
 
 
 

 

Saddleback College 
Medical Assistant Program 

Fall 2024 

Important Dates: 
Requirement Due Date- Thursday, July 

18th!  
If not ALL requirements are turned in by the I 8th, you MUST attend the Clinical Compliance 

Day - Thursday, August 8th 
Mock Interviews- TBA (August) 

Continue to check the website for updated dates. 

Student Externship Requirements: 
□ Cover Letter https ://www.saddIeback.edu/jobs/Resumes-Cover-Letters 
□ Resume https ://www.saddIeback.edu/jobs/Resumes-Cover-Letters 
□ Thank You Letter-submit a template of your work 
□ Physical (from Student Health Center, personal provider, or clinical compliance day). *Associated fees 

apply 
□ Program Verification Clearance Letter (provided once all health requirements have 

been submitted and cleared through the Student Health Center- Not the MA department.) 
□ Background Check (Castlebranch) - the search will go back a minimum of seven years for county, 

state, and federal offenses in all counties you have lived, worked, and/or studied. Address 
verification, sex offender database, Office of Inspector General, and Social Security Number 
verification and trace will all be included. 

□ Drug Test (Castlebranch) 
□ Malpractice Insurance (HPSO) - Policy amount must be $1-$3 Million. *Associated fees 

apply 
□ American Heart Association Basic Life Support (BLS) certificate with AED 
□ Saddleback College Student ID Card - A name badge (student ID) is required to be worn each 

day of your externship. This must be from Saddleback College (not IVC). Contact 
scadmissions@saddleback.edu or call (949)-582-4555 

□ Saddleback.edu email address (change school of record if originally enrolled at IVC; Only use 
Saddleback College email address). 

□ Proof of Personal Health Insurance 
□ FERPA Release Form 

 
If any of the items above are incomplete, students will NOT be permitted to enroll in 

MA217 and the externship will be delayed until next year. 

***MAKE COPIES OF ALL DOCUMENTS*** 

mailto:scadmissions@saddleback.edu


PHYSICAL EXAMINATION 

A physical examination and proof of health clearance through the Student Health Center is 
required before being allowed to interview for the externship site. Please see the section on the 
form that must be completed prior to being seen by the physician/provider.  

The Student Health Center signs off on the last page of the physical examination packet, even if 
the physical was performed at a different medical office. The Student Health Center retains the 
physical examination information on file in the Student Health Center office. The School of 
Health and Wellness and the Medical Assistant Program do NOT retain copies of your health records.  

Schedule an APPOINTMENT, WELL IN ADVANCE with the Student Health Center. They 
will be reviewing and signing off on your final form.  

MAKE AN APPOINTMENT TO HAVE YOUR FORM SIGNED AT THE 
STUDENT HEALTH CENTER. 949-582-4606. Make copies off all your documents to keep 
before you turn everything in to the Student Health Center. 

If you do not have your own physician, contact the Student Health Center and schedule an 
appointment. The number is: 949-582-4606. Appointments must be scheduled in advance.  

If you do not have a local physician and are unable to complete your physical examination at the 
Student Health Center, please contact the following clinic for a low-cost physical examination for 
Saddleback College students.  

South Coast Family Medical Center 

 25500 Rancho Niguel Rd, #100 Laguna Niguel, CA 92677. 949-643-0500.  

M-F 8:00am-6:00,  

S-Su 9:00am-4:00pm.  

Cost for physical is approx. $35 (check fee) 
 
 

*see following THREE pages 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 





 



 



 



DO NOT FORGET THE LAST STEP OF THE HEALTH CLEARANCE 

Once the preceding three pages are completed and signed by your provider, schedule an 
appointment with the Student Health Center to submit the paperwork and obtain your 
Program Verification Clearance Letter. The health clearance process is only finalized 
upon receipt of the program verification. Make sure to upload both the program 
verification and all required health documents to Castlebranch. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://www.saddleback.edu/student-support/student-health-wellness-center


     

 
Your results will be good for 12 months; for some reason if you pass that expiration point you 
will need to redo this. We CANNOT accept any other background/drug test you may have 
recently done. Allow 5-7 days for electronic results. 

You will need to complete your background check & drug screening on-line at 
www.castlebranch.com. Follow the steps provided for you in this packet. 

 
1. CastleBranch.com 
2. Click "Place Order" 
3. Enter package code "DJ15" AND "DJ15im" ($135) 
4. Agree to Terms and Conditions 
5. Enter Personal Information and click "next" 
6. Create Username and Password and click "create account" 
7. From here, you will follow prompts for steps 3 through 8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.castlebranch.com/




 

WE'RE HERE FOR YOU! 
We know your schedule is packed and your time is valuable, 

so we offer several ways for you to get in touch with us. 
 

FAQ VIDEOS/PDFs 
Our video FAQ library covers a range of topics designed 
to pinpoint students' most frequently asked questions. 
Each video is a 30-second snippet, quickly giving you the 
information you need. The most frequently watched videos 
sort to the top of the list, making them easy to find. 

 

Not a fan of videos? Instead you can read our FAQs 
in a written format. 

 

SUBMIT SUPPORT INQUIRY 
You can log into your myCB account to submit an inquiry. Log 
into your myCB account and select "Need Help" in the upper 
right corner, then choose "Submit Support Inquiry" from the 
drop-down menu. Our student help desk will reply within two 
days, including on Sundays. (Yes, we're here on Sundays, too!) 

 

 
EMAIL 

Email our student help desk at 
studentservices@castlebranch.com.  
We'll respond within two business 

days, including Sundays. 

 

@ 

LIVE CHAT 
From 8 a.m. to 3:45 p.m. ET, 
Monday through Friday, our 
student help desk experts are 

available through live online chat. 

CALLBACK 
When you reach our student help phone line, you have the option to leave your 
phone number, entering it into a call-back queue. One of our help desk experts 

will call you back before the end of the day. No need to wait on hold. 
 
 

 

mailto:studentservices@castlebranch.com
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