worthy service for value received. 
     4. Perform the basic skills necessary for teaching including writing lesson plans, performing lectures and 

demonstrations, directing student projects, using library resources and audio-visual aids, conducting theory class 
instruction and measuring student achievement, supervising clinic operations, and maintaining required student 
records. 

     5. Apply the theory, technical information and related matter to assure sound judgments, decisions, and procedures. 
 
To ensure continued career success, the graduate will continue to learn new and current information related to techniques, 
communications skills and teaching methodologies to improve teaching skills. 
 
FORMAT:   
The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state 
board preparation, graduation and job entry level skills.  Clinic equipment, implements, and products are comparable to those 
used in the industry.  Each student will receive instruction that relates to the performance of useful, creative, and productive 
career oriented activities.  The course is presented through well-developed lesson plans, which reflect current educational 
methods.  Subjects are presented by means of  demonstration and student participation.  Student Provisional Instructors will 
demonstrate their level of competency through completion of required classroom and clinic student teaching activities.  Audio-
visual aids, guest speakers, field trips and other related learning methods are used in the course. 
 
PROGRAM RESOURCES: 

 Milady’s  Master Educator with MindTap 
 State Board Rules and Regulations 

 
REFERENCE MATERIALS: 
In the Bag, Playing it Safe, Waxing Made Easy,  Professional Men’s Services: Haircutting, Step be Step Make up Videos, Art of 
Dressing Long Hair, Braids and Updo’s Made Easy, The Cutting Book, Hair Coloring Hands On, Hair Care and Product 
Dictionary, Cosmetology Dictionary, Microdermabrasion, Peels and Peeling Agents, Nail Structure and Product Chemistry, 
Art of African Hair Design, Nail Questions and Answers Book, Wall Charts for Anatomy and Physiology, various subject 
relevant DVDs/Video and Online resources.  Resources subject to change due to availability. 
 
 
GRADING PROCEDURES:  
To determine academic progress, students are assigned theory study and a minimum number of practical performances.  
Theory is evaluated after each unit of study.  Practical assignments are evaluated as completed and counted toward course 
completion ONLY when rated as satisfactory or better.  If the performance does not meet satisfactory requirements, it is not 
counted and the performance must be repeated.   At least two comprehensive teaching demonstrations will be conducted and 
evaluated during the course of study.   Practical skills are evaluated according to text procedures, performance standards 
established by the state licensing agency, and set forth in the practical skills evaluation criteria adopted by the school. Students 
must maintain a cumulative grade average of 70% and pass  ALL written and practical teaching demonstrations evaluations 
prior to graduation. Students must make up failed or missed tests and incomplete assignments.  Numerical grades are 
considered according to the following scale: 
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GRADING SYSTEM: 

WRITTEN AND PRACTICAL  
90% - 100% = A   

80% - 89% = B   
70% - 79% = C   
60% - 69% = D   
Below 60% = F   

     
 
BELOW 70%  = BELOW STANDARDS/NEEDS IMPROVEMENT* 
*All Assessments (practical and/or written)  must be passed with 75% or higher 
** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt the 
assessment, a zero grade will be entered.  
 
HOURS SUBJECT/ UNIT 
50 ORIENTATION  

o Introduction to the Standard of Conduct 
o Course Overview 
o Introduction to Textbook and Notebook Requirements 
o Introduction to State Board Forms & Purpose 
o Instructor Job Description 
o Professional Hygiene and Good Grooming 
o Cosmetology School Management 
o Professional Ethics 
o Compensation, Payroll packages, Payroll Record Keeping, and Taxes 
o Seeking Employment  
o State Board Laws and Regulations,  
o Business Management, Communication, Organization, Academic Advising, Licensure Requirements 

 
 
  225 INSTRUCTION & THEORY IN LAB/CLINIC OPERATIONS  

o Curriculum 
o Teaching Methodologies 
o Classroom Management 
o Teaching and Presentation Techniques 
o Materials, Equipment and Teaching Aids 
o Developing Measurable Objectives for Performance 
o Use of Questioning and Problem-solving Strategies 
o Preparation of Lesson Plans 
o Test and Grading Procedures 
o Motivation and Learning 
o Principles of Teaching 

 
 

 
 225 CLASSROOM TEACHING & LAB/CLINIC MANAGEMENT 

o Conduct Assigned Theory and Practical Classes Under Instructor Supervision 
o Take an Active Role in Lab/Clinic Management Under Instructor Supervision  
o Complete the Student Instructor Notebook, Student assessment in Learning, Overall Progress, Program and 

Course Development 
 
 
 500 TOTAL HOURS   
 
 










