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Description: 
Introduction into the role of the veterinary practice assistant in the veterinary medicine profession. Includes  
careers and career paths, legal applications, ethical responsibilities, professional attitudes, medical  
terminology, and occupational safety issues. Also includes standard office procedures with an emphasis in  
client relations and education and computer skills, breed identification of domestic animals, behavioral  
characteristics of animals, human-animal bonding, and dealing with pet loss. 
  
Corequisite(s): 
VET 106 and 107. 

 
Information: 
Consent of program faculty is required before enrolling in this course. 
 
Performance Objectives:   
Upon successful completion of the course, the student will be able to: 
1. Define veterinary technician, veterinary technologist, and veterinary practice assistant; list some 

job duties commonly performed by each.  
2. List careers and career paths available to the veterinary technician, veterinary technologist and 

veterinary practice assistant.  
3. Identify job settings for the veterinary technician, veterinary technologist and veterinary practice 

assistant.  
4. Discuss ethical and legal responsibilities involved in the roles of the veterinary practice assistant.  
5. Discuss the professional attitudes and responsibilities associated with the veterinary practice 

assistant.  
6. Discuss economics in veterinary medicine.  
7. Identify some of the legal applications involved with veterinary medicine. 
8. Identify veterinary medicine governing organizations.  
9. List student and professional veterinary support staff organizations.  
10. Define and analyze commonly used medical terms by determining: root words, combining forms, 

combining vowels, prefixes and suffixes.  
11. Identify commonly used medical abbreviations.  
12. Discuss safety issues consistent with CVTEA Policy and Safety and OSHA regulations.  
13. Identify different breeds of various domestic animals. 
14. Describe behavioral characteristics, both normal and abnormal, of domestic animals. 
15. Describe human-animal bonding, and the effects of pet loss on humans.  
16. Make appointments. 
17. Practice professionalism with all telephone contacts. 
18. Admit patients, take brief history, maintain records and prepare appropriate certificates for 

signature. 
19. Perform basic filing of medical records, radiographs and lab reports. 
20. Recognize and respond appropriately to veterinary medical emergencies. 



21. Maintain cleanliness and orderliness of a veterinary facility. 
22. Perform veterinary medical record keeping procedures. 
23. Develop computer skills. 
24. Develop effective client communication skills. 
25. Write business letters, reports and handouts. 

 
Outline: 
I. Office and Hospital Procedures 

A. Front desk 
1. Greet clients 
2. Demonstrate proper appointment scheduling and make appointments 
3. Prepare appropriate certificates for signature 
4. Admit patients 
5. Perform basic filing and retrieving of medical records 
6. Perform basic veterinary medical record keeping procedures 
7. Demonstrate elementary computer skills 
8. Utilize basic medical terminology 
9. Perform basic invoicing, billing and payment on account procedures 

B. Telephone 
1. Answer and direct calls 
2. Recognize and respond appropriately to veterinary medical emergencies, by notifying 

the proper hospital personnel 
3. Request records and information from other veterinary facilities 

C. Maintain basic cleanliness and orderliness of a veterinary facility 
1. Inventory supplies 
2. Restock shelves 
3. Maintain x-ray, surgery and laboratory logs 
4. Perform basic filing and retrieving of medical records, radiographs, lab reports, etc. 
5. Demonstrate knowledge of basic cleaning techniques of animal kennels and bedding, 

examination rooms, hospital facilities and surgical suites 
II. Communication and Client Relations 

A. Develop effective client communication skills 
B. Write business letters 
C. Explain ethical conduct in relationship to the day to day operations of a veterinary hospital 
D. Describe the roles and responsibilities of each member of the veterinary health team and 

the important part that each plays in the delivery of excellent care 

 


