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CLINICAL POLICIES / PROCEDURES MANUAL

The student is responsible for reading and following all clinic protocol and policies outlined in this
handbook. Additionally, the student must obtain any of the updates that are published during their
tenure as a dental programs student. Dated addendums to the student manual are issued on an as
needed basis and each current addendum supersedes each previous segment. These new policies
will be effective as soon as the written copy is distributed to students and should be added as an
addition to this manual for future reference.

DENTAL HYGIENE PROGRAM MISSION STATEMENT

The primary mission of the Greenville Technical College Dental Hygiene program is to promote oral
health in a culturally sensitive manner through education, community service and preventive patient
care. The unmet oral health burden in the upstate of South Carolina has increased the public demand
for oral health care services and provides optimal educational opportunities for entry level hygiene
graduates. As a dedicated and valued member of the oral health care team, the dental hygienist is
expected to utilize critical thinking skills to assess and determine therapeutic services and determine
proper dental hygiene process of care in a manner consistent with current evidence based concepts.
Graduates are expected to assume responsibility for continued personal and professional growth and to

enhance knowledge and skills through continued education and lifelong learning.

DENTAL HYGIENE PROGRAM PHILOSOPHY

The dental hygiene curriculum provides a broad based education in the social, behavioral and
biological sciences which prepares the graduate for the practice of contemporary dental hygiene and
for leadership roles in oral health care of the future.

The Greenville Technical College program is unique in its “Learning to Serve, Serving to Learn”
community outreach philosophy. The exponential growth of targeted populations has stimulated the
development of innovative and collaborative oral health delivery systems to address patient access to
care issues (Mobile Health Express, New Horizon FQHC, Greenville Free Medical Clinic, etc.) The
program will utilize these mechanisms to enhance service learning.

It is the philosophy of the hygiene program to provide experiences for optimal learning to insure safe
and effective clinical practice for both the students and the patients. We believe that learning is
enhanced when the student accepts the responsibility for learning and the role of the faculty is to act as
a facilitator in the learning process. Therefore, students are encouraged to be self-directed in their

learning and to develop high standards of professional excellence in their learning.
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DENTAL ASSISTING PROGRAM MISSION STATEMENT

The mission of the Greenville Technical College expanded duty dental assistant is to provide the
learning opportunities and experiences for the student to become a Nationally Certified, integral
member of the dental health team by becoming a clinically skilled, clinically competent dental assistant
and to instill in them a respect for the dental assisting profession and a desire for continued

professional development.

DENTAL ASSISTING PROGRAM PHILOSOPHY

The dental assisting program prepares students to function effectively as an integral member of the
dental health team, performing chair side assisting, related office skills and laboratory procedures in a
culturally sensitive manner under the direction and supervision of a dentist. The diploma program
requires some general education but places a heavy emphasis on the biologic and dental sciences.
Through collaborative educational and affiliation agreements with private dental offices in the
community, students are able to become familiar with a variety of general practice and specialty office
clinical settings. Students are trained in the skills needed to fulfill the expanding needs of the public
and the dental profession. Graduates of this educational program will be skilled in the profession of an
expanded duty dental assistant and exhibit appropriate scientific knowledge, accept personal and
professional responsibility and be concerned with the health and welfare of the patients encountered.
All graduates will have passed DANB certification exams to become Certified Dental Assistants.

It is the philosophy of the program to provide experiences for optimal learning to insure safe and
effective clinical practice for both the students and the patients. We believe that learning is enhanced
when the student accepts the responsibility for learning and the role of the faculty is to act as a
facilitator in the learning process. Therefore, students are encouraged to be self-directed in their
learning and to develop high standards of professional excellence in their learning.

We believe that dental assisting is an applied science where principles of biological, social, and
behavioral sciences are incorporated to aid the student in developing diverse qualities to better serve
the dental community in a culturally sensitive manner.

The dental assisting faculty encourages the graduate to assume responsibility for continued personal
and professional growth and the enhance knowledge and skills through participation in continuing

education and the dental assisting professional organization.
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ACADEMIC AND TECHNICAL STANDARDS FOR ADMISSIONS AND PROGRESSION

PURPOSE: To provide the applicant/student with a clear understanding of the physical demands
required of the program based on the tasks performed by the graduate from the dental programs.

Description of Work Environment and Activities:

Constant public contact and decision-making, constantly moving, communicating, and manipulating
equipment, frequent operation of computers, and use of telephones, frequent exposure to ionizing
radiation, blood borne pathogens, and body fluids

Exemptions: None

Academic Standards:

Meet the specific program requirements outlined in admissions requirements.
High school biology, chemistry, and physics are strongly recommended.

Technical Standards:

STANDARD

ISSUE

SOME EXAMPLES OF NECESSARY ACTIVITIES

Critical thinking ability
sufficient for clinical
judgment

Critical thinking

Identify cause-effect relationships including
instrumentation, situations, proper medication and
possible complications; Assemble instruments and
equipment in sequence for safe use; maintain aseptic
environment.

Interpersonal abilities
sufficient to interact
with individuals,
families, and groups
from a variety of
social, emotional,
cultural, and
intellectual
backgrounds

Interpersonal

Establish and maintain supportive relationships with
patients and other health care providers.

Communication
abilities sufficient for
interaction with others
in verbal and written
form

Communication

Explain radiographic procedures; give directions;
answer patient’s questions while position/performing
procedure; discuss procedure with
dentists/physicians and/or other health care
professionals. Act upon verbal and/or written
directions quickly under pressure. Communicate and
interact effectively in a group situation.
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The abilities to Cognitive Immediately adapt to different clinical and lab

consistently execute environments which include: various types of dental

complex mental equipment and clinical/lab situations (i.e. trauma,

processes necessary surgery, moving from one radiographic room to

to apply academic another); .

information to

clinic/lab procedures.

Physical abilities Mobility Move freely and quickly around x-ray room, patient’s

sufficient to maneuver room or surgery with portable x-ray equipment, dark

in small areas and to rooms, and work areas; administer CPR; manipulate

maneuver equipment. equipment above head at a standard height; work
quickly and accurately.

Gross and fine motor | Motor skills Calibrate and use equipment; assist patient in/out of

abilities sufficient to dental chair; use coordinated finger and hand

perform imaging movements; practice 4-handed dentistry; ability to

procedures and coordinate instrument use and precision work; to

patient care start, stop, control, and adjust the progress of

procedures safely and machines/equipment within tight crowded places;

efficiently. position patients and equipment.

Physical ability Physical Independently manipulate equipment including

sufficient to remain Stamina portable machines; carry multiple cassettes; wear

continuously on a task radiation protection devices such as lead aprons;

for several hours while assist patients from wheelchairs.

standing, moving,

lifting and/or bending.

Auditory ability Hearing Hears monitor alarms; emergency signals;

sufficient to monitor ausculatory sounds (BP, TMJ sounds); voices under

and assess health protective garb; calls for help; attentive to loud and

needs without visual low sounds.

contact.

Visual ability sufficient | Visual Observe patient responses; read treatment plans and

for observation, records consents; read gauges, labels, digital

assessment, and printouts, computer screens and control panel

implementation of buttons;. Distinguish between shades of gray on

patient care and radiographs/other imaging modalities.

imaging procedures.

Tactile ability sufficient | Tactile Perform palpation of anatomic structures, functions

for assessment of
physical health status
and location of body
landmarks with
fingertips.

of physical assessment (pulse, perceive
temperature) and/or related to therapeutic
intervention; assessing patient vital signs, and
identifying landmarks used in administration of CPR.

11
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professional
appearance and
implement measures
to maintain own health
and not place patients
in jeopardy.

Olfactory senses Smell Distinguish smells which are contributory to

sufficient for assessing and/or maintaining patient’s health status,
maintaining i.e. Smell smoke, oral malodors.

environmental and

patient safety.

Ability to present Self-Care Implement universal precautions. Use good personal

hygiene. Maintain clean, neat and compassionate
demeanor.

Ability to work in
health care settings.

Environment

Works in environment with temperature changes,
frequent contact with water or other liquids (blood,
exudates, and saliva), and sufficient noise to cause
distraction, and hazards where there is danger to
body or health. Implement universal precautions with
variations required in surgical environment.

Demonstration may be required.

Procedures:

Applicant/Student:

1. Receives technical standards and a verbal explanation of the technical standards during

Career Talk.

2. Completes observation form (self-appraisal) of his/her ability to perform procedures.

3. Discusses concerns with Student Disabilities Services.

4. Academic progression is in part based upon the student’s ability to continually meet the
academic and technical standards as described above.

12
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Updated: January 18, 2005
CRIMINAL BACKGROUND CHECK POLICY
. STUDENTS

Students will have a criminal background check prior to or upon entering Divisional courses. A multi-
state record check will be conducted for all students for at least seven years prior to admission. The
criminal background check will occur during the following courses:

PCT Students - NUR 151

ADN and LPN Students - AHS 160

Nursing Transition Students - NUR 201

Surgical Technician Students - SUR 101

Pharmacy Technician Students - PHM 101

Medical Laboratory Technician Students - MLT 108
Occupational Therapy Assistant Students - OTA 203
Emergency Medical Technology Students - EMS 110
Radiology Technology Students - RAD 130, RDT 103, DMS 155, MRI 152, RAD 125, RAD 160
Dental Hygiene/Assisting Students - DHG 161, DAT 154
Physical Therapy Assistant Students - PTH 118

Health Information Management - HIM 163

Respiratory Therapy Students — RES 101

A criminal background check fee of $35.00 will be charged with the above courses and collected with
tuition and fees by Business Office. In the event a student transfers into the program the fee will be
charged with the first course the student enters.

Student Information forms will be collected by Course Coordinators/Leaders of the above classes and
submitted to the Health Science/Nursing Division Administrative Assistant for forwarding to the agency
designated to perform the criminal background check. Online reports are printed and any reports that
contain criminal information will be reviewed by the Assistant Dean of Health Science/Nursing. These
reports will be filed alphabetically in a secure cabinet. Any criminal activity during the past seven years
that would disqualify Health Science/Nursing personnel (Greenville Technical College’s future
graduates) from working in a clinical agency according to SC law Article 27 Section 44-7-3310 will
disqualify the student from participation in the Health Science/Nursing Programs (see attached Article
27). The Assistant Dean will inform any disqualified student and the student will not be allowed to
continue in the program.

Students who are not disqualified should not assume that their criminal background check shows no
criminal activity. Only the crimes referred to in the above stated law disqualify the student from the
program. Any crimes must be reported to the appropriate licensing or registry boards and future
employers in order to obtain a license or certification, or job. Failure to do so may result in fraud and
the inability to receive a license or certification or job. If a student has any convictions these should be
reported to the appropriate licensing or registry boards at least three months prior to the desired time
examination date. Any concerns about documentation on the criminal background check reports should
be directed to the Assistant Dean of Health Science/Nursing. Each student must report within

(Criminal Background Check Policy)

3 calendar days to the Assistant Dean of Health Science/Nursing any arrests and/or criminal charges or
convictions filed subsequent to the completion of the criminal background check. Failure to report will
make the student subject to administrative withdrawal from the program.

13
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Any student who does not stay continuously enrolled at Greenville Technical College (other than lapses
of less than 12 months) will be required to submit a new South Carolina criminal background check
upon re-entry to the Health Science/Nursing Division. Students who change programs but stay
continuously enrolled at Greenville Technical College (if they switch from other programs that have
required criminal background checks) may not be required to submit new South Carolina criminal
background check when entering classes/clinicals in the Health Science/Nursing Division.

Il. CLINICAL AGENCIES

All background results on Greenville Technical College employees and students will be made available
to Clinical agencies upon request.

lll. CLINICAL AGENCIES

All background results on Greenville Technical College employees and student s will be made available
to Clinical agencies upon request.

*See attached forms:
1. Student Information form for Criminal Records Check

2. Faculty Information form for Criminal Records Check
3. South Carolina State Law; Article 27: Section 44-7-3310

Dean of Health Sciences Date

Vice President of Education Date

14
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STUDENT DRUG USE POLICY
Instituted January 1, 2006; Revised June 26, 2006

Initial Drug Screening

In order to provide competent health care workers and be in compliance with clinical agency contracts,
Greenville Technical College Health Science/Nursing Division students are strictly prohibited from being
under the influence of alcohol or any drug/medication which alters behavior or appearance of capability
while engaged in any portion of their formal educational experience. To insure compliance each
student will be required to submit to drug screening prior to attending clinical programs. A variety of
specimen collection methods may be utilized some of which may include but are not limited to: blood,
urine, hair, saliva and breath.

Procedure for Testing

An agency specializing in drug testing will be employed to conduct the drug testing. Drug testing dates
will not be announced. Any student that leaves during the drug testing without giving an adequate
specimen is considered positive. Any student not present for the initial drug testing will not be allowed
to attend clinical until the drug testing has occurred. The student must go to the drug testing facility
within 24 hours of the original testing and will be notified by the instructor to do so. Any extenuating
circumstances that might interfere with the 24 hour time limit must be present to the Assistant Dean of
HSN. If student is does not comply with the second drug testing attempt, this will constitute avoidance.
Avoidance will result in administrative withdrawal from the program. The fee for drug testing is included
in tuition as a course lab fee. Any student out of the program for greater than 6 months or any transfer
student will be drug tested prior to entering clinical program of study.

Procedure for Testing for Distant Expansion Campus Programs

For students enrolled at expansion campuses out of Greenville County, drug screening will be done at
a Labcorp facility near the expansion campus. Department Heads at these campuses will hand out
drug screening packets and have the students sign and turn in the Drug Disclosure and Consent Form.
The Drug Disclosure and Consent form will be forwarded by the Department Head to the Assistant
Dean of HSN for review. The students are expected to go on their own to the designated Labcorp
facility within 24 hours of receiving the drug screening packet. There they will provide a picture ID, turn
in the packet and provide the specimen. The results will be sent to the Assistant Dean of HSN and
results will be filed in the student health folders.

Procedure for Testing for Distant On-line Learning Programs

For students enrolled in distant education programs that do not live within a reasonable driving distant
of the Greenville campus, the student must complete the required drug testing within 48hours of
receiving the drug testing information packet in the mail. The student must inform the program
instructor prior to the start of the clinical program of their correct mailing address. The student must
email the program instructor upon receipt of the drug testing information packet that they have received
the packet and they have completed and signed the Drug Disclosure and Consent Form. The Drug
Disclosure and Consent Form must be mailed to:

Assistant Dean of Health Science/Nursing,
Lydia Dunaway

Greenville Technical College

PO Box 56 16

Greenville, SC 29606

15
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Upon completion of drug testing the student is to notify the instructor that the testing is complete via
email. Results will be sent to the school.

Positive Findings

It is unacceptable for students to have detectable levels of illegal drugs in their system, to be under the
influence of alcohol, to have detectable levels of legal drugs which are not disclosed and/or for which
no prescription can be produced. Positive findings on a drug screen or refusal to submit to a requested
drug screen will result in immediate administrative withdrawal from the program of study. Any student
with a positive drug screen who desires to have the sample retested and confirmed must do so at their
own expense.

Random Drug Screening
Random drug screening may be required of student at any time through out the course of clinical study.

Drug Screening with Reasonable Suspicion

Students are subject to drug testing at times in which student actions constitute reasonable suspicion.
Factors which may indicate reasonable suspicion for drug testing include but are not limited to:
Contributing to a clinical or lab accident

Possession of drug paraphernalia

Unexplained abnormal or erratic behavior

Arrest or conviction for drug related offenses

Observance of drug or alcohol use

Odor of alcohol beverages

Other behavior that gives reasonable suspicion

Students who display reasonable suspicion will immediately be removed from education experience
and required to submit to an immediate drug screening. The instructor will communicate immediately
with the Dean, Assistant Dean and/or Program director in facilitating the screening process.

Positive Drug Screens

Positive drug screens are labeled per tester by drug screening protocol which includes taping and
handling identification. The samples are then available for confirmation testing in an outside laboratory
by a medical review officer.

Reapplication after Removal from Program of Study

Students removed from any program of study for drug related issues are not eligible to recycle and may

not reapply to any Health Science/Nursing program for 12 months and must provide documentation of
substance abuse rehabilitation.
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GENERAL ELIGIBILITY FOR CERTIFICATION/DIPLOMA/DEGREE

PURPOSE: To inform the student of one issue addressed by the Rules of Ethics according to the ADA
and ADHA. All categories have three basic requirements:

Ethics: The ethical behavior eligibility requirement is the same for all categories: Dental Aide, Dental
Assisting, and Dental Hygiene.

The requirements specify that every applicant and every registrant must “be a person of good moral
character and must not have engaged in conduct that is inconsistent with the ADA, ADHA and/or ADAA
Rules of Ethics, and they must agree to comply with the ADHA Code of Ethics, the ADAA Rules of
Ethics, and the ADA Code of Ethics.”

One issue addressed by the Rules of Ethics is the conviction of a crime, including a felony, a gross
misdemeanor or a misdemeanor, with the sole exception of speeding and parking violations. All
alcohol and/or drug related violations must be reported. Conviction as used in this provision includes a
criminal proceeding where a finding or verdict of guilt is made or returned but the adjudication of guilt is
either withheld or not entered, or a criminal proceeding where the individual enters a plea of guilty or
nolo contendere. All potential violations must be investigated through a SLED check and background
investigation in order to determine eligibility. For further information, contact the appropriate licensing
or registry boards of the state you plan to practice, license, and register in.

Education: Eligibility for certification/diploma/associate degree requires completion of all required
general education, biological science, and all dental related courses.

For the degree of Dental Hygiene-Bridge, eligibility requires the successful completion of a formal
educational program in dental assisting that is accredited by the American Dental Association (ADA)
Commission on Dental Accreditation. Beginning January 1, 2006, candidates must also demonstrate
competency in didactic coursework and a specified list of clinical procedures. Further details may be
found on the DHG-Bridge application. Applicant must also have completed all general
education/biological science courses and hold Dental Assisting National Board (DANB) Certification
prior to entry.

Examination: Finally, eligibility requires that applicants for certification, after having met all other
gualifications for certification, must pass an examination developed and administered by the
Commission on Dental Hygiene examination and/or DANB examination (depending upon the program
completed). The exams assess the knowledge and cognitive skills underlying the intelligent
performance of the tasks typically required of dental hygienists or dental assistants practicing within the
respective disciplines. For further information on the examinations, contact:

Joint Commission on National Dental Examinations Dental Assisting National Board, Inc.
Dental Hygiene 1-800-FOR-DANB

American Dental Association

1-800-232-1604

17
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STUDENT ETHICS AND CONDUCT POLICY

PURPOSE: To provide guidelines for all dental programs students in regards to conduct and
communication with patients, clinical staff, and faculty.

The student has a unique position in the health care field. Medical ethics: those rules that govern the
conduct of physicians and the health professions are sometime written and more often unwritten. To
introduce the dental programs students to these ethics, the faculty of the program formulated the
following guidelines for student ethics and conduct. Students are expected to maintain high standards
of conduct while enrolled in this program.

NOTE: These are only guidelines and by no means should they be considered applicable to every
situation nor will they include guidelines for all aspects of the student’s environment.

CONFIDENTIALITY

During the clinical education phase of this program students are required to review and discuss medical
records during examinations. Patient information is typically obtained through verbal, written, pictorial,
and electronic means. These records often contain very sensitive information about a patient. At no
time will a dental programs student release or discuss, in public, any information contained in a
patient’s medical record. Refer to the HIPAA policy (see page 23).

Confidentiality is not only making sure we do not give out information about the patients treated at the
clinical education center, it also involves keeping information confidential about the business operations
of the facility and about the fellow employees. A student found breaching the confidentiality of a
patient, clinical education center, or any other individual may face severe repercussions and possible
dismissal from the program.

COMMUNICATION:

1. PATIENT INFORMATION:

The student is often the primary contact with a patient and/or his physician during an examination. The
student is expected to communicate with the patient or physician in an effort to ascertain the exact
nature of the illness, disease, trauma, or condition of the patient. This information will be passed on to
the faculty in the clinic.

2. VERBAL COMMUNICATION:

The student not only represents himself to the public, but also Greenville Technical College and any
rotation sites. All students are considered mature adults and professionals, and will be treated as such.
The following is for the purpose of guiding the student through this program and gives examples of
proper conduct during the clinical education process. It is necessary for students to utilize proper titles
(such as Mr., Ms., and Dr.) when addressing all patients or personnel in the clinic and rotation sites.

Students will be courteous at all times. When instructed to do something by supervising faculty or
office staff, you must comply with a good attitude. Never discuss a problem in front of or within hearing
distance of a patient.

When answering the phone in the dental clinic reception desk, the student will state the name of the

department and his or her name. Relative to the use of phones — students should remember that
school phones are business phones and that their use should be limited to matters of an official nature.
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The dental clinic is a very busy area and sometimes the activities become rather hectic. Even when the
clinical area is very busy, students are expected to maintain proper conduct.

CARE AND SAFETY:

It is important for the students to remember that in all clinical settings, including off site rotations, they
are dealing with real patients. This requires the students to practice proper patient care and safety at
all times, and to constantly places the patient’s well-being ahead of their own clinical needs. Therefore,
the student must recognize that the supervising faculty and office personnel may need to step in on a
procedure in order to meet the needs of the patient.

If at any time a student is observed performing or reported to have performed any act that may pose as
a potential risk to the patient’s safety, they can and may be removed from that area by the clinical
instructor immediately. The details and circumstances will immediately be reported to the clinical
coordinator and department head.

CONDUCT:

The faculty recognizes the student as an individual and while enrolled in this program, students may
from time to time have questions about certain aspects of the educational process. The student should
discuss the problem with the clinical instructor, clinical coordinator, or other available faculty member.

Professional conduct is expected at all times including but not limited to in the classroom, clinical
rotations and professional meetings. Offensive language, behavior, or literature will NOT be tolerated.
Students who exhibit or participate in such inappropriate conduct are subject to disciplinary action up to
dismissal from the program.

CONDUCT IN THE CLINICAL ENVIRONMENT:

The following are some guidelines to help the student and clinical instructor when dealing with student
conduct in the clinical environment:

e When a student exhibits negative attitudes or lack of interest, this should be noted on the clinical
evaluation form.

e Conduct of a student that becomes extremely offensive or inappropriate to the clinical area
should be reported immediately to the clinical coordinator who in turn will report to the
department head.

o During normal school hours any student can contact a faculty member or the department head
relative to a student’s conduct. The clinical instructors are encouraged to communicate to the
faculty all aspects of the student’s conduct.

These rules for student conduct are presented to help the student. In addition to these and institution
rules, the student is expected to adhere to rotation site rules and regulations while participating in
clinical education courses.

CLASSROOM CONDUCT:

It is the expectation of the program that classes will be conducted in adult fashion. Both instructors and
students will be present, on time and prepared to conduct the class in a manner conducive to learning.
Obviously, the instructor will be in control of the classroom at all times, both in selection of subject
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matter and learning methods. It is understandable that students may disagree with the instructor on
occasion. On these occasions, the necessity and efficacy of the subject material shall be restricted to
after class discussions by the student and the instructor so as not to interfere with classroom
objectives. Otherwise, if on any occasion the instructor feels that a student’s conduct is not conducive
to the learning atmosphere of the class, then that student may be asked to leave the classroom.

Whenever, an incident of misconduct does occur, the incident will be immediately evaluated after class
by the necessary faculty and administrative personnel. The student at all times has the right to due
process as stated in the Greenville Technical College regulations. (Refer to the Grievance Policy in the
GTC college catalog).

ON-LINE CONDUCT:

Conduct through any electronic communication is expected to be courteous. Derogatory statements in
the classroom situation (i.e. the bulletin board in WebCT or a chat room) are NOT acceptable.
Criticisms or suggestions regarding course content, course delivery, etc. should be handled in a private
manner.

Personal communication should also not occur when a class is meeting on-line. It is distracting to other
students and faculty. This type of communication should be handled through private mail as well.

Questions that require clarification about course content, test format, etc. should be addressed through
the bulletin board or chat room. This allows the other students an opportunity to have access to
guestions and answers as they would in a traditional classroom situation.

HIPAA (Health Insurance Portability and Accountability Act of 1996)

PURPOSE: To satisfy the legal and moral obligations of the clinical education centers and the college
regarding the confidential nature of patient information in which students have access to. These
obligations are driven by the Health Insurance Portability and Accountability Act of 1996 (HIPAA). The
privacy provisions of HIPAA went into effect April 14, 2003.

POLICY:

Although HIPAA also deals with other healthcare issues such as health insurance access, the
prevention of healthcare fraud and abuse, tax-related issues, and group health plan requirements, this
policy focuses upon the confidentiality of patient information. During the clinical education phase of this
program students are required to review and discuss medical records. Patient information is typically
obtained through verbal, written, radiographic, and electronic means. These records often contain very
sensitive information about a patient. At no time will a dental programs student release or discuss, in
public, any information contained in a patient’s medical or dental record.
e Students who violate a patient’s right to confidentiality may be subjected to immediate dismissal
from the program.
o Additionally, HIPAA establishes both civil and criminal penalties for privacy violations. Wrongful
disclosures of any health information may result in sizeable fines and possibly prison time.
e The clinical education center may also receive a civil sanction and fine.
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PROCEDURE:

o Patient information should only be released to those individuals or organizations on an official
“need to know” basis. Prior to the release of any healthcare information, the student should
contact the immediate supervisor in charge at the clinical education center.

e At no time, should patient information be discussed with co-workers or other healthcare
personnel unless it affects the care of the patient or the procedure being performed.

o Patient information should never be discussed in public areas of or outside of Greenville
Technical College. This includes areas such as elevators, break rooms, hallways, restrooms,
etc.

e Students will receive training on HIPAA requirements prior to beginning his/her clinical
experience and annually thereafter.

e Students may also be required to complete training on HIPAA requirements at individual clinical
rotation sites.

e All students must sign a Confidentiality Agreement prior to beginning his/her clinical education.
In addition, students must successfully complete the HIPAA module and examination during the
DHG 161 or DAT 154 clinical courses in order to remain in the clinical component of the
program.

HARASSMENT POLICY

PURPOSE: To define various types of behaviors that infringe upon the rights of others. It is the policy
of the Dental Programs and the College to foster an environment free from any form of intimidation or
discrimination including racial, ethnic, religious, sexual, age-based, or disability-related harassment.
Harassing conduct is strictly prohibited.

Infringement of rights of others is defined to include, but not limited to, the following:

Physical or verbal abuse inflicted on another person.

Severe emotional distress inflicted upon another person.

Theft, destruction, damage or misuse of the private property of members of the college community or
non-members of the college community occurring on campus or off campus during any college
approved activity.

Sexual harassment inflicted on another person. This is defined as sexual discrimination where the
harassing conduct created a hostile environment. Therefore, unwelcome sexual advances, request for
sexual favors and other verbal or physical conduct of a sexual nature constitutes sexual harassment
when the conduct is sufficiently severe, persistent, or pervasive to limit an individual’s ability to
participate in or benefit from the education program, or to create a hostile or abusive educational
environment.

Stalking, defined as engaging in a course of conduct that would place a reasonable person in fear for
their safety, and that has, in fact, place an individual in such fear.

Upon violation of the above conduct, one is subject to one or more of the sanctions specified in the
college catalog.

Anyone subjected to such conduct should report it immediately to a faculty member in the department.
College protocol will be followed.
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ACADEMIC DISHONESTY POLICY 1999-00

PURPOSE: To promote ethical judgment as required being in good standing with the American Dental
Hygienists Association (ADHA), the American Dental Assistants Association, (ADCA), and the
American Dental Association (ADA). As dental professionals, it is imperative that individuals act and
uphold high ethical standards including but not limited to proper documentation.

POLICY:

According to the Academic Dishonesty policy as stated in the College Student Handbook, students
should know what activities constitute dishonesty such as cheating, plagiarism, and misrepresentation.
Refer to the College Handbook.

Cheating is defined as wrongful giving, taking, altering or fabrication of any course work (examinations,
written reports, laboratory experiments, etc.) for the purpose of gain for self or others. For example: a
student who supplies information regarding an exam, quiz, or evaluation to another student or students,
possess or passes “crib” notes, signals exam/quiz or evaluation answers to another student, or
changes answers after the exam/quiz or evaluation has been graded.

Plagiarism is defined as the act of copying, stealing, or using another’s ideas, words, or specific
substances as one’s own without giving credit to the source. For example: submitting written work
which is not the work of the student; failure to identify in part or in whole the original author; failure to
use quotations for an idea which has not been assimilated in the writer's own language; or
paraphrasing (rewording) a passage so it is hot grammatically changed.

Misrepresentation is defined as work submitted improperly or falsely to meet course requirements. For
example: falsifying information at clinical educational settings such as attendance, or presenting the
same paper to different courses without prior approval of both faculty members.

PROCEDURE:

Due to the nature of the medical/dental profession where proper documentation is essential, if it is
determined that a student participated in the falsification of any record such as but not limited to clinical
documentation, he/she is subject to immediate dismissal from the program.

Any student who is suspended or expelled due to an act of academic dishonesty will have the right to
due process. Refer to the Grievance Policy in the college catalog.

REASONS FOR PROGRAM DISMISSAL

Any student who fails to achieve a “C” or better in any Phase Il course and does not successfully
complete the recycle process will be dismissed from the Dental Hygiene/Dental Assisting Program.
Additionally, a student whose GPA falls below 2.0 will not be allowed to continue in the DHG/DAT
curriculum. Any incomplete (“I”) which reverts to an “F” will place the student on departmental
academic probation and the student will need to reapply or recycle, depending upon the semester (as
stated in the recycle policy).

1. Unethical or unprofessional behaviors involving student/patients relationships, academic
dishonesty, cheating and/or plagiarism may also result in program dismissal.

2. Forging or falsifying patient information.

3. Failure to submit proper progress note documentation.
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4. Creating a fictitious patient to meet patient quota; recording fictitious names in the appointment
book to hold spots or “create a free slot”.

5. Resubmitting previously graded x-rays for a new grade for quota.

6. Any act deemed dishonest and a breach of professional student/patient conduct.

School policy will be adhered to during this process and the student does have access to the college
grievance procedure as set forth in the student handbook.

GRIEVANCE PROCESS

PURPOSE: To provide students with a mechanism to channel student complaints against faculty, staff,
and program.

PROCEDURE:

I. Any student having a grievance should initially discuss the problem with the individual involved
within three (3) school days of the incident. This is in an effort to resolve the problem with free and
informal communications. If, at this point, the problem is not resolved to the mutual satisfaction of both
parties, the student should proceed with step II.

Il. If the student is dissatisfied with the outcome of his/her discussion with the individual involved,
he/she should discuss the matter with the appropriate supervisor. This must occur within ten (10)
school days of the incident. Again, this is in an effort to resolve the grievance in an informal manner
among all parties involved. If the student remains dissatisfied with the decision, he/she should refer to
the Grievance Procedure as stated in the College Student Handbook.

. If a student has a complaint against the program, which alleges non-compliance with the ADA-
CODA Standards, he/she should submit concerns in writing to the Program Director. Prior to
submitting an allegation to the ADA-CODA, a student must follow due process as stated above
including the college’s grievance procedure. If the issue is not resolved, he/she should submit the
complaint in writing to:

IV. Documentation of the complaint will be maintained in the Associate Dean’s office complaint log.
The program will solicit third party comments from students and patients 90 days prior to every ADA-
CODA site visit. The next site visit is scheduled for November 29-30, 2007. Comments are due in the
Commission’s office no later than 60 days prior to the site visit. See address below.

ADA-CODA Standards
211 E. Chicago Avenue
Chicago, IL 60611-2678
800-621-8099
312-440-4653
www.ada.org

A copy of the ADA-CODA Standards will be furnished upon request, or may be viewed online at
www.ada.org/prof/ed/accred/commission/epp.pdf .
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DIVISIONAL STUDENT PROGRESSION POLICY
Effective Date: Fall Semester, 2008

PURPOSE:

Students enrolled in programs within the Health Science/Nursing (HSN) Division are expected
to exemplify professional behavior at all times. The professional attributes minimally include
attentiveness, maturity, cooperation, responsibility, professional personal appearance, respect
for authority, peers, patients, and other members of the healthcare team, communication,
judgment, ethics, honesty, and morality.

POLICY:

Any student dismissed from any GTC Health Science/Nursing (HSN) program for
behavioral/disciplinary reason(s) will not be eligible to re-apply to that program or any program
within the division for a period of one academic year.

PROCEDURE:

1. Notification of dismissal for behavioral/disciplinary reason(s) must be made to the
divisional dean within one week by the Department Head. The Department Head must
notify the Divisional Dean within one week of any student dismissal for
behavioral/disciplinary reasons.

2. If a student re-applies to the program in which he/she was dismissed, or applies to
another HSN program and is in the grievance process, he/she must be considered for
acceptance. If the student qualifies for acceptance, he/she will be accepted contingent
upon the outcome of the grievance procedure. If the dismissal is upheld by the
grievance committee, the student will not be able to progress in the program and will not
be eligible to apply to any HSN program for a period of one year. If the student is
contingently accepted into a HSN program and is in the midst of a grievance procedure,
the grievance procedure must be resolved no later than two weeks prior to the start of
the program.

3. If, when the student was dismissed from a program, a remediation plan was developed,
the student must have met and completed all requirements within the remediation plan
in order to be eligible to apply to any HSN program.

4. If the student was denied access to a clinical site while enrolled in any HSN program,
this may prevent admittance into a program indefinitely as clinical sites and therefore
clinical space for student experiences are limited.

ACADEMIC PROGRE SSION/RECYCLE POLICY
R: May 2007

Dental Hygiene

Academic competence must be maintained throughout the curriculum as measured by successful
completion of all courses with a minimum grade of a “C” in all DAT, DHG, AHS, including all Phase |
general education classes.

The following standards must be met and maintained throughout the curriculum, or the student may

enter into the recycling process and be placed on “department academic probation for the duration of
Phase II.
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A grade below a “C” in any Dental Programs Course in the first semester will result in the student being
dismissed from that year's class. The student may reapply for admission into the next class.
Acceptance is not guaranteed. Only one (1) slot per academic year is held for a recycle student in
each dental program.

After the first semester, a grade below “C” in any Dental Programs Course will require the student to
enter the recycling process if space is available in the Dental Hygiene/Assisting/Aide Program at
Greenville Technical College.

An overall (cumulative) GPA of 2.0 is required to continue in the Dental Program and students are
allowed to recycle only one (1) time. A student who is recycling may not fail the course being retaken
or any other dental related course being taken throughout the remainder of the Dental Program in order
to matriculate toward graduation.

In order to graduate from the dental programs, the student must complete all DAT, DHG, AHS, and the
general education courses, with a technical grade of “C” or better.

Departmental academic probation requires students to successfully complete with a grade of “C” or
better) all other courses in the Dental Hygiene/Dental Assisting curriculum. Failure of any additional
Phase Il course will result in dismissal from the program.

Program grading scale is as follows:

A = 94-100
B = 87-93
C = 80-86

RECYCLING PROCESS

The Dental Hygiene department head and student's advisor must be notified in writing if the student
wishes to recycle by June 1st of each year (prior to the August class). The student must have a
cumulative GPA of at least 2.0 in the Dental Courses in order to enter the recycle process.

A student will be allowed only one (1) opportunity to recycle. Recycling will depend upon the availability
of space.

Depending upon the time lapse for certain courses, students may be required to retake certain courses,
validate skills, and/or audit certain courses. These decisions are made at the discretion of the faculty
and program administrators.

Students who recycle are subject to any changes made in policies or core curriculum courses, and
requirements related to such changes.

PURPOSE: In that properly prepared students, academically and technically, should be able to
complete the dental programs in a reasonable time frame, the following policy is established to prevent
an excessive continuation in the program.

The program is divided into two parts: Phase | (Pre-clinical) and Phase Il (clinical core).
During Phase |, all students must maintain a technical GPA of 2.50 and a minimum grade of “C” or

better in each course. Phase | courses must be successfully completed without repeating a course
more than once.
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Once Phase Il of the dental program has begun, failure of ANY core course will result in dismissal from
the program and/or the option for recycle. Failure of any second core course will result in permanent
dismissal from the Greenville Technical College dental hygiene program(s) without the option of
recycling.

NOTE: Failure is considered any grade of “D” or “F".

Students that have been withdrawn from Phase Il as a result of being removed from a clinical education
center, or for other disciplinary reasons, will NOT be eligible for re-entry into Phase IlI.

ACADEMIC PROGRE SSION/RECYCLE POLICY FOR DENTAL ASSISTING PROGRAMS
R: May 2007

Academic Progression:

Academic competence must be maintained throughout the curriculum as measured by successful
completion of all courses with a minimum grade of a “C” in all DAT and DHG classes.

The following standards must be met and maintained throughout the curriculum, or the student may
enter into the recycling process and be placed on “department academic probation.”

A grade below a “C” in any Dental Programs Course in the first semester will result in the student being
dismissed from that year's class. The student may reapply for admission into the next class.
Acceptance is not guaranteed.

After the first semester a grade below “C’ in any Dental Programs Course will require the student to
enter the recycling process, if space is available. Grades below “C” in two or more courses will result in
dismissal from the program without the option of recycling.

An overall (cumulative) GPA of 2.0 is required to continue in the Dental Program and students
are allowed to recycle only one (1) time. A student who is recycling may not fail the course
being retaken or any other dental related course being taken throughout the remainder of the
Dental program in order to matriculate toward graduation.

In order to graduate from the dental programs, the student must complete all DAT, DHG and the
general education courses, with a technical grade of “C” or better.

Departmental academic probation requires students to successfully complete (with a grade of “C” or
better) all other courses in the Dental Hygiene/Dental Assisting curriculum. Failure of any additional
course will result in dismissal from the program.

Program grading scales are as follows:

A = 94-100
B = 87-93
C = 80-86

Recycling Process

1. The Dental Hygiene Head or Dental Assisting Head and the student’s advisor must be notified in
writing if the student wishes to recycle by December 10" to recycle in the January classes.
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2. The student must have a cumulative GPA of at least 2.0 in the Dental courses in order to enter the
recycle process

3. A student will be allowed only one (1) opportunity to recycle.
4. Recycling will depend on the availability of space.

Depending upon the time lapse for certain courses, students may be required to retake certain courses,
validate skills, and/or audit certain courses. The decisions are made at the discretion of the faculty and
program administrators.

Students who recycle are subject to any changes made in policies or core curriculum courses, and
requirements related to such changes.

Purpose: In that properly academically and technically prepared students should be able to complete
the dental programs in a reasonable time frame, the following policy is established to prevent an
excessive continuation in the program.

Students that are withdrawn from the dental assisting programs as a result of being removed from a
clinical setting and/or for disciplinary reasons will NOT be eligible for re-entry to the program.
Dental Assisting Programs’ grading scale is as follows:

A = 94-100
B = 87-93
C = 80-86

PREGNANCY POLICY

PURPOSE: To ensure that students are aware of the potential dangers of radiation and chemical exposure to the
fetus and know the correct protective measures to use and to allow for voluntary disclosure of pregnancy.

POLICY:

If a student becomes pregnant, program continuance is possible but completion may be delayed depending upon
the student’s status (degree of completion) in the program.

PROCEDURE:

In order to provide the maximum degree of support and protection for the student and fetus, it is important for the
student to:

1. Notify the department head/clinical coordinator and/ or appropriate faculty as soon as she becomes aware
of her pregnancy.

2. Schedule appointments with the clinical coordinator and appropriate faculty for counseling related to the
impact of radiation/chemical exposure to the fetus and the ability of the student to participate in all
aspects of the program and enroll and complete all required courses.

3. The students should not sit for radiographs (as a patient) and should wear a radiation monitoring badge at
all times while in the radiography areas. Pregnant students will continue to treat any/all patients
regardless of patient health status in accordance with traditional published clinic policies.

4. |If a student desires accommodations or for any reason chooses not to enroll in a particular course,
program recycle will be the only option. If a student intends to complete the program/clinical
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requirements as scheduled, it is recommended that absenteeism be kept to a minimum. All students,
whether pregnant or not, must follow all universal precautions and comply with all clinic rules and
regulations regarding patient care and student rotations.

5. The student is responsible for material covered in didactic courses including labs as scheduled.

All efforts, within reason, to assist the student in the completion of her education goals will be made. However,
the standards of the program remain the same for all students. Should the student not be able to complete
requirements by the published deadlines, a grade of “I”” will be issued and the student will follow college
procedures to complete the course or the student may choose to withdraw for the semester and apply to recycle.

TRANSFER STUDENTS

Students transferring from another dental program must meet all Phase | requirements and have a “C”
or better in all DAT, DHG, AHS and in all general education courses to graduate from Greenville
Technical College.

Students interested in transferring into the dental assisting or hygiene curriculum must contact the
appropriate department head, complete all general education/biological science prerequisites and/or
coursework, and submit a letter from your previous program director of chair stating that you are eligible
to return to your previous school.

DISMISSAL FROM A CLINICAL EDUCATION CENTER/PRIVATE OFFICE ROTATION

PURPOSE:
To provide clinical education centers conducive to learning for all students; and
To maintain an excellent working relationship between the college and the clinical education centers.

POLICY:

Students, who are asked to be removed by the director of the dental programs where he/she is
participating in clinical experiences, may be dismissed from the Dental Assisting, Dental Hygiene, or
Dental Aide Program.

PROCEDURE:

e Students are expected to follow the policies that exist within the college catalog, this handbook,
the course syllabi, and those of the clinical education centers/facilities.

o If at anytime, a student is asked to be removed from his/her clinical education center, the
student will be counseled by the department head immediately regarding the consequences.

o If, after consulting with the student and the director of the clinical education center involved, the

issue is not resolved to the satisfaction of both parties, the student may be withdrawn from
Phase Il of the Dental Hygiene program or from the Dental Aide or Dental Assisting program.
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PERSONAL HYGIENE AND STUDENT UNIFORM POLICY

General Requirements:

Students are required to purchase a minimum of three (3) complete uniforms. Lab jackets in
designated colors to match the uniform must be worn at offsite rotations. Jackets must have
“Greenville Tech Dental Programs” embroidered on them.

1. Shoes must be cleaned and polished prior to each clinic.

2. Nametags must be visible at all times. Name tags must be the designated dental programs style.
They should be placed on the left side, slightly above the breast on the outermost garment.

3. T-shirts with slogans/designs and undershirts worn under the uniform top are NOT permitted. The
designated knit top may be worn under the scrub top.

4. Students appearing for clinical assignments not in the appropriate uniform will be instructed to leave
the department to correct the deficiency. This will be considered missed clinical hours and will
follow the attendance policies.

5. When in uniform, all professionalism guidelines (listed below) should be adhered to. When in class,
hair may be worn down. Scrubs are to be worn in all classes and labs with clinic shoes.

6. Any person that is sitting chair side (parent, etc.) must abide by the same OSHA guidelines for PPE
and the student must obtain the appropriate PPE for them.

Uniform requlations pertain to all clinical sites and all program students.

All students must wear protective gowns over their clinical scrubs and should not be worn outside of the
patient treatment areas. PPE gowns are provided by GTC and are located in the laundry room. Lab
jackets must be worn at offsite rotations.

Dental Programs Pre-clinical, Clinical Courses, and Didactic Courses —

e Clean scrubs (pants, skirts and scrub shirts) in designated class color are to be worn. No other
scrubs are allowed.

e Pants allow for proper patient/operator position and maneuvering around the head of the chair.
Scrub pants are required for infection control and as a safety precaution. Proper undergarments
must be worn (should be flesh tone and should not be seen through the uniform) and must
remain covered when student is bending or sitting. Skin is not to show between the scrub top
and pants/skirt waistband.

Socks/hose

e Smooth white socks (or hose if wearing a skirt) or black socks that cover the ankles are to be
worn with scrubs (socks must match shoe color). No sport socks.

Shoes

e White or black shoes with no color bands/areas and white or black socks are considered part of
the uniform. Shoes may be leather nursing type lace up, slip-on, have a heel enclosure or strap
worn across the heel, or be an athletic shoe with no color on it. Shoes must be of solid leather
and have no large perforations. Cloth tennis shoes are not acceptable. Shoes must be clean
and polished with clean laces (if laces are present). Shoes must be closed-toe. Heel straps
must be worn around the back of the heel.
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Hair
e Must be clean and styled in a neat fashion.
o All long hair (below the collar) will be styled so that it is back from the face, in a braid or confined
with a barrette.
e Bows, scarves, or brightly colored accessories will not be worn.

Personal and oral hygiene
e This should be the concern of each student. Individual counseling will be provided when
problems occur.
e Students may not come to clinic smelling of smoke, perfume, hairspray, etc. Students may not
smoke in uniform. Failure to comply will result in a professional deficiency and appropriate
deduction in the clinic grade.

Chewing Gum/Food/Drinks
o Students will NOT be allowed to chew gum, eat, or have drinks (such as soft drinks or bottled
water) in the clinic. OSHA regulations prohibit eating or drinking, or having food items in clinical
settings. Any person having food items in the clinic will be required to dispose of them or an
instructor will dispose of food items found in the clinic.

Hands

e Clean and well-groomed.

e Fingernails - Trimmed short (not to extend beyond the pad of the finger tip), clean and well
cared for. No nail polish. No acrylic nails.

e Cuticles - Well-groomed

¢ Hand Lotions or Creams - Hands will need extra care due to repeated hand scrubs and
washing. Lotions and creams can be used daily to prevent chapping of hands.

¢ No exudative lesions or weeping dermatitis

Health care workers with exudative lesions or weeping dermatitis on the upper torso, hands or arms
must not perform or assist with the performance of invasive procedures or participate in other direct
patient care activities, including the handling of equipment, instruments, or supplies directly related to
patient care.

If you exhibit open lesions you will be dismissed from clinic until such time that all lesions are healed.
You must contact a physician to ascertain the cause of the lesions. Students are responsible for
making up all clinic time missed due to the dermatologic lesions. Time will be scheduled at the
discretion of the clinic coordinator or faculty responsible for the individual student clinic. Any non-
made-up time will result in failure of the clinic that the student is engaged in.

Makeup
o Make-up is worn with discretion, using moderation as the key. If excess make - up is worn, the
student will be required to remove the make-up before being allowed into the clinic.

Perfume/cologne/aftershave/tobacco products
e Students may not come to clinic smelling of smoke, perfume, hairspray, etc. Students may not
smoke in uniform. Students appearing for clinical assignments with odors may be instructed to
leave the department to correct the deficiency. This will be considered missed clinical hours
and will follow the attendance policies.

This will be determined at the discretion of the clinic faculty most directly involved.
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Masks
e Masks must be worn whenever patient care is given. It must be donned and removed properly
and NEVER worn pulled down around neck.

Jewelry

e Rings: limited to flat wedding band worn on the ring finger (next to pinkie finger).

e Watches may be worn but must be covered by sleeve cuff.

o Bracelets and necklaces are NOT permitted.

e Earrings: Only small button types are permitted. Only one (1) earring per ear worn in the
earlobe.

e Tongue piercing and visible body piercing is NOT permitted with the exception of earrings as
stated above.

Glasses
o Clear protective lenses with top and side shields are required for all students, including those
students who wear contact lenses, to prevent debris from getting into eyes. An OSHA approved
face shield may be worn in the place of safety glasses.
e An approved mask must be worn with a face shield.
e Patients must wear protective glasses at all times during treatment.

Tattoos
o Visible tattoos are NOT permitted.

Facial Hair
e Male students must be neatly shaved or if they have a beard or mustache, it must be neat and
well groomed.

Failure to comply with complete student and/or patient PPE is a serious breach of infection control and
will result in a deduction for the day. If the student is CA or RAD, this may be written up as a Citation
of Unprofessional Behavior. Instructors will discuss the issue; the student may then be called in for
discussion and appropriate penalties issued. All Citations of Unprofessional Behavior will be placed in
the student’s file. Repeated offences may result in dismissal from the program.

This may be issued by any instructor during clinic or at any time violations occur.

PROFESSIONAL BEHAVIOR
Dental Hygiene, Dental Assisting and Dental Aide

As a dental programs student, your personal conduct and appearance are very important because of
the effect on patients, the profession, and health professionals in general. Patients and the public
expect the competence, integrity, and moderation from professional persons. Since you have chosen a
health profession, it is necessary for you to maintain high standards of conduct and appearance in all
areas of your life.

The start of your professional experience is in the Greenville Technical College dental clinic. This is
where professional behavior and habits develop. The clinical settings primary purpose is to develop the
necessary skills to practice in any dental field. The dental student must learn to perform or aide in the
completion of dental services for patients in a professional manner. Professional attitude and
performance will promote success in these professions.
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When, in the judgment of the clinical faculty, clinical coordinator, or program director, a student displays
unprofessional behaviors or attitudes, the issue will be written up on the Citation of Unprofessional
Behavior form. Instructors will discuss the issue; the student may then be called in for discussion and
appropriate penalties issued. All Citations of Unprofessional Behavior form will be placed in the
student’s file. Repeated offences may result in dismissal from the program.

Additionally, professional deficiencies are issued when an action is deemed inappropriate, in any way
associated with the GTC Dental Programs (classes, labs, clinic, on the premises, hallways, etc.). Itis
inappropriate for a student to address faculty by their first name.

These deficiencies are cumulative and can result in dismissal from the dental hygiene/assisting/aide
program.

STUDENT RESPONSIBILITIES IN CLINICAL AREA:

All dental programs students are responsible for professional behavior and dress when in the
clinic/radiology area. The sterilization room, dispensary hall behind the clinic, and RAD lab are not to
be treated as a lounge. It is also each student’s responsibility to maintain a neat, safe, and clean
environment not only in the clinic area but in the reception room, off campus facilities, hallways,
classrooms, and wherever each may be in the CE/Dental Building or other campus areas or clinical
sites.

Any debris, solutions, or items on the floor or broken equipment which may create a health problem or
injury must either be corrected or reported immediately to the Clinic Coordinator, other faculty or
Department Head if it is not correctable by the student.

Any equipment problems/repairs must be reported as they are noted or occur and documented in the
clinic repair book.

It is each student’s responsibility to be courteous and respectful in their interaction with Dept. Head,

Clinic Coordinator, faculty, staff, radiography and clinic patients, visitors, and other students. Faculty
offices are not to be entered by a student unless permission is obtained.
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BASIC RULES FOR THE DENTAL PROGRAMS STUDENT:

. If you open it, you close it!

. If you turn it on, you turn it off!

. If you unlock it, you lock it!

. If you break it, you repair it!

. If you can’t fix it, you get someone who can!

. If you borrow it, you return it!

. If you use it, you take care of it!

. If you make a mess, you clean it up!

. If you move it, you put it back!

10. If you make the promise, you keep it!

11. If you don’t know how it works, find someone who does!

12. If it doesn’t concern you, don’t mess with it!

13. If it belongs to someone else and you want to use it, get permission!

14. If all else fails, read the directions!

15. Do not give your personal telephone number to any patient!

16. If you need copying or secretarial assistance, you supply it!

17. If you are not assigned to the receptionist/secretary office then do not enter unless permission
is obtained.

18. Faculty offices are off limits unless permission to enter is obtained or faculty member is present.

19. Conference room is also unavailable for student use.

O©CO~NOOUITAWNPEF

PATIENT APPOINTMENT POLICIES
Patient Appointment Scheduling:

Patient population is usually obtained via telephone calls and group screening. The student
receptionist (REC) will assist the clinic office staff in these duties.

Students will be required to perform screening as necessary for group patient appointments.
Patient Appointment Control
1. ALL patients must be confirmed for the next day by 5:00 PM. Since some patients are not
available during the day, the evening REC will confirm the remaining patients. Clinic office staff will
verify that patients have been confirmed by the REC. If there is no REC, clinic office staff will be
responsible for confirming patients. At least three (3) attempts should be made to reach each
patient for confirmation of their appointment.

2. Groups must be confirmed at least 24 hours ahead.

3. DO NOT confirm an appointment when a patient calls for an appointment and the clinic is the same
day or next morning.

4. When confirming appointments and leaving messages on answering machines, include

e “Please call 864-250-8126 if you will not be able to keep this appointment or if you need to
reschedule.”
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5. DO NOT alter a HOLD, REC, CA, RAD, FMC (or other rotation) assignment. Only the student that
has the HOLD, clinic office staff or faculty can change a HOLD. If the student does not filla HOLD
by the day prior to the HOLD, the office manager will try to fill the appointment if possible with a
patient from that student’s waiting list or with a new or recall patient.

6. NO PERSON may change an assignment to REC, CA, RAD, or FMC or any other rotation. Any
student who changes these assignments will be subject to disciplinary action and possible dismissal
from the program.

7. All students are responsible for changes made in the computer under his/her password. Do not
give out your password to anyone. Use of another student’s password will be cause for disciplinary
action and possible dismissal from the program. Password changes will be handled by the office
manager or clinic coordinator.

8. Charts MUST be pulled for the next clinic. Place them in the bin for the next clinic. In the event
that a chart cannot be found, notify the clinic office manager/clinic faculty and the student provider
immediately.

9. Students may perform the following in Dentrix under their own password:

Make, edit, break, and move patient appointments

Set patient appointment complete

Chart existing conditions in the patient’s mouth

Print a walkout statement for patient services

Insurance billing as a class exercise only (GTC does not bill for services.)

PToo o

APPOINTMENT BOOK POLICY AND PROCEDURES:

The clinic appointment book is maintained on the computer system using Dentrix software. Students
may schedule patients using the computer in the clinic.

To avoid scheduling errors, remember to put information into the computer first, and then write an
appointment card for the patient.

If an error occurs in scheduling, rational resolution of the problem is necessary in consultation with a
clinical instructor or office manager. Care must be taken so as not to offend or embarrass the patient
involved.

MAKING APPOINTMENTS:

Ask if they have been seen here at the clinic before and how long ago. Ask how long it has been since
the patient has had their teeth cleaned and seen a dentist.

Get the patient’s name, age, phone number of work and home.

ALWAYS inquire for any medical conditions or physical impairments that may require pre-medication or
a physician’s letter. Request that they bring a list of medications.

Patients MUST be told the appointment interval (time) is from to and they should
plan on being here the entire time. ASK if that will pose a problem. If so, try to find another
appointment that will allow them to stay the entire clinic. Explain that this is a teaching environment
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and the work is supervised by licensed professional hygienists and dentists and will take longer than a
private dental office but will not cost as much.

Read the appointment back to the patient, the time, date AND make sure they know the location of the
clinic.

Inform the patient that it is very important to keep their appointments or to give notice if they will not be
able to keep an appointment. You may want to include the statement “We are graded on the quality of
our work and this is our class time and work, so we need to have someone in our chair in order to
learn.”

If it is a group, make sure the person making the appointment understands that if all the patients don't
show we will have __ number of students without patients. The name and address of the person in
charge for a group appointment must be obtained so that medical histories can be mailed. These must
be filled out and signed prior to arriving at the clinic.

Give the patient the CLINIC PHONE NUMBER, 864-250-8126, not a student personal phone number,
and ask that they call at least 24 hours in advance if they cannot keep their appointment.

Make sure you let the patient know that you are appreciative of them patronizing the clinic and allowing
our students to perform a cleaning service in a learning environment. Remember there are students in
the program behind you that will also need patients.

The student must assume the responsibility of checking the appointment book daily for patient
cancellations. If a student experiences a cancellation and cannot fill it during the first hour of clinic,
he/she must assist in clinical procedures and complete an open appointment activity sheet for filing in
his/her record. Each student is responsible for maintaining a recall system with their patients (see
course syllabus for details). Included in this should be a designated area for incomplete patients and a
short call list (patients that can come in on short notice).

Information Obtained During Telephone Appointment Requests:

There are certain conditions that exist which contraindicate treatment of a patient in our clinical setting.
These must be inquired about before appointment is made on the appointment book. Questions about
whether appointments should be made, or not, need to be referred to the clinic office manager or a
faculty member.

CANCELLATION AND BROKEN APPOINTMENTS:

Cancellations and broken appointments must be recorded in the progress notes and signed by the
student and a faculty member. The appointment must be changed in Dentrix to a broken appointment.

Cancellation — A patient calls anytime before the appointment hour and explains that he or she will be
unable to keep the appointment.

Broken Appointment — A patient fails to call before the appointment hour or calls after the time for the
appointment, or fails to come to the appointment. At all times an explanation for the broken
appointment is necessary, therefore it should be documented in the Progress Note and a note can be
placed in Dentrix.
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LATE PATIENT POLICY:

Invariably patients will arrive late for dental appointments. At clinic start time, any student whose
patient is not marked as “here” or “ready” in Dentrix should report to the front desk/reception area in
case their patient is actually here. The patient may be here but filling out paperwork. The student
should wait (in his/her unit), but not longer than 15 minutes for the patient to arrive.

After waiting 15 minutes, the student should check with the front desk to see if there are patients in the
waiting room needing to be seen. If front desk personnel verify there are no patients in the reception
area to be seen, the student should then telephone for another patient to fill this vacancy.

Priorities in filling vacancies should be subsequent patients first, then recalls. If the student does not
have any subsequent or recall patients to call, s/he should check with the front desk so that someone
on the short call list may be contacted.

In the event the patient is late and his vacancy has not been filled, the student should go ahead and
seat the patient and begin working on the patient. It should be explained to the patient that the
treatment may not be completed due to his/her late arrival.

In the event the patient arrives late and his vacancy has been filled, it should be explained to him/her
that we try to fill all vacancies. The patient should be given to another student, if a student is available
with no patient or should be rescheduled if there is not another student to treat him/her. When the
patient’s initial appointment is made, promptness should be stressed.

Students may not linger around the front desk while waiting for a patient or at any other time.
Appropriate activities for empty appointment times

Assist other students

Assist CA, RAD, REC

Sharpen your instruments

Enter patient information into computer

Enter charting into computer

Provide dental hygiene care for another student
Clean and restock your unit

Radiology interpretation in practice room

RECORDS CARE:

Not only for the welfare of patients, but also because of legal considerations, it is necessary to keep
accurate, complete, and clear patient records. Each patient’s record will be kept in the active file for a
period of two years after the patient’s last visit. This file is located in the reception area of the clinic.
Any records inactive for over three years will be archived with Greenville Technical College. When
records have been inactive for thirteen years, they will be purged in accordance with state record
retention policy.

All records must be updated at each appointment by having the patient review name, address, and
telephone numbers, the medical history and explain any changes in the history. If there have been no
changes this should be indicated on the patient’s record and signed and dated by the student and
faculty.
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All records should be written in black ink. Each record is reviewed and audited by faculty and a grade
is assigned for each patient chart.

USING DENTRIX TO ENTER PATIENT INFORMATION
R: May 2007

1. No student may change an appointment that assigns students to
Free Medical Clinic or other rotation sites
RAD
RECEPTIONIST
CLINICAL ASSISTANT

2. HOLDS on appointment slots will be assigned prior to the start of semester. HOLDS are filled with
patients not completed on the first appointment.

No HOLD may be deleted or removed. Students must move a HOLD in order to insert a patient
appointment at the proper time.

No HOLD may be moved by anyone except the student assigned the hold or faculty. The
student receptionist may not move a HOLD.

If the student assigned the hold asks the receptionist to do so, the receptionist should remind
the student that there are computers in the clinic which s/he may use to remove the hold.

3. Appointment changes are traceable and you will be held accountable for changes you make.
DO NOT let anyone use your password.

If you need your password changed, contact either the clinic office manager or faculty in charge
of Dentrix setup.

4. Students are to enter new patient information at the clinic computers.

Click 1(one) time on the appointment

Go to File

Select Family File in the dropdown

Select File in the new screen

Select New patient with appointment

At screen “for new patient”, select create new family or select family (if you know there are
family members already registered), which ever is appropriate. Enter any missing information
required to finish patient registration, or add a new family member if other family members are
already registered.

Click OK.

5. Students must set patients complete at the end of every appointment, which only means that the
appointment for that date is complete.

Select all treatment planned for this patient, even if it is not completed at the first appointment.
Patients pay in advance of completion of treatment.

37



Greenville Technical College
DENTAL PROGRAMS

USE THE BLUE CHECK MARK IN THE TOOLBAR TO SET PATIENT COMPLETE
This sends the treatment given to the ledger card for billing purposes and allows the receptionist to
accurately charge for services provided.

CONFIDENTIALITY OF PATIENT RECORDS:

South Carolina statutes prohibit the discussing of the medical condition of a patient with persons other
than the patient, his/her legal representative, or other health providers involved in the care or treatment
of the patient, except upon written authorization of the patient. Thus, it is important that you refrain
from discussing a patient’s care with other persons, including lawyers, unless a written authorization
has been received. Patient treatment must never be discussed in social situations.

Written consent MUST be in the form of a letter by the patient (or their legal representative), or a
statement in the progress notes, (signed by the patient or their legal representative) in which they give
their consent to your obtaining written or verbal information regarding their medical condition from
anyone. Likewise, you must obtain consent to forward information to anyone, either written or verbal,
regarding their medical condition or their dental treatment (including transferring of radiographs). A
patient’s verbal consent to the sharing of this information is not sufficient.

The dental programs student must at all times preserve confidentiality through proper handling and
filing of the Medical History and dental record and refrain from releasing to or discussion with the public
any information contained therein. Failure to properly handle files and preserve this information may
result in expulsion from the clinic and dismissal from the program.

No patient record or radiograph is to be given to the patient without faculty permission and
documentation in the treatment record.

NOTE: Do not give your personal telephone number to any patient. This is for your personal
protection.

RECORDS HANDLING POLICY:

Strict infection control techniques must be used when handling patient files during and after treatment.
The student must complete all notations on the treatment record in black ink, obtain required
signatures, and have the forms in proper order, punched, and fastened into patient’s folder. With clean,
washed hands, the student will place patient’s chart in the clinic records receptacle. Completed records
will be picked up by the office CA or secretary and re-filed in chart room.

All patient records must be signed in and out of the reception area. When the student has completed
the record, he/she must return it to the reception desk, sign it back in and file it properly in the chart
room.

NO medical record should be taken away from the clinical area or Greenville Technical College. This

includes radiographs (and DEXTR). Utmost care must be taken to properly handle/file patient records
to prevent misplacement. Legalities are involved.

38



Greenville Technical College
DENTAL PROGRAMS

The order of chart pages should be: (grouped, oldest to newest)

Personal Data Sheet

Authorization for Treatment

Policies & Procedures

Rights & Responsibilities

Consent for use & Disclosure of Health HIPPA (white form)
Medical History (gold)

Drug Sheet (gold)

Medical History and Vitals Sheet (gold)

Physical Examination (blue form)

Dental Charting (White - with probe readings form)

PSR Sheet (yellow)

Reexamination Chart (Used for Recall patients and children)
Radiation History (gray)

Walkout statement (yellow chart copy)

Dental Hygiene Treatment Plan (purple)

Plague Free Score (green)

Progress Notes (white)

The most current is placed behind the group of like pages (oldest to newest).

Do not fill out blank forms until patient arrives.

ATTENDANCE POLICY

PURPOSE: In an effort to assure an ample amount of time for learning opportunities for the dental
programs students, and to create a specific policy for didactic (class lectures) as well as clinical
assignments, the faculty has formulated the following guidelines for class and clinical attendance.

Attendance

A record of attendance will be maintained for every lecture/lab/clinic. Attendance and class
participation is mandatory for success in the dental program. Should it become necessary to miss any
lecture/lab/clinic due to illness or unavoidable circumstance, the student MUST notify the specific
lecture/lab/clinic instructor. If you leave a voice mail message, please also call the Administrative
Assistant of the program at 864-250-8203. Provide medical documentation on the day you return to
school. The student is responsible for all material covered and/or any assignments made, or due,
during the absence. Please have a classmate pick up your assignments or handouts.

Tardiness must be avoided since late entrance into the classroom/lab/clinic is disruptive to the teacher
and to other learners. Three tardies will equal one day’s absence from the clinic, lecture or lab.

Refer to the clinic/pre-clinic syllabus for additional specific details regarding clinical/pre-clinic
attendance.

Attendance may be taken at the beginning and the end of class. If you are not present at roll call, you
will be marked absent.

Greenville Technical College implemented an attendance policy effective Jan. 1989 that states.” A
student may be administratively withdrawn if he/she misses more than 10% of either a lecture or lab
course.” For example, if a lecture meets, 2 hours per week for the entire semester (30 hours), you may
be administratively withdrawn from the course if your absences exceed 3 hours.
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CLINICAL GUIDELINES

It is mandatory that students attend all regularly scheduled clinic sessions and utilize these in such a
manner that there is no threat to his/her completion of clinic requirements. Absenteeism results in point
deductions from the final average.

Students are to complete a Student Not in Class/Clinic Form prior to missing class or clinic and must
have faculty approval in order to miss the class, for example, attending a Board Review course,
professional meeting/symposium, or other events known of in advance.

Tardiness and absenteeism is not tolerated in a dental practice and can result in dismissal from the
practice. Good habits must be developed during the student’s educational process. This reflects the
level of responsibility the student feels toward his/her professional duties.

The student is to report at least 15 minutes before his/her patient’s appointment or clinical assignment
and is to receive the patient promptly at the appointed time. The patient’s time is valuable, too. This
lowers the student’s stress level since this is good time management.

Instrument down time is posted for each clinic. A grade cannot be given if checkout is past this point of
time and the patient must be returned for subsequent appointments.

Students are expected to stay for the entire clinic period. The instructor in charge of the clinic will

dismiss all students at the end of clinic together. This allows for “team work” in closing down the clinic.
Roll may be taken to assure that all students have stayed for the entire clinic.
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STUDENT NOT-IN-CLASS/CLINIC FORM

Date of Request Approved by

Student Name

Class/Clinic missed Date of Missed Class

| request permission to miss the above class in order to:

(Faculty Signature)
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WORKPLACE HAZARDS POLICY

PURPOSE: To inform students of the potential hazardous chemicals and the location of Material
Safety Data Sheets (MSDS) in the Dental Programs in an effort to comply with the regulations of the
Occupational Safety and Health Administration.

A written Hazardous Communication Plan is located in Dental 112/318. This manual provides at
minimum:

e Alist of known hazardous chemicals located in Dental 112/312.
e The material safety data sheets (MSDS) for the known chemicals.
e Standard operating procedures for handling hazardous chemicals.

STUDENT HEALTH POLICY

PURPOSE: Infection control in health care institutions is essential to the safety of patients, their
families, and health care workers. This policy is intended to protect patients, their families, employees,
students, and faculty.

Students are taught the concepts and procedures for infection control through the pre-clinical
orientation course. This course is required prior to any student beginning a clinical rotation. The
course includes: hazardous communication, infection control, and other pertinent topics. The College
has recently adopted an on-line series of modules to be required on an annual basis for Health Science
students and faculty.

POLICY

Students are required to have a physical completed prior to the start of their clinical experience in the
program. Students are required to have a documented immunization history. These requirements are
as follows:
e Measles/mumps/rubella: Two doses are required. A titer may be drawn to determine history of
measles/mumps/rubella.
¢ Initial and annual tuberculosis (TB) testing. The initial TB test must include the two step process
and annual testing may be one step if there is no lapse in testing.
e Titer or documentation of chickenpox vaccination.
o Documentation for other vaccinations (polio, tetanus, diphtheria, etc.)

Hepatitis-B Policy (see page 44)

Students are strongly encouraged to report any personal diagnosis of infectious/communicable
disease to the Clinical Coordinator or Department Head. The Clinical Coordinator and Department
Head will determine whether the student will be able to participate in clinical/patient care activities. The
student may be removed from the clinical environment until it is determined that the student is no longer
infectious.

If a student is removed from the clinical environment for an infectious/communicable disease, the
student will be required to provide the Clinical Coordinator/Department Head with a certificate stating
that the student is free from any active communicable disease, places no risk to patients and others,
and is physically able to return to work.
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It should be noted that absences incurred during the illness will be considered part of the student’s
overall absences from the total contact hours of the course. Extended absences will be reviewed on an
individual basis.

EXPOSURE TO BODY FLUIDS

Any exposure to body fluids (i.e. needle sticks, splashing into eyes, etc.) requires immediate notification
to supervisor and Clinical Coordinator/Department Head. Refer to the policies regarding Clinical
Incident Reports and Worker's Compensation.

OTHER APPLICABLE POLICIES

Individual clinical education centers may have their own “communicable/infectious disease” policies,
which cover regulations and/or procedures not contained in the program policies. These additional
policies will be attached when appropriate and students are subject to those policies.

The Risk Management Manual for the Health Sciences Division is available for reference. It is located

in the clinic coordinator’s office and on the Greenville Technical College’s shared network drive,
accessible by all faculty members. This manual is currently under revision (9/2007).
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GREENVILLE TECHNICAL COLLEGE
HEALTH SCIENCES/NURSING DIVISION

Hepatitis B Information Sheet

(Signature Mandatory)
Students in the Health Science/ Nursing Division whose activities involve contact with patients
and/or blood or other body fluids are at risk for exposure to blood borne pathogens which
might include hepatitis B virus (HBV), hepatitis C virus (HCV) and human immunodeficiency
virus (HIV). These exposures are serious and should be reported immediately to the
supervising preceptor and clinical instructor. Immediate reporting will ensure timely post
exposure manage ment. Avoiding blood exposures is the primary way to prevent transmission
of these diseases. When dealing with potential exposures always use appropriate personal
protective equipment (gloves, eye protection, etc) and blood and body fluid precautions.
HBV currently results in approximately 5,000 deaths in the US each year. Hepatitis B can
range from a disease with no symptoms to a debilitating disease that can keep a health care
worker off the job for months. HBV can also linger as a chronic disease that destroys the liver.
HBYV infection is a well recognized occupational risk for health care worker and studies have
found that the incidence of HBV infections in health care workers is approximately 10 times
higher than that of the general population. Percutaneous (needle stick) injuries are the most
efficient modes of HBV transmission but many HBV infections are thought to arise from
exposure through scratches, abrasions, burns or mucous membranes. Also, HBV can survive
outside the body at least 7 days and still be capable of causing infection.
HIV and HCV do not have vaccines available at this time; however, currently a series of 3
vaccines are available to provide immunity to HBV. The HBV vaccines have been found to be
safe when administered to infants, children and adults. The most common side effects from the
HBV vaccine are pain at the injection site and mild to moderate fever. Greenville Technical
College strongly recommends that all health science/nursing students receive the HBV vaccine
series from a health care provider.

Your signature below indicates your understanding of this information and also your
intent concerning the HBV vaccine. Further information can be found at
http://www.cdc.gov/ncidod/diseases/hepatitis/b/fagb.htm

Your signature below indicates that you agree to report any incident immediately to the
supervising preceptor and clinical instructor.

Your signature below indicates that you have been strongly advised to take the
Hepatitis B vaccine series from a health care provider.

_____ I have decided to receive the vaccine

______ I have received the vaccine series or are in process
I have documented immunity to HBV (please provide)
I have decided NOT take the vaccine series

Student Signature Date
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EXPOSURE POLICY

1. Needle-stick or Puncture Wound
2

1. Confirm that the patient is comfortable: Immediately remove gloves and express blood from the injury.
2. Wash the contaminated area with an anti-microbial soap.
3. Apply an antiseptic, such as hydrogen peroxide, bleach and bandage.
3.
4. Eye/Mucous Membrane Contact
5.
6. Proceed to the nearest eyewash station sink
7. Wash area with copious amounts of water.
8.
9. Intact Skin Contact
10.
1. Wash skin thoroughly with an anti-microbial soap.

2. Apply antiseptic such as hydrogen peroxide or bleach.
11

12. Any exposure of blood or body secretions to the eyes, skin, open wounds, or any puncture to the skin
MUST be reported immediately to a clinical instructor and an exposure form must be filled out.
13.
This form must be completed in its entirety.
Keep a copy for the departmental records.
Send the original to the office of student affairs.
Inform the patient and, at the time of the incident, request a blood test be performed.
The student must inform his/her physician, and follow-up on the recommendation of the physician.

aokrwdE

CLINICAL INCIDENT REPORTS

PURPOSE: To provide instruction to students and clinical personnel on reporting accidents, incidents,
and other issues to program faculty.

Forms are provided for reporting the following:

A. Student accidents that occur at the clinical education center.

Complete the student “accident report form” and the form required to be completed by the clinical
education center. The student “accident report form” can be found in either the clinical binder located
at each site or in the back of this handbook. Return to the Clinical Coordinator ASAP so the worker’s
compensation for can be completed if applicable.

B. Incidents that occur between patient/student or staff/student or any related student issue.
Complete the form and give to the Clinical Coordinator or faculty member ASAP.

What To Do In Case A Student Has An Accident:

Have someone stay with the student. Try to determine what, if anything, caused the accident.
Call 911 if the student is seriously injured.

*Call Public Safety at 8150 (pager), 9-470-5396, or (cellular) 9-979-8200.

*Call Student Affairs at 8102 or 8104

*Complete the Accident Report Form and send it to the Student Affairs Office in the Student
Center room 135. See page 53.

akwnhE

45



Greenville Technical College
DENTAL PROGRAMS

6. Advise the student to go to the Student Affairs office as soon as possible (to fill out an Insurance
Claim form) if medical attention is sought on the date of the accident or at any time thereafter.

*These steps MUST be followed regardless of whether or not the student seeks or is given medical
attention.

CAMPUS ACCIDENT POLICY
PURPOSE: To provide students insurance coverage for accidents which occur on campus.

Greenville Technical College maintains a no-fault accident insurance policy that covers all students who
are enrolled in credit and non-credit courses. The student is responsible for paying a $25.00
deductible, then the insurance covers up to $3500.00 of covered medical expenses.

PROCEDURE:

e The student must go to the Student Affairs office and complete an Insurance Claim form before
a claim can be submitted on the student’s behalf.

o If the student is covered by another medical policy, claims must be filed with the issuer of the
primary policy first. After the primary insurance has paid, the accident policy will pick up where
the primary policy left off.

o If additional information is needed, contact the secretary to the Dean of Student Services at
250-8102.

LIABILITY INSURANCE
PURPOSE: To provide insurance coverage in the event of medical malpractice.

e Students pay a fee in the fall semester, which includes basic coverage for all clinical education
courses within that academic year.

e Students MUST be officially registered for a clinic course in order to be covered by this
insurance policy. Therefore, students CANNOT attend clinic unless officially registered for a
clinic course.

o Allincidents must be reported to the supervising faculty and clinic coordinator.

All incidents must be documented at the clinical site using the site’s official form.

¢ No incident is too small to report. Remember the incident report is to document facts at the time
of the incident even when there is no indication that the incident may be part of future litigation.

e Some clinical education centers may require additional liability insurance coverage. This is the
responsibility of the student.

Use the school accident form to document for the College. Submit this form to the clinical coordinator
ASAP.

14. Information about Accident Insurance

Greenville Technical College maintains a no-fault accident insurance policy that covers all students who
are enrolled in credit and non-credit courses.

The student is responsible for paying a $25 deductible, then the insurance covers up to $3,500 of
covered medical expenses. All charges must be billed to the student and not to Greenville Tech.
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The student must come to the Dean of Students’ office and fill out an Insurance Claim form before a
claim can be submitted on the student’s behalf.

If the student is covered by another medical policy, claims must be filed with the issuer of the primary
policy first. After the primary insurance has paid, the accident policy will pick up where the primary
policy left off.

If additional information is needed, please contact the Secretary to the Dean of Student Services at
864-250-8102.

The College’s policy probably will not cover all accidents. Until such time as a claim is filed with and
acted upon by the insurance carrier, no guarantees can be given
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STUDENT ACCIDENT REPORT

NAME TODAY'’S DATE

DATE OF ACCIDENT TIME OF ACCIDENT

EXACT LOCATION WHERE ACCIDENT OCCURRED

TECH EMPLOYEE WHO WITNESSES ACCIDENT (IF ANY)

OTHER WITNESSES:

NAME OF COLLEGE OFFICIAL TO WHOM THIS ACCIDENT WAS REPORTED:

DATE OF REPORT

TIME OF REPORT

DID STUDENT SUSTAIN ANY INJURIES AS A RESULT OF THE ACCIDENT? YES

IF YES, STATE THE NATURE OF THE INJURIES:

DID STUDENT SEEK OR RECEIVE MEDICAL ATTENTION? YES NO

IF YES: DATE:

NAME & ADDRESS OF PHYSICIAN/HEALTH CARE FACILITY WHO/WHICH TREATED STUDENT:

Signature of person completing form

Published by the Dean of Students’ Office

Revised January 2005
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INSTRUMENT KITS
Students must have their own instruments available for every clinic.
Students are expected to treat other student’s instruments with care and respect.

UNDER NO CIRCUMSTANCES IS A STUDENT TO USE ANOTHER STUDENT'S INSTRUMENTS
WITHOUT PERMISSION.

ADDITIONALLY, UNDER NO CIRCUMSTANCES ARE ANY OTHER STUDENTS’ INSTRUMENTS TO
BE TAKEN, EXCHANGED OR OTHERWISE REMOVED FROM AUTOCLAVE WRAP OR THE
PREMISES WITHOUT PERMISSION FROM THE OWNER.

Students caught using, borrowing, and/or stealing another student’s instruments may be immediately
dismissed from the program permanently.

STANDARDS OF DENTAL HYGIENE CARE
http://adha.org/downloads/adha standards08.pdf

In 1985 the American Dental Hygienists Association developed the standard of applied dental hygiene
practice. In 2008, the Standards were revised and the full text may be accessed at the link above. The
following is a brief description of the revised standards from the above link.

Standard 1 — Assessment is the systematic collection, analysis and documentation of the oral and general health status
and patient needs. The dental hygienist conducts a thorough, individualized assessment of the person with or at risk for
oral disease or complications. The assessment process requires ongoing collection and interpretation of relevant data. A
variety of methods may be used including radiographs, diagnostic tools, and instruments.

Standard 2 — The dental hygiene diagnosis is a component of the overall dental diagnosis. The dental hygiene diagnosis
is the identification of an existing or potential oral health problem that a dental hygienist is educationally qualified and
licensed to treat. The dental hygiene diagnosis requires analysis of all available assessment data and the use of critical
decision making skills in order to reach conclusions about the patient’s dental hygiene treatment needs.

Standard 3 - Planning is the establishment of goals and outcomes based on patient needs, expectations, values, and
current scientific evidence. The dental hygiene plan of care is based on assessment findings and the dental hygiene
diagnosis. The dental hygiene treatment plan is integrated into the overall dental treatment plan. Dental hygienists make
clinical decisions within the context of ethical and legal principles.

Standard 4 — Implementation is the delivery of dental hygiene services based on the dental hygiene care plan in a manner
minimizing risk and optimizing oral health.

Standard 5 — Evaluation is the process of reviewing and documenting the outcomes of dental hygiene care. Evaluation
occurs throughout the process of care.

Standard 6 — Documentation is the complete and accurate recording of all collected data, treatment planned and provided,
recommendations, and other information relevant to patient care and treatment.
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DENTAL AIDE COMPETENCIES

Upon successful completion of this certificate program, the graduate will be able to:

1. Demonstrate professional characteristics and caring attributes by:
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Focusing on the patient’s needs and well-being.

Adhering to a published ADAA Code of Ethics.

Accepting and follow through with professional responsibilities.

Exhibiting professional appearance.

Affirming the importance of maintaining current credentials required by the profession.
Promoting the importance of wellness for oneself and the community.

Working to advance the dental profession.

Functioning as an integral member of the oral health care team.

2. Provide assistance in preventive and therapeutic oral health care by:

a.
b.
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Assisting in basic supportive chair side procedure.

Assist with charting of existing restorations, clinically missing teeth, and appliances within the
oral cavity.

Assist the dentist with topical drug as prescribed by the dentist.

Assist with placing and removing rubber dams.

Assist with placing and removing orthodontic ligature.

Assist with taking and recording vital signs (blood pressure, pulse, respiration, etc.)
Exposing radiographs upon completion of a Board approved radiation safety course (after
instruction by the dentist and under direct supervision of a dentist).

Assist with placing and removing periodontal packs.

Assist with removal of sutures.

3. Demonstrate critical thinking and effective communications skills by:

a.

b
C.
d.
e

Performing office management procedures.

Establishing productive working relationships with all members of the oral care team.
Acknowledging problems and using intervention skills in seeking feasible solutions.
Exhibiting effective verbal and written communication skills.

Presenting comprehensive patient care plans and explanations of procedures.

4. Maintain professional growth and development by:

a.
b.

Participating in continuing education experiences.
Reading and evaluating current professional literature.

5. Promote community health by:

a.
b.

C.
d.

Recognizing the diverse health factors in the various patient communities in providing maximum
dental care.

Working in collaboration with other professionals and agencies.

Providing health education to influence

Participating in community service.
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