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DentallHygienist Matal

IS to assist you in performing your job.
The policies and or may not conform with Federal, State and Local

laws, rules and i Ahet offered here as a substitute for proper legal,

accountin rofessiongl advice for specific situations.

Prior o ese suggestions, policies or procedures, you should
seek professional gol@insel with your attorney, accountant and/or the appropriate
governigg board or any other applicable government body for a full
understandin ol appropriate laws, rules, procedures or practices pertaining to

your healthcare discipline or business activities.
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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:

1. To provide written policies and procedures relating job functions.
questions (since we only accept 100%)

3. To provide you with a future reference. We d
all of the policies relating to your job. B
the appropriate written material and r
your supervisor.

When you have finished reading t
supervisor for the written exam.
back to the appropriate poli le to change or add to your

answers until your supe i estion and each “active procedure”

Ultimately, we te review of this manual will help you
understand and iICies and communication vehicles of our office.
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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.

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

notebook binder. Then, review e as needed. For example,
you may want the phone answer

etailed 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 hygienist who works at Dr.
[name]’s dental office, whether full or part time is to
provide the best possible oral hygiene care and
education for our patients.

We always strive to establish an excellent rapport with
the patients, ensuring they are happy with our services
and want to refer family and friends. The effective
control of periodontal disease through our varied
treatment plans, as well as the patient’s home care, is
paramount in our actions every day we treat patients.
We will always encourage patients to take their next
step toward a beautiful and healthy smile.
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PROPER HANDLING OF NEEDLES,
SCALPELS AND SHARPS

Needles and scalpels are disposable. Needles shall not be recapped, bent or broken
by hand, removed from disposable syringes, or otherwise manipulated by hand. Used
needles must be placed in the sharps disposal located in each opera

underthe sink.

Sharps containers are found in each operatory. The OP#1 container

The one (1) hand scoop technique is used for needle
demonstrated by Dr. [name].

Each dental operatory has a recapping syringe%older @n the C8mater. This device

should always be used without exce for needle regapp,
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HYGIENE DAILY REPORT

MONTHLY GOAL
MONTH-TO-DATE

PRODUCTION

WORKING DAYS LEFT
IN MONTH

PRODUCTION NEEDED W
PER DAY TO MEET GOAL

PRODUCTION BOOKED

ADDITIONAL

PRODUCTION NEEDED
TODAY TO MEET GOAL

SAMPLE HYGIENE DA

MONTHLY GOAL 13,500

MONTH-TO-DA 9,274

(4,226)

9

470

PRODUCTION BOOKED 794
ADDITIONAL PRODUCTION NEEDED

TODAY TO MEET GOAL 324 over
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MORNING MEETING AND PATIENT
SKILLS

We always start our day with a staff meeting to quickly review the patients and
production for the day to get a feel for what is in store and to make any special
arrangements. Ensure you’re at the meeting no later than 15 minute ore patients

schedule. Let the doctor and staff know abo
when the patient comes in, everyone knows i nd gan help motivate

know that the doctor is an excellent dentist and will answer

e/she might have.

i€nt know that you will answer any questions he/she might have.

4. Just be friendly, reassuring and helpful to the patient, letting him/her know
that our concern is for his/her dental health.

The degree to which you are very friendly, caring and communicative with all patients
is the degree to which they will follow your advice. It's not how much you know, it's
how well you communicate with patients that determines your ability to encourage
them to complete their treatment plans and to do so as soon as possible! You would

10

© 2022 CPC Inc. All Rights Reserved




- __________________________________________________________________________________________________________________________
HYGIENIST MANUAL [DATE]

probably be surprised to find out exactly how many patients trust your advice as
much, or more, than the doctor's!
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STAYING ON TIME

It is the receptionist’s responsibility to make sure patients are seen on time.

To do this, she needs to have the cooperation of the clinical staff, as well as good
organizational skills. As soon as a patient arrives, the patient light is turned blue on
the electronic communicator and one beep lets you know that your patient has

arrived.

At approximately 10 minutes past the appointment time, if

patient or by placing a laminated red card on
doctor or hygienist they are “late or a patient

they are running behind and to gi
will be. The receptionist will keep

back on schedul@ The receptionisti} then inform the team, so the available and

appropriate staf mber can provide needed assistance to get us back on schedule.

If x-rdys fire neededo iting patient, the floater is to take them.

12
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DISMISSING PATIENTS

Sometimes, when we have weeks with many new patients, the treatment
coordinator becomes extremely busy with financial arrangements. There is a
tendency to not follow the standard policy of routing established patients to the
treatment coordinator for treatment presentations, as needed. This, of course, can
result in confusion for everyone, especially the patient.

Therefore, the standard routine will be as follows:

arrangements.
2. If the consult area is occupied, keep the patie
is not needed immediately, until the tr
patient.

a large case presentation,

treatment presentation.
If the operatory is needed

13
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USE OF PROTECTING COVERINGS

Uniforms are to be worn at all times by assistants and hygienists working in the back.
Lab jackets are to be worn at all times by all staff working in the back.

Rubber gloves will be worn at all times when caring for a patient.

Gloves are to be changed between each patient. They should also ed if arip
or tear develops or if they have been worn longer than one hour.

Gloves are kept in stock to fit each employee.

Gloves will be worn at all times during patient care w
and during cleaning of the operatory after the

come into cont
alone or assistin

or applj a hand-piece.
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LIMITING CONTAMINATION OF CHARTS,
TELEPHONES, PENS, ETC.

Never touch a chart, phone, pen, drawer, closet, supplies, etc., with a glove or hand
that has been in contact with the patient’s secretions (blood, saliva).

After removing gloves, always make sure that your hands have be ghly
scrubbed and cleaned before touching anything.

D
®Q
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