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Notice to Readers

Though the guidelines and procedures contained in this 
text are based on consultations with healthcare profession-
als, they should not be considered absolute recommenda-
tions. The instructor and readers should follow employer, 
local, state, and federal guidelines concerning healthcare 
practices. These guidelines change, and it is the reader’s re-
sponsibility to be aware of these changes and of the policies 
and procedures of their healthcare facility.

The publisher, author, editors, and reviewers cannot accept 
any responsibility for errors or omissions or for any conse-
quences from application of the information in this book 
and make no warranty, express or implied, with respect to 
the contents of the book. The publisher does not warrant or 
guarantee any of the products described herein or perform 
any analysis in connection with any of the product informa-
tion contained herein.

Gender Usage

This textbook uses gender pronouns interchangeably to 
denote healthcare team members and patients. 
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3. Identify members of the healthcare team	 3
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5. Discuss the use of personal protective  
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6. Explain Transmission-Based Precautions	 66
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7. Define bloodborne pathogens and describe two  
major bloodborne diseases	 69
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and the Needlestick Safety and Prevention Act	 70

9. List guidelines for handling equipment and 
specimens	 71

10. List employer and employee responsibilities for 
infection prevention	 72

6 Safety, Emergency Care, and  
Disaster Preparation
1. Demonstrate how to recognize and respond to 
medical emergencies	 74

2. Demonstrate knowledge of first aid procedures	 75

3. Discuss workplace safety and identify OSHA’s 
categories of common hazards	 85

4. Describe regulations related to safety practices  
and explain the Safety Data Sheet	 86

5. Explain the principles of body mechanics	 87

6. Describe guidelines for responding to common 
hazards and disasters	 89

Section II
administrative medical 
assisting

7 Patient Scheduling, Reception, 
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patients	 98
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5. Discuss the patient check-in process	 100

6. Describe the patient checkout process	 101
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provider-patient relationship	 103
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3. Discuss legal issues related to patient records	 108 
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11 Office Equipment and Supplies
1. Describe computer hardware and associated 
equipment	 143

2. Discuss other common office equipment	 145

3. Understand equipment maintenance	 146

4. Discuss office and medical supplies inventory	 147

Section III
clinical medical assisting

12 Introduction to Medical  
Terminology and Body Systems
1. Understand how to use medical terminology	 150

2. Identify common roots, prefixes, and suffixes 	 151

3. Identify common abbreviations 	 151

4. Describe anatomical terms of location and  
direction	 152

5. Discuss cells, tissues, organs, and body  
systems	 155

13 Basic Clinical Skills
1. Describe the preparation of the examination  
room and equipment	 158

2. List forms of examination	 159

3. Discuss documentation and professional 
communication among the healthcare team	 161

4. Describe patient intake	 162

5. Explain the importance of monitoring  
vital signs	 163

6. List guidelines for measuring body temperature  
and observing skin condition	 164

7. List guidelines for measuring pulse, respirations,  
and oxygen saturation	 172

8. Explain guidelines for measuring blood  
pressure	 175

9. Describe guidelines for measuring height,  
weight, and infant head circumference	 179

10. Explain methods for measuring and reporting  
pain levels	 183
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for examination	 185

12. Describe preparations for surgical procedures  
in an outpatient setting	 186

13. Describe the medical assistant’s role during 
outpatient surgical procedures	 193

14. Understand how tests and diagnostic procedures 
are ordered and how results are reported	 196
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integumentary system	 199

2. Discuss lifespan changes to the integumentary 
system	 200

3. List common chronic and acute conditions  
of the integumentary system	 200

4. Describe examinations and procedures related  
to the integumentary system	 207

5. Discuss patient education related to the 
integumentary system	 211
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2. Discuss lifespan changes to the musculoskeletal 
system	 217
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the musculoskeletal system	 217
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to the musculoskeletal system	 226

5. Discuss patient education related to the 
musculoskeletal system	 235

16 The Nervous System and Sense 
Organs and Related Care
1. Describe the structure and function of the  
nervous system and sense organs	 237

2. Discuss lifespan changes to the nervous system  
and sense organs	 242
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3. List common chronic and acute conditions of the 
nervous system and sense organs	 243
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to the nervous system and sense organs	 253
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system	 272

3. List common chronic and acute conditions of  
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circulatory system	 280
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to the respiratory system	 294
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respiratory system	 300
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to the urinary system	 312

5. Discuss patient education related to the urinary 
system	 318
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system	 325
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4. Describe examinations and procedures related  
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endocrine system	 342

2. Discuss lifespan changes to the endocrine  
system	 345
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the endocrine system	 346
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22 The Reproductive System  
and Related Care
1. Describe the structure and function of the 
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2. Discuss lifespan changes to the reproductive  
system	 358

3. Discuss pregnancy, childbirth, and common 
disorders of pregnancy	 359
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4. List common chronic and acute conditions of  
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Applying an ambulatory monitor	 439

Procedure Page

Administering oral medications	 462

Administering buccal and sublingual 
medications	 463

Administering medications by metered dose 
inhaler	 463

Administering medications by nebulizer	 465

Administering nasal medications	 466

Administering ophthalmic (eye) medications	 467

Administering otic (ear) medications	 468

Administering topical medications	 469

Administering transdermal (patch) medications	 469

Administering a rectal suppository	 470

Administering medications by the vaginal route	 471

Reconstituting a powdered medication	 473

Preparing injection medications in vials	 473

Administering intradermal medications	 475

Administering subcutaneous medications	 476

Administering intramuscular medications	 478

ix



Understanding how this book is 
organized and what its special 
features are will help you make 
the most of this resource!

Using a 
Hartman 
Textbook

x
U

si
ng

 a
 H

ar
tm

an
 T

ex
tb

oo
k

00



Case Study

Guidelines: Hearing Impairment

Applying a sterile dressing

Connected Care

Listen
One of the most important things a medi-
cal assistant can do to promote patients’ 
rights

We have assigned each chapter its own colored tab. 
Each colored tab contains the chapter number and 
title, and is located on the side of every page.

1. Explain the basics of health 
insurance

person-centered care

Everything in this book, the student workbook, and 
the instructor’s teaching material is organized around 
learning objectives. A learning objective (LO) is a 
very specific piece of knowledge or a very specific 
skill. After reading the text, you will know you have 
mastered the material if you can do what the  
learning objective says.

Bold key terms are located throughout the text, 
followed by their definitions. They are also listed in  
the glossary at the back of this book.

All care procedures are highlighted by the same black 
bar for easy recognition.

Guidelines lists are colored green for easy reference. 

In sections III and IV, orange Case Study boxes 
demonstrate real-life application of each chapter’s 
learning objectives. 

Gray Connected Care boxes relate to providing care 
that promotes patient dignity.

Blue Skills Focus boxes provide practical information 
that will help students understand the job of the 
medical assistant.

Skills Focus

Respiratory Hygiene
The CDC has established special infection prevention 
measures to prevent the transmission of all 
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