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TRAINING MANUAL INFORMATION

READ FIRST

The purpose for this General Policy Manual is to help you understand and use the
basic policies needed to be an effective part of our dental team.

Our reasons for giving you this training manual are threefold:

supervisor.

When you have finished
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HOW TO EDIT YOUR MANUALS

As you might imagine, creating these manuals was quite an undertaking. We knew
that no single manual would apply to every practice, since each doctor has a unique
personality and management style. Over the years, we updated the manuals with
both ideas from our clients and emerging techniques.

The resulting contents provide detailed policies and procedures thag will s
reduce your administrative efforts. You may choose to leav
original form or to adapt the contents to meet your specific§tyle.

your dental office. You’ll also have written d
each situation, which will alleviate you from c

draw an arrow t
not apply to yo
“delete” in bold

In addition to the detailed information in our manuals, we suggest you retain other
relevant handbooks and references that are essential to managing your practice
(e.g., equipment manuals, software guides, etc.) All manuals and guides should be

stored together in an easily accessible area of your office for quick reference.
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MISSION STATEMENT

The Mission of every chair side assistant at Dr. [name]’s dental practice is to assist the

dentist in every way possible, enabling him/her to provide efficient, high quality
dentistry to our patients.

We will always strive to maintain excellent patient relations, ensuri
well cared for, happy and satisfied. The first responsibility of each
properly trained and apprenticed to expedite their ability to
maximum speed and efficiency. Our Mission is to help provi
quality care to our patients.

@Q

atient is
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JOB DESCRIPTION

The duties of a chair side assistant are not just assisting and cleaning
instruments. When there are no patients, the time should be used to catch up
on cleaning the treatment rooms, tubs, trays, stocking treatment rooms,
stocking burs, organizing stock closets, etc. (Refer to the Daily Checklist).
The treatment rooms should look immaculate at all times.

emphasized enough.

doctor of the patient’s name and room numb
is seated. Inform the patient of the estimated
treatment today. Inform the patient of,

When assisting the doctor, try to comfort and soothe the patient. Some
patients want you to hold their hand, or just need some comforting words.

Talk with the patient to relax them while assisting or completing the
procedure. When alone, explain to the patient what you are doing in order to
minimize fear of the unknown.
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When assisting, follow the doctor with the light. When the doctor asks the
patient to move, it is your clue to move the light.

When assisting, both hands should be used at all times (i.e., double retraction
or A/W syringe plus single retraction, etc.) Always keep a 2x2 of alcohol gauze
in your hand to be able to clean the mouth mirror for the doctor.

The assistant must anticipate the doctor’s needs. If the doct

to ask for
instruments repeatedly, then you are not anticipating. If thgidoctOgi

sure this is kept up without sacrificing
Always keep ahead of the doctor ensu i ofir competence.

pany them ront of the office,

always direct them to the Miccounts Manager deskfor payment services.

aken the infprmation (i.e. route slip / services

Always insure that you ha

atie

e office cgordinator prior to brining the

e from answering the phone or
hey need to be ready for your patient so they can

give thei to them.

patientafid encourage referrals. This is all part of the assistant’s job
performance.

When the patient is dismissed, he/she must feel we did everything possible to
make him/her comfortable. We cannot be just average in this category. The
assistant is an integral part of this function, since they spend a lot of time with
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the patient. Ensure all postoperative instructions have been gone over with
the patient. Make sure to ask any questions they may have.

When the doctor enters the room, you must start in this order:

Post all X-rays, FMX, PAN, and BW’s on CDR, taking any images or x-rays
needed for today’s appointment

Ensure the appropriate instrumentation is ready for proced
trays). Open instrument cassette and sterilized pouches in frant of
Place #12 blade on bard parker and place articulating
paper holders. Place hand pieces on attachments.

Review the patient’s health history, noting an
PRESSURE

Pre-med

Ask if the patient is okay or would like a bottle of water.
Offer patient to rinse after their injection.

Provide Kleenex prior to all treatments, so the patient does not drool upon
himself or herself.
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The doctor should not have to request the assistant to do these functions. It
is the responsibility of the assistant to be ahead of the doctor.

When preparing the room, place materials and equipment in the sequence the
doctor will use the items. Then, if the doctor or anything else interrupts you,
you will remain several steps ahead of the doctor (anticipation).

When not assisting the doctor directly, be prepared for the

ASAP to minimize the patient’s time i
expectations of appointment length. |

atient. Ask him/her about their children, grandchildren, where
ally from, vacations, etc. Most people like to talk about
themselves, work or plans for the rest of the day.

The assistant must promote the dental practice and review patient charts
routinely. You will do this either prior to or after seating the patient,
depending on whether the doctor is running on time or behind schedule. The
assistant should know the patient’s total treatment and any questions should
be reviewed with the doctor, if necessary. If your office is not chartless start
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organizing your paper chart for a future chartless practice. Start purging
documents over 7 years old or scanning documents into patients chart in your
dental software and shredding those documents once scanned.

When asking the patient to open, close, rinse, etc., ALWAYS preface it with
please, and follow it with thank you!

When explaining dental problems of the patient, be descripti d educate

When patients ask about different tre
and only a dentist can diagnose, but if or father, sister, or

brother | would encourage youyto change the filling o a crown.” (Or, have

the gum treatments, seala pression and the
doctor will be in shortly tofeview, diagnose and @etermine a treatment plan

that is best for you.”

Encourage and explain the need for headphones. Offer the CD’s that are on
location at the practice.

Use protective glasses on all patients. It keeps the bright light and splatters
out of their eyes.
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e Asneeded -review home care, especially how to clean under a bridge, implant
or orthodontics

e Asneeded -review the use of floss threaders, electric toothbrushes and
waterpiks.

e Reinforce the necessity of regular cleanings (2,3,4,6 months). Encourage
more frequent recalls!

e If home care is good, praise the patient. Contrast the good
areas. The regularly maintained patient without any
positive reinforcement, a pat on the back!

goe (i.e. tartar &

ly manner.

e When dismissing the patient, make sure he/she is doing just fine. Wipe the

face of any debris, such as cement, or blood. Recommend that they use the
bathroom to check their appearance or maybe to freshen up. Reinforce
preventative homeopathic Arnica 30x, Ruta 30x and Hypericum 30x and/or
Ibuprophen 60omg for the next couple days to minimize postoperative
sensitivity and/or pain.
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e Always direct patient to the Account Manager’s desk, so they can take care of
any payment for services rendered.

e Always discuss the patient’s next procedure with them. Remember, a
completed treatment plan and a well satisfied patient is a top priority.
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