
DENA 175

 Dental Practical Management

Syllabus 

1 credit hours

	Instructor
	Tonja Bowcut, CDA
	E-mail
	tbowcut@csi.edu

	Phone
	208-732-6708
	Office Hours
	Posted by office door

	Office 
	HSHS 125
	Classroom
	HSHS 241

	Start Date
	January 18, 2011
	End Date
	May 13, 2011


Description:

This course is designed to introduce the student to the administrative and business skills needed in a dental office.  The student will be introduced to business equipment and its many uses in the dental office. Scheduling appointments, filing insurance claims, accounts receivable and payable as well as product inventory and phone etiquette are included.  

Pre-requisites & Other requirements:


Completion of first semester requirements of the Dental Assisting Program.

Required Textbooks and Supplies:

College of Southern Idaho Dental Assisting Program Handbook

Phinney D., Halstead J., (2008).  Delmar’s Dental Assisting: A Comprehensive Approach, Third Edition with Practice Software and Interactive Skills & Procedures Software, 
ISBN 1-4018-4873-9.  Delmar Thompson Learning

Bird D., Robinson D., (2009).  Torres and Ehrlich Modern Dental Assisting with Interactive Dental Office Software, Ninth Edition, ISBN 0-4160-4245-7.  Elsevier/Saunders 

Bird D., Robinson D., (2009).  Student Workbook to Accompany Torres and Ehrlich Modern Dental Assisting, Eighth Edition, ISBN 0-4160-4990-6.  Elsevier/Saunders 

Course Goals:

Develop an understanding of the administrative and business aspects of a dental practice in the following ways:
1.
Discuss the various avenues of communication, including oral and written methods.

2.
Explain the different types of appointments and related scheduling terms.

3.
Identify the assorted terms used in patient recording and the methods or systems of filing and organization.

4.
List and identify the different types of correspondance used in the facility, including the major divisions of the business letter.

5.
Discuss the various types of dental insurance plans and related dental insurance terms.

6.
Define the types of financial disbursements used in the dental facility and list common banking terms.

7.
Discuss the methods used in inventory control and the terms that relate to purchasing and inventory of supplies.

8.
List and identify the major legal and ethical terms encountered in the dental practice. 

Course Objectives:

Upon the completion of this course the student will:

1.
Describe the type of relationship the patient and the dental team should have.

2.
Discuss oral communications and identify the differences between verbal and nonverbal communications.

3.
Describe good phone courtesy and use correct phone techniques when talking with a patient.

4.
Describe and compare the different types of phone calls.

5.
Discuss the team concept for bettering communication within the dental office.

6.
Compose a business letter that includes the appropriate parts of a letter.

7.
Discuss the role of the office manager/business assistant in the dental office.

8.
Identify types of practice records and files.

9.
Identify how to use the following filing systems: alphabetic, numeric, cross-reference, chronologic and subject.

10.
Describe the process of scheduling appointments for maximum productivity.

11.
Describe various types of recall systems and the benefits of each.

12.
Describe the function of computerized practice management systems and manual bookkeeping systems.

13.
Discuss the management of inventory systems.

14.
Demonstrate making financial arrangements with a patient.

15.
Describe the importance and management of collections in the dental office.

16.
Describe check writing.

17.
Explain the purpose of business summaries.

18.
Identify common payroll procedures of a dental office.

19.
Discuss the purpose of dental insurance.

20.
Identify insurance fraud.

21.
Identify the parties involved with dental insurance.

22.
Identify types of prepaid dental programs.

23.
Define managed care.

24.
Explain dual coverage.

25. Identify dental procedures and coding.

26.
Detail claim forms processing.

27.
Describe the procedure and purpose of claims forms follow-up.

Outcomes Assessment:

The course will be assessed by the use of competency forms, written unit tests, classroom quizzes, assignments from the Student Workbook to Accompany Torres and Ehrlich Modern Dental Assisting, Ninth Edition and various projects.  Students must maintain a “C” average or 70% throughout the course to pass.  

Attendance:

Attendance is not an option; it is mandatory and is used as a portion of the final grade.  Each class period is worth 10 points.  One class period may be missed without point deduction.  Missed portions of class (coming late or leaving early) will result in a 5-point deduction.

Assignments:

Assignments will be given from the Workbook to Accompany Torres and Ehrlich Modern Dental Assisting, Ninth Edition and various other sources, as the instructor deems necessary.  Many assignments will be given using verbal instructions only as this is the common practice in the dental offices. The student is accountable for this information and the follow up required. All assignments are due at the next scheduled class period, unless otherwise specified.  If an assignment is late and an extension has not been issued, 10% of the total points will be deducted each day up to the 5th day.  No credit will be given after 5 days; however the assignment must still be completed and turned in to meet class requirements. Assignments will be dated and returned to the student, who then has the responsibility of keeping them in a portfolio and turning in as a final project during the last few weeks of the semester. The final due date will be given in class at least two weeks prior to the due date. 

Quizzes:

The instructor reserves the right to give a quiz at any given time during the scheduled classroom time with no prior notice.  Quizzes may not be made up regardless of the reason missed.

Examinations:

Written tests will be given at the discretion of the instructor with at least one-week advance notice.  If a student notifies the instructor, prior to scheduled class time, of an absence on the day of a scheduled test, the test may be taken in the Testing Center on the first day of return to class.  The earned score will be recorded.  If a student fails to notify the instructor of an absence (for any reason) on the day of a scheduled test, the test may be taken in the Testing Center on the first day of return to class.  Seventy-five percent (75%) of the earned score will be recorded.  NO retakes on any test are allowed.  Tests given in the Testing Center will remain there for one week and must be taken by the deadline.  No exceptions.

Grading Scale:

Each assignment, quiz, test, competency, or project will be assigned a specific number of points and the student must receive 70% of those points to pass the course. Attendance counts for 10% of the final grade.
Resources:


Campus Testing Center – 2nd floor in the Meyerhoeffer Building


Computer Lab – Aspen Building Room 144 & CSI Library located on the first floor of the Meyerhoeffer Building


CSI Library – 1st floor in the Meyerhoeffer Building


Learning Assistance Center – 2nd floor in the Meyerhoeffer Building located in the Academic Development Center, director Kat Powell 732-6685

For a more complete listing and descriptions please refer to the College of Southern Idaho Student Handbook.

Disabilities:

Any students with a documented disability may be eligible for related accommodations.  To determine eligibility and secure services, students should contact the coordinator of Disability Services at their opportunity after registration for a class.  Student Disability Services is located on the second floor of the Taylor Building on the Twin Falls Campus.  208-732-6250 (voice) or 208-734-9929 (TTY, or email aflannery@csi.edu)

Other Policies & Procedures:

The Dental Assisting Student Handbook will be followed for any policy or procedure not outlined previously.




