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COURSE DESIGN
COURSE TITLE
:
DENTAL HYGIENE NC IV
NOMINAL DURATION 
:
 3499 hours (includes 1056 hours of OJT)
COURSE DESCRIPTION
:


This course is designed to enhance the knowledge, skills and attitudes of an individual in the field of Dental Hygiene in accordance with industry standards. It covers core competencies such as: perform oral examination; promote oral health and hygiene; operate a dental radiographic equipment; apply the principle of radiology biology and protection in dental practice; perform scaling and polishing; take impression; maintain dental records and resources; and provide effective patients/clients service.
This includes common competencies:   Maintain an effective relationship with customers and clients; maintain instruments and equipment in the work area; manage own performance; follow occupational health and safety policies in dental facilities; maintain infection control in dental practice; apply basic first aid; and operate a personal computer.
It also includes competencies such as, Utilize specialized communication skills; develop teams and individuals; apply problem solving techniques in the workplace; collect, analyze and organize information; plan and organize work; and promote environmental protection.
ENTRY REQUIREMENTS:

Trainees or students should posses the following requirements:

· Must be physically and mentally fit;

· Must be able to communicate both orally and in written form; and
· Must possess good moral character.
This list does not include specific institutional requirements such as educational attainment, appropriate work experience, and others that may be required of the trainees by the school or training center delivering this TVET program.

The above requirements will satisfy the prescribed 2 years Certificate in Dental Hygiene with at least 6 months OJT of the IRR of Republic Act 9484. 
Completion of the two-year course with six-month on-the-job training is required for those applying for the PRC licensure exam.

 Pursuant to the provision of the IRR of Republic Act 9484, the Dental Hygiene NC IV program shall be registered in UTPRAS to a recognized and legally constituted College, or School of Dentistry  
Note:  

The OJT should be at least six months and may be integrated / imbedded in the two year program.
COURSE STRUCTURE

BASIC COMPETENCIES
92 hours

	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1. Utilize specialized communication skills
	1.1 Utilizing specialized communication skills
	1.1.1 Apply communication strategies to meet specific needs of internal and external client

1.1.2 Represent the organization in internal and external forums

1.1.3 Facilitate group discussion

1.1.4 Conduct interview


	20 hours

	2. Develop teams and individuals
	2.1 Developing teams and individuals
	2.1.1 Determine development needs. 

2.1.2 Foster individual and organizational growth 

2.1.3 Monitor and evaluate workplace learning 

2.1.4 Develop team commitment and cooperation

2.1.5 Facilitate accomplishment of organizational goals


	20 hours

	3. Apply problem solving techniques in the workplace
	3.1 Identifying possible solution
	3.1.1 Analyze the problem
3.1.2 Identify fundamental cause of the problem
3.1.3 Determine possible solution


	6 hours

	
	3.2
Recommending and implementing solution
	3.2.1 Prepare communication or documentation report

3.2.2 Present recommendation to appropriate personnel

3.2.3 Implement solution


	6 hours

	4. Collect, analyze and organize information
	4.1 Collecting, analyzing and organizing information
	4.1.1 Study information requirements

4.1.2 Process data

4.1.3 Analyze, interpret and organize information gathered

4.1.4 Present findings / recommendations


	10 hours

	
	
	
	


	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	5. Plan and organize work
	5.1 Planning and organizing work
	5.1.1 Set work objectives

5.1.2 Plan and schedule work activities

5.1.3 Implement and monitor plans/activities

5.1.4 Review and evaluate work plans and activities
	10 hours

	6. Promote environmental protection
	6.1 Promoting environmental protection
	6.1.1 Study guidelines for environmental concerns

6.1.2 Implement specific environmental programs

6.1.3 Monitor activities on environmental protection/ programs


	20 hours


COMMON COMPETENCIES

56 hours
	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1. Maintain an effective relationship with clients and customers 
	1.1
Maintaining an effective relationship with clients and customers 
	1.1.1 Maintain a clean and hygienic environment
1.1.2 Meet client/customer requirements
1.1.3 Build credibility with customers/clients
	9 hours



	2. Manage own performance
	2.1
Managing own performance
	2.1.1 Plan for completion of own workload
2.1.2 Maintain quality performance
	9 hours



	3. Maintain instruments and equipment in work area
	3.1   Maintaining instruments and equipment in work area

	3.1.1 Prepare to clean dental laboratory instruments and work area

3.1.2 Clean and dry dental laboratory instruments
	4 hours



	4. Follow occupational health and safety policies in dental facilities
	4.1   Following occupational health and safety policies in dental facilities
	4.1.1 Apply workforce procedures for hazard identification and risk control
4.1.2 Utilize and implement strategies as directed to prevent infection control in the workplace
4.1.3 Work in a safe manner

	6 hours

	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	5. Maintain infection control in dental practice
	5.1
Maintaining infection control in dental practice
	5.1.1 Monitor and maintain the cleanliness of the dental laboratory rooms
5.1.2 Clean and maintain dental instruments and equipment
5.1.3 Maintain hygiene and personal protection
5.1.4 Dispose of dental laboratory waste safely
5.1.5 Disinfect and clean impressions

	12 hours



	6. Apply basic first aid
	6.1   Applying basic first aid
	6.1.1 Assess the situation
6.1.2 Apply basic first aid techniques
6.1.3 Communicate details of the incident


	6 hours

	7. Operate a personal computer
	7.1   Operating a personal computer
	6.1.1 Start and Shutdown the computer

6.1.2 Arrange and customize desktop/windows setting

6.1.3 Work with files and folders (or directories)

6.1.4 Work with user application programs

6.1.5 Print information

	10 hours

	
	
	
	


CORE COMPETENCIES

3351 hours
	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1. Perform oral examination
	1.1   Performing oral examination
	1.1.1 Take medical/dental history of patient
1.1.2 Examine teeth, gums and tissues of the mouth

1.1.3 Educate patient on oral hygiene
	700 hours



	2. Promote oral health and hygiene
	2.1   Promoting oral health and hygiene 
	2.1.1 Develop oral health promotion strategies for the target group

2.1.2 Implement an oral health promotion program
	500 hours

	3.  Operate dental radiographic equipment 
	3.1   Operating dental radiographic equipment 

	3.1.1 Position of patient to obtain radiographic image
3.1.2 Position dental radiographic film
3.1.3 Operate radiographic imaging equipment safely to produce image
3.1.4 Process and provide quality assurance for the exposed dental radiographic film
3.1.5 Monitor and maintain equipment
	660 hours



	4.  Apply the principle of radiology biology and protection in dental practice
	4.1   Applying the principle of radiology biology and protection in dental practice
	4.1.1 Apply knowledge of ionizing radiation to produce a dental radiograph
4.1.2 Apply knowledge of radiation biology to protect patient, operator and others from ionizing radiation 
4.1.3 Determine image characteristics of a dental radiographic image to minimize the necessity for retake 
4.1.4 Minimize radiation by maintaining quality in processing
	500 hours



	5.  Perform scaling and polishing
	5.1 Performing scaling and polishing
	5.1.1 Perform dental diagnosis on patient
5.1.2 Scale and polish teeth
5.1.3 Provide advice to patient

	700 hours

	6 Maintain dental records and resources
	7.1   Maintaining dental records and resources
	7.1.1 Maintain patient’s records

7.1.2 Maintain financial records of the clinic

7.1.3 Purchase dental products

7.1.4 Monitor quality control

7.1.5 Comply with dental ethics and jurisprudence

	241 hours



	7 Provide effective patient /client service
	7.1 Providing effective patient /client service
	7.1.1 Greet patient/client

7.1.2 Identify patient/client needs

7.1.3 Deliver dental services to patent/client 

7.1.4 Handle queries through telephone, fax machine, internet and e-mail
7.1.5 Handle complaints, evaluation and recommendations

	50 hours




ASSESSMENT METHODS:

· Written examination

· Demonstration of practical skills

· Direct observation

· Interview

COURSE DELIVERY:

· Modular
· Demonstration

· Lecture

· Group Discussion

· OJT

TRAINER’S QUALIFICATION (TQ IV)

· Must have completed Trainer’s Methodology Course
· Must be License Dentist or Dental Hygienist
· Must have completed at least 18 units in education
· Must be able to communicate in English both orally and in written form
· Must be physically, emotionally, psychologically and mentally fit
RESOURCES:
	INSTRUMENT/TOOLS
	EQUIPMENT
	MATERIALS

	Mouth mirror
	Dental Chair
	Prophy paste

	Cotton pliers
	Sterilizer (Boiling type) 
	X-ray developer

	Explorer
	Sterilizer (Dry heat)
	X-ray fixer

	Periodontal probe
	Autoclave
	Plaster of paris

	Scaler 1, 2, 3
	Dental X-ray machine
	Cast stone

	Interproximal scaler
	Panoramic X-ray
	 Die stone

	Coronal scaler
	Compressor
	Alginate

	Tackle box
	Blood pressure apparatus
	Modelling impression

	Enamel tray
	Working tables
	Sealant

	Prophy brush and rubber cup
	Amalgamator
	Fluoride gel

	Cotton holder 
	Light cure machine
	X-ray film (periapical)

	cotton waste receiver
	Ultrasonic scaler
	Occlusal

	Spatula
	X-ray viewer
	Bitewing

	Perforated tray
	trimmer
	Panoramic film

	Stocks tray
	Micromotor
	Hydrogen peroxide

	Fluoride tray
	Suction machine
	Disclosing tablets

	Mixing bowl
	
	Alcohol

	Daphen dish
	
	Mouth wash

	Alligator clip
	
	Betadine solution

	X-ray holder
	
	Cotton balls

	Glass lab
	
	Gloves

	Cement spatula
	
	mask

	Plastic spatula
	
	Scrub suit

	Mortar and pestle
	
	Head cap

	Squeeze cloth
	
	Topical anesthesia

	Sterilizing bags
	
	Cotton pellets

	Amalgam carrier
	
	Light cure composite

	Amalgam plugger
	
	Amalgam pellet/powder/

	Amalgam burnisher
	
	capsule

	Rubber dam holder
	
	Liquid soap

	Rubber dam sheet
	
	Dental floss

	Rubber dam puncher
	
	Dental wedge

	Rubber dam forceps
	
	Articulating paper

	Rubber dam clamp
	
	Celluloid strip

	Matrix band and holder
	
	Sandpaper strip

	Mouth retractor
	
	Saliva suction tip

	
	
	

	
	
	


Note: *Instruments should be provided by the students

MODULES OF INSTRUCTION

BASIC COMPETENCIES

DENTAL HYGIENE NC IV

BASIC COMPETENCY
:
COMMUNICATIONS

UNIT OF COMPETENCY
:
UTILIZE SPECIALIZED COMMUNICATION SKILLS
MODULE TITLE
:
UTILIZING SPECIALIZED COMMUNICATION SKILLS

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to use specialized communication skills to meet specific needs of internal and external clients, conduct interviews, facilitate group discussion, and contribute to the development of communication strategies.

NOMINAL DURATION
: 
10 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module the students/trainees will be able to:

LO1.
Apply communication strategies to meet specific needs of internal and external client

LO2.
Represent the organization in internal and external forums

LO3.
Facilitate group discussion

LO4.
Conduct interview

LO1.
APPLY COMMUNICATION STRATEGIES TO MEET SPECIFIC NEEDS OF INTERNAL AND EXTERNAL CLIENT

ASSESSMENT CRITERIA:

1. Specific needs of client and colleagues are identified and met.

2. Different strategies are used to meet communication needs of clients and colleagues.

3. Conflict is addressed in a timely way and in a manner which does not compromise the standing of the organization.

4. Strategies for external and internal dissemination of information are developed, promoted, implemented and reviewed as required.

5. Channel of communications are reviewed and established regularly.

6. Coaching in effective communication is provided.

7. Work related network and relationship are maintained.

8. Negotiation and conflict resolution strategies are used.

9. Communication with client's colleagues is appropriate to individual needs and organizational objectives.

CONTENTS:

· Communication process

· Full range of communication

· Active listening

· Feedback

· Interpretation

· Role boundaries setting

· Negotiation 

· Establishing empathy

CONDITIONS:


     The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector /OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO2.
REPRESENT THE ORGANIZATION IN INTERNAL AND EXTERNAL FORUMS

ASSESSMENT CRITERIA:

1. Presentation is relevant, appropriately researched and presented in a manner that promotes the organization.

2. Presentation is cleared and sequentially delivered within a predetermined time.

3. Utilized appropriate media to enhance the presentation.

4. Written communication is consistent with organizational standards.

5. Differences in views are respected and inquiries are responded in a manner consistent with organizational standard.

CONTENTS:

· Presentation techniques

· Developing a presentation

· Multi-media utilization in presentation 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO3.
FACILITATE GROUP DISCUSSION

ASSESSMENT CRITERIA:

1. Mechanisms which enhance effective group interaction are defined and implemented.

2. Strategies which encourage all group members to participate are used routinely.

3. Objectives and agenda for meetings and discussions are routinely set and followed

4. Relevant information is provided to group to facilitate outcomes.

5. Evaluation of group communication strategies is undertaken to promote participation of all parties.

6. Specific communication needs of individuals are identified and addressed.
CONTENTS:

· Facilitating group discussion

· Encouraging group members participation

· Presenting information

· Evaluating group communication strategies

· Identifying communication needs 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO4.
CONDUCT INTERVIEW

ASSESSMENT CRITERIA:

1. Appropriate communication strategies are employed.

2. Records of interviews are made and maintained in accordance with organizational procedures.

3. Effective questioning, listening and nonverbal communication techniques are used to ensure that required messages are communicated.

CONTENTS:

· Conducting an interview

· Establishing rapport

· Facilitating resolution of issues

· Developing action plans

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Interview 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

BASIC COMPETENCY
:
TEAM WORK

UNIT OF COMPETENCY
:
DEVELOP TEAM AND INDIVIDUALS

MODULE TITLE
:
DEVELOPING TEAM AND INDIVIDUALS

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to determine individual needs and develop team for a work group.

NOMINAL DURATION
:
10 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module the students/trainees will be able to:

LO1.
Determine development needs

LO2.
Foster individual and organizational growth 

LO3.
Monitor and evaluate workplace learning

LO4.
Develop team commitment and cooperation

LO5.
Facilitate accomplishment of organizational goals

LO1.
DETERMINE DEVELOPMENT NEEDS

ASSESSMENT CRITERIA:

1. Learning and development needs are systematically identified and implemented in line with organizational requirements.

2. Learning plan to meet individual and group training and development needs is collaboratively developed agreed to and implemented.

3. Individuals are encouraged to self evaluate performance and identify areas for improvement.

4. Feedback on performance of team members are collected from relevant service and compared with established team learning process.   

CONTENTS:

· Quality assurance and/or procedures manuals

· Goals, objectives ,plans, system and process

· Legal and organization policy/guidelines and requirements

· Safety policies, procedures and programs

· Confidentiality and security requirements 

· Ethical standards

· Business and performance plans

· Quality and continues improvement processes and standards

· Formal/informal performance appraisal

· Obtaining feedback from superior and colleagues

· Personal reflective behavior strategies

· Routine, organization methods for monitoring service delivery 

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· manuals for organizational  requirements

· quality assurance and procedures

· work ethics manual

· personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO2.
FOSTER INDIVIDUAL AND ORGANIZATIONAL GROWTH 

ASSESSMENT CRITERIA:

1. Learning and development program goals and objectives are identified to match specific knowledge and skills requirements of competency standards.

2. Learning delivery methods are appropriate to the learning goals, the learning style of participants and availability of equipment and resources.

3. Workplace learning opportunities and coaching and mentoring assistance are provided to facilitate individual and team achievement of competencies.

4. Resources and timelines required for learning activities are identified and approved in accordance with organizational requirements. 

CONTENTS:

· Coaching and mentoring principles

· Knowledge of career paths and competency standards in the industry

· Learning plans to match skills needs

· Involvement in professional networks

· Formal course participation

·  Work experience

· Conference  and seminar attendance

· Problem solving

· Resources and timelines required for learning activities

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Learning materials

· Coaching and mentoring principles manual

· Learning and development program goals and objectives

· Learning activity methods

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Problem solving

· Formal course participation

· On the job coaching/mentoring

· Presentation/demonstration

· Conference and seminar attendance

ASSESSMENT METHODS:

· Direct observation

· Case  studies (Defense)

· Demonstration

LO3.
MONITOR AND EVALUATE WORKPLACE LEARNING

ASSESSMENT CRITERIA:

1. Feedback from individuals or teams is used to identify and implement improvements in future learning arrangements.

2. Outcomes and performance of individuals/teams are assessed and recorded to determine the effectiveness of developed programs and the extent of additional development support.

3. Modifications to learning plans are negotiated to improve the efficiency and effectiveness of learning.

4. Records and reports of competency are documented and maintained within organizational requirements.

CONTENTS:

· Coaching and mentoring principles

· Methods and techniques for eliciting and interpreting feedback

· Methods for identifying and prioritizing personal development opportunities and options.

· Knowledge of career paths and competency standards in industry

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development manual

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· On-the-job  coaching and mentoring

· Problem solving

· Formal course participation

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO4.
DEVELOP TEAM COMMITMENT AND COOPERATION

ASSESSMENT CRITERIA:

1. Open communication processes to obtain and share information is used by team.  

2. Decisions are made by the team in accordance with its agreed roles and responsibilities.

3. Mutual concern and camaraderie is developed in the team.

CONTENTS:

· Goals, objectives, plans, procedures 

· Coaching and mentoring principles

·  Formal /informal learning programs

· knowledge on how to develop team commitment and cooperation

· personal reflective behavior strategies

· Understanding how to work effectively with team members of different work style, aspirations, culture and perspective.

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated team

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· On- the-job coaching 

· Seminar training (team building)

ASSESSMENT METHODS:

· Direct observation of work activities

· Observation of role playing 

LO5.
FACILITATE ACCOMPLISHMENT OF ORGANIZATIONAL GOALS

ASSESSMENT CRITERIA:

1. Team members actively participated in team activities and communication process.

2. Individual and teams developed individual and joint responsibility for their actions.

3. Collaborative efforts are sustained to obtain organizational goals.   

CONTENTS:

· Understanding how to work effectively with team members who are divers work styles, aspirations, cultures and perspective

· Understanding how to facilitate team development and improvement

· Communication skills including  receiving feedback and reporting, maintaining effecting effective relationship & conflict management

· Quality assurance and/or procedures 

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Discussion 

· Role playing

· On-the- job coaching

· Conference seminars 

ASSESSMENT METHODS:

· Written examination

· Direct observation

· interview

BASIC COMPETENCY
:
PROBLEM SOLVING

UNIT OF COMPETENCY
:
APPLY PROBLEM SOLVING TECHNIQUES IN THE WORKPLACE
MODULE TITLE
:
IDENTIFYING POSSIBLE SOLUTION
MODULE DESCRIPTOR
: 
This module cover the knowledge, skills and attitude required to identify all possible options, for to solve workplace problem through analysis.

NOMINAL DURATION
:
4 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module the students/trainees will be able to:

LO1.
Analyze the problem

LO2.
Identify fundamental cause of the problem

LO3.
Determine possible solution

LO1.
ANALYZE THE PROBLEM

ASSESSMENT CRITERIA:

1. Area of responsibility is determined.

2.  Possible causes of problem are identified based on experience and uses of problem solving tools/analytical techniques.

3. Possible cause statements are developed.

CONTENTS:

· Problem solving   tools/ analytical techniques

· Area of responsibility

· work responsibility

· problem solution

· preventive maintenance and diagnostic policy

· rules and technical responsibility

· vendor and product service  level support agreement

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written

· Practical/performance test 

· Case studies (defense)

LO2.
IDENTIFY FUNDAMENTAL CAUSE OF THE PROBLEM

ASSESSMENT CRITERIA:

1. Area of responsibility is reviewed.

2. Listings of possible cause statements are analyzed. 

3. Statement of fundamental causes of problem is developed.

CONTENTS:

· Identification of fundamental cause of problem

· Application of problem solving tools / analytical techniques

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/ role playing

ASSESSMENT METHODS:

· Written

· Practical/performance test 

· Case studies (defense)

LO3.
DETERMINE POSSIBLE SOLUTION 

ASSESSMENT CRITERIA:

1. Possible options for the resolution of the problem are listed

2. Possible options are analyzed based on strength and weaknesses

3. Corrective action is identified to remove the problem and possible future causes.

CONTENTS:

· Listing of the possible  options for  the resolution of the problem

· Determining strength and weaknesses of a problem

· Determining corrective action 

· Application of  problem solving techniques

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning Guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written

· Case study (defense)

BASIC COMPETENCY
:
PROBLEM SOLVING


UNIT OF COMPETENCY
:
APPLY PROBLEM SOLVING TECHNIQUES IN THE WORKPLACE
MODULE TITLE
:
RECOMMENDING AND IMPLEMENTING SOLUTIONS 

MODULE DESCRIPTOR
: 
This module cover the knowledge, skills and attitudes required to; recommend and implement solutions to a problem using structured process improvement which is typically performed by an experienced technician, team leader or supervisor.

NOMINAL DURATION
:
4 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module the students/trainees will be able to:

LO1.
Prepare communication or documentation report

LO2.
Present recommendation to appropriate personnel

LO3.
Implement solution

LO1.
PREPARE COMMUNICATION OR DOCUMENTATION  

ASSESSMENT CRITERIA:

1. Draft (hand-written) report  for corrective actions to the problem is prepared

2. Draft (hand-written) report and documents are reviewed in accordance with standard format.

3. Communication/Documentation report is finalized based on standard format and SOP’s

CONTENTS:

· Preparation of communication & documentation report 

· Types of communication 

· Hand  written

· Printed  report

· Internal memos

· Electronic mail

· Briefing notes

· Bulletin  boards

· Documentation

· Audit trails

· Naming standards

· Version control

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· corrective actions

· statement /reports

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written examination

· case study (defense)

LO2.
PRESENT RECOMMENDATION TO APPROPRIATE PERSONNEL 

ASSESSMENT CRITERIA:

1. Recommendations are presented to appropriate personnel

2. Changes, corrections, and further instructions are noted and finalized

3. Recommendations are followed-up.

CONTENTS:

· Oral communication

· Receiving and finalization of instructions

· Organizational protocol  

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· Reference books

· Recommendation report

· Learning Guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written examination

· case study (defense)

LO3.
IMPLEMENT SOLUTIONS 

ASSESSMENT CRITERIA:

1. Measurable objectives are identified

2. Resources needed are identified

3. Timelines are identified in accordance with safety and operating procedures

CONTENTS:

· Setting of objectives

· Statutory and vendor requirements

· Ergonomic & environmental factors

· Identification of  timelines 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· recommendation report

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

· Distance education 

ASSESSMENT METHODS:

· Written examination

· Case study (defense)

UNIT OF COMPETENCY
:
Collect, analyze and organize information
MODULE TITLE
:
Collecting, analyzing and organizing information
MODULE DESCRIPTOR
:
This module covers the outcomes required to process, analyze, interpret and organize workplace information and other relevant data.

NOMINAL DURATION
:
10 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Study information requirements

LO2.
Process data

LO3.
Analyze, interpret and organize information gathered

LO4.
Present findings/ recommendations

LO1.
STUDY INFORMATION REQUIREMENTS

ASSESSMENT CRITERIA:

1. Needs are identified using established research procedures.

2. Relevant forms and recording system are used.

3. Information requirements are determined based on organizational goals and objectives.

CONTENTS:

· Data processing, information analysis and interpretation.

· Research Methods: Qualitative, Quantitative, Statistical

· Effective communication

· Report writing

CONDITIONS: 

The students/trainees must be provided with the following:

· Reference book 

· Handouts/modules/printed materials

· Forms

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Exercises

· Case study (defense)

LO2.
PROCESS DATA

ASSESSMENT CRITERIA:

1. Data are collected and collated based on the prescribed method.

2. Relevant research methods are utilized and data are processed based on the objective of the program.

3. Compiles information according to the required form.

CONTENTS:

· Data processing

· Research method

· Problem solving

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

· Data processing software (MS WORD, EXCEL, etc.)

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

· Reporting

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

LO3.
ANALYZE, INTERPRET AND ORGANIZE INFORMATION GATHERED

ASSESSMENT CRITERIA:

1. Information gathered is analyzed and organized.

2. Statistical analysis is used according to the objectives of the program.

3. Graphs and other visual presentation are prepared to facilitate analysis interpretation of information.

CONTENTS:

· Research and analysis

· Read/interpret data and information

· Problem solving

· Presentation graphics

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

· Desktop publishing software

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

LO4.
PRESENT FINDINGS/ RECOMMENDATIONS

ASSESSMENT CRITERIA:

1. Summarized findings/recommendations are present in user-friendly manner.

2. Relevant inputs are gathered to finalize reports.

3. Draft reports are prepared based on summary formats.

4. Technical reports are submitted/disseminated to concerned offices.

CONTENTS:

· Technical report writing

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

BASIC COMPETENCY
:
PLANNING

UNIT OF COMPETENCY
:
PLAN AND ORGANIZE WORK
MODULE TITLE
:
PLANNING AND ORGANIZING WORK 
MODULE DESCRIPTOR
: 
This module covers knowledge, skills and attitudes required to plan and organize work.

NOMINAL DURATION
:
8 hours

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module the students/trainees will be able to:

LO1.
Set work objectives.

LO2.
Plan and schedule work activities.

LO3.
Implement and monitor plans/activities.

LO4.
Review and evaluate work plans and activities.

LO1.
SET WORK OBJECTIVES

ASSESSMENT CRITERIA:

1. Objectives are relevant to work activities in accordance with organizational aims.

2.  Objectives are based on accurate, relevant and correct information.

3. Objectives are stated as measurable targets with clear time frames.

4. Objectives are communicated/disseminated to team members.

CONTENTS:

· Organizational policies and procedures

· Planning process

· Communication process

· Organizational aims

· Prioritizing and managing workloads

· SWOT analysis

CONDITIONS:

The students/trainees must be provided with the following:

· Training materials

-
Organizational policies and procedures 

-
Reference materials on organizational planning

-
Pen, paper   

·  Students project

METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO2.
PLAN AND SCHEDULE WORK ACTIVITIES

ASSESSMENT CRITERIA:

1. Task/work activities are identified and prioritized in accordance with organizational aims.

2. Task/work activities are scheduled in accordance with organizational aims.

3. Resources for each activity are identified and allocated in accordance with organizational aims.

4. Schedule of work activities are coordinated with relevant staff in accordance with organizational aims.

CONTENTS:

· GANTT chart

· Consultation and negotiation with stakeholders 

· Prioritizing and managing work loads

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

· GANTT charts

· Reference materials on organizational planning

· pen, paper  

·  Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO3.
IMPLEMENT AND MONITOR PLANS/ACTIVITIES

ASSESSMENT CRITERIA:

1. Work plans are implemented with set time frame, resources and required standards of the organization

2. Work activities are monitored and reviewed against the set objectives of the organization.

3. Deviations from work activities are reported and recommendations are obtained/ negotiated with appropriate personnel.

4. Reporting requirements are complied with recommended format.

5. Files record are established and maintained

CONTENTS:

· Developing work plans 

· Implementation and monitoring 

· Reporting

· Setting schedules

· Contingency approach (planning)

· Coordinating schedules

· Motivation and team building

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

-
work plan schedules

-
monitoring tools and materials

· pen, paper  

· Plant/enterprises  

-   Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO4.
REVIEW AND EVALUATE WORK PLANS AND ACTIVITIES

ASSESSMENT CRITERIA:

1. Review of work activities/outcomes is based on accurate, relevant and current information.

2. Review is based on comprehensive consultation with appropriate personnel using reliable feedback tools.

3. Results of review are provided to appropriate personnel in recommended format.

4. Performance appraisal report is conducted and reported in accordance with organizational requirements.

5. Feedback mechanisms are followed in accordance with organizational policies.

CONTENTS:

· Report writing

· Collecting information/data gathering

· Feedback

· Performance appraisal

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

      -    reporting formats

· performance appraisal format

· reference materials on research techniques

· pen, paper  

· Plant/enterprises (simulation)

-   Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

UNIT OF COMPETENCY
:
PROMOTE ENVIRONMENTAL PROTECTION
MODULE TITLE
:
Promoting environmental protection
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude required in adhering to environmental protection principles, strategies and guidelines.

NOMINAL DURATION
:
10 hours


SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Study guidelines for environmental concerns.

LO2.
Implement specific environmental programs.

LO3.
Monitor activities on environmental protection/ programs.

LO1.
STUDY GUIDELINES FOR ENVIRONMENTAL CONCERNS

ASSESSMENT CRITERIA:

1. Environmental legislation/ conventions and local ordinances are identified according to the different environmental aspects/ impact 

2. Industrial standard / environmental practices according to the different environmental concerns are described.

CONTENTS:

· Environmental issues and concerns.

· Features of environmental management strategy

· Sanitary code

· Environmental code of practice

· International environmental protocols (Montreal, Kyoto)

CONDITIONS: 

The students/trainees must be provided with the following:

· Workplace/assessment locations

· Legislation, policies, procedures, protocols and local ordinances relating to environmental protection.

· Case studies/scenarios relating to environmental protection (sample)

METHODOLOGIES:

· Discussion–demonstration

· Research and reporting

ASSESSMENT METHODS:

· Written/oral examination

· Interview/ third party report

· Portfolio

LO2.
IMPLEMENT SPECIFIC ENVIRONMENTAL PROGRAMS

ASSESSMENT CRITERIA:

1. Programs/activities are identified according to organizations policies and guidelines.

2. Individual roles/responsibilities are determined and performed based on the activities identified.

3. Problems/constraints encountered are resolved in accordance with organizations policies and guidelines.

4. Stakeholders are consulted based on company guidelines.

CONTENTS:

· Community needs and expectations

· Environment-friendly/environmental advocates

· 5 S of good house keeping

· 3R’s reduce, reuse and recycle.

CONDITIONS: 

The students/trainees must be provided with the following:

· Workplace/assessment location

· Legislation, policies, procedures, protocols and local ordinances relating to environmental protection.

· Case studies/scenarios relating to environmental protection (sample)

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

· Reporting

· Role playing

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

LO3.
MONITOR ACTIVITIES ON ENVIRONMENTAL PROTECTION / PROGRAM

ASSESSMENT CRITERIA:

1. Activities are periodically monitored and evaluated according to the objectives of the environmental program.

2. Feedback from stakeholders are gathered and considered in proposing enhancement to the program based on consultations.

3. Data gathered are analyzed based on evaluation requirements.

4. Recommendations are submitted based on the findings.

5. Management support system are set / established to sustain and enhance the program.

6. Environmental incidents are monitored and reported to concerned / proper authorities.

CONTENTS:

· Communicating effectively

· Performing research and analysis

· Reading/interpreting data and information

· Problem solving

CONDITIONS: 

The students/trainees must be provided with the following:

· Personal computer 

· Reference books

· Handouts/modules/printed materials

· Statistical package

· Workplace/assessment location

METHODOLOGIES:

· Demonstrations

· Reporting

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Interview/ third-party reports

MODULES OF INSTRUCTION

COMMON COMPETENCIES

DENTAL HYGIENE NC IV

UNIT OF COMPETENCY 
:
MAINTAIN AN EFFECTIVE RELATIONSHIP WITH


CLIENTS/CUSTOMERS
MODULE TITLE
:
MAINTAINING AN EFFECTIVE RELATIONSHIP WITH CLIENTS/ CUSTOMERS
MODULE  DESCRIPTOR 
:
This  module covers the knowledge, skills and attitudes required in building and maintaining an effective relationship with clients, customers and the public.
NOMINAL DURATION 
:
9 hours
 

QUALIFICATION LEVEL 
:
NC II
SUMMARY OF LEARNING OUTCOMES: 


Upon completion of the module, the trainees/students should be able to:

LO1.
Maintain a professional image

LO2.
Meet client/customer requirements

LO3.
Build credibility to meet customers/clients requirements

LO1. 
MAINTAIN A PROFESSIONAL IMAGE

ASSESSMENT CRITERIA:

1. Uniform and personal grooming is maintained in accordance with established policies and procedures

2. Stance, posture, body language, and other personal presence is maintained according to required standards
3. Visible work area is kept tidy and uncluttered

4. Equipment are stored according to assignment requirements

CONTENTS:

· Stance

· Posture

· Body language

· Grooming

· Standing orders

· Company policy and procedures

CONDITIONS:

Students/trainees must be provided with the following:

· Access to workplace location or simulated workplace environment

· Materials relevant to the unit

· Company policy and procedures

METHODOLOGIES:

· Lecture

· Discussion

· Group work

ASSESSMENT METHODS:

· Interview

· Demonstration with questioning

LO2.
MEET CLIENT/CUSTOMER REQUIREMENTS

ASSESSMENT CRITERIA:

1. Assignment instructions and post orders are identified and understood according to standard procedures

2. Scope to modify instructions/orders is accomplished in light of changed situations

3. Client requirements are met according to the assignment instructions

4. Changes to client’s needs and requirements are monitored and appropriate action is taken

5. All communication with the client or customer is cleared and complied with assignment requirements

CONTENTS:

· Assignment instructions

· Post orders

· Reviewing assignment instructions

· Discussion techniques with client/customer

· Implementing required changes

· Referral to appropriate employer/personnel

· Clarification of client needs and instructions

CONDITIONS:

Students/trainees must be provided with the following:

· Access to workplace location or simulated workplace environment

· Materials relevant to the unit

· Company policy and procedures

· Assignment instruction

METHODOLOGIES:

· Lecture

· Discussion

· Group work

ASSESSMENT METHODS:

· Demonstration with questioning

LO3. 
BUILD CREDIBILITY WITH CUSTOMERS/CLIENTS

ASSESSMENT CRITERIA:

1. Client expectations for reliability, punctuality and appearance are adhered to

2. Possible causes of client/customer dissatisfaction is identified, dealt with and recorded according to employer policy

3. Client is fully informed of all relevant security matters in a timely manner and according to agreed reporting procedures

CONTENTS:

· Interpersonal skills

· Customer service skills

· Telephone etiquette

· Maintaining records

CONDITIONS:

Students/trainees must be provided with the following:

· Company policy and procedures manual

· Appropriate tools and materials relevant to the unit

· Access to workplace location or simulated workplace environment

METHODOLOGIES:

· Lecture

· Discussion

· Group work

ASSESSMENT METHODS:

· Interview

· Demonstration with questioning

UNIT OF COMPETENCY
:
MANAGE OWN PERFORMANCE
MODULE TITLE
:
MANAGING OWN PERFORMANCE
 MODULE  DESCRIPTOR
:
This unit covers the knowledge, skills and attitudes required in effectively managing own workload and quality of work

NOMINAL DURATION
:     9 hours
SUMMARY OF LEARNING OUTCOMES:

             Upon completion of this module, the trainees/students must be able to:

LO1.
Plan for completion of own workload

LO2.
Maintain quality performance

LO1. 
PLAN FOR COMPLETION OF OWN WORKLOAD

ASSESSMENT CRITERIA:

Tasks are accurately identified according to instructions

Work plans are developed according to assignment requirements and employer policy

Priority and timelines are allocated to each task

Tasks deadlines are known and complied with whenever possible

Work schedules are known and completed according to agreed time frames

CONTENT:

· Assignment instructions

· Verbal instructions

· Policy documents

· Duty statements

· Self assessment

· Daily tasks

· Weekly tasks

· Regularly or irregularly occurring tasks

· Allocating priority and timelines

CONDITIONS:  

Student / trainees must be provided with the following:

· Task list

· Work schedules

· Assignment instructions

METHODOLOGIES:

· Lecture

· Discussion

· Role play

ASSESSMENT METHODS:

· Interview 

· Demonstration with questioning

· Written report

LO2. 
MAINTAIN QUALITY PERFORMANCE

ASSESSMENT CRITERIA:

1. Personal performance continually monitored against agreed performance standards

2. Advice and guidance sought when necessary to achieve or maintain agreed standards

3. Guidance from management applied to achieve or maintain agreed standards

4. Standard of work clarified and agreed according to employer policy and procedures

CONTENTS:

· Monitoring personal performance

· Determining performance standards

· Interpreting work standards

· Quality of work

CONDITIONS:

Student / trainees must be provided with the following:

· Quality procedures manual

· Evaluation report forms

· Logbooks

· Operational manual

· Assessment instruments

METHODOLOGIES:

· Lecture

· Discussion

· Role play

ASSESSMENT METHODS:

· Interview

· Written report

UNIT OF COMPETENCY
:
MAINTAIN INSTRUMENTS AND EQUIPMENT IN WORK AREA

MODULE TITLE
:
MAINTAINING INSTRUMENTS AND EQUIPMENT IN WORK AREA
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required in maintaining instruments and equipment in the work area.

NOMINAL DURATION
:
  4 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO 1.
 Prepare to clean dental laboratory instruments and work area
LO 2. 
 Clean and dry dental laboratory instruments
LO 1.
PREPARE TO CLEAN DENTAL LABORATORY NSTRUMENTS AND WORK  AREA 
ASSESSMENT CRITERIA:

1. Safe work practices and standard precautions are followed at all times in accordance with legislative and workplace guidelines.
2. Safe use of dental laboratory instruments and equipment is followed in accordance with occupational health and safety procedures.

3. Waste is segregated and disposed in accordance with occupational health and safety procedures.

CONTENTS: 

1. Definition and functions of each dental laboratory instruments and equipment
2. Care of instruments 

3. Safe work practices
4. Occupational health and safety procedures
CONDITION:  

Students/trainees must be provided with the following:

1. Dental Laboratory Equipment/tools/instruments

Equipment

· Articulators
· Steamer
· Drier
· Bunsen Burner
· Micro Motor
· Vacuum Former Machine
· Vibrator
· Lathe Machine
· Pressure Pot
· Vacuum Mixer
· Cast Trimmer
· Weighing Scale
Tools/instruments

· Alcohol Torch
· Base Former (upper, lower quadrant) 
· Plaster Knife
· Plaster Cutters
· Caliper
· Waxing Instrument Set
· Chisel
· Duplicating Tray
· Mixing Bowl
· Plaster Spatula
· Impression Tray or Stock Tray
· Rotary instrument
· Abrasive 
2. Dental Supplies/materials

· List of dental supplies and materials

·  Laboratory Gown
· Disinfecting Solution 

3. Instructional materials

· Reference books

· Learning materials

· Modules/manuals

· IT related resources 

METHODOLOGIES:

1. Lecture/Discussion

2. Demonstration

3. E- learning

4. Hands-on application

ASSESSMENT METHODS:

1. Written/oral 

2. Direct observation

3. Hands-on application

LO 2.
 CLEAN AND DRY DENTAL LABORATORY INSTRUMENTS 
ASSESSMENT CRITERIA:

1. Workflow procedures in instrument reprocessing area are followed in accordance with workplace guidelines.

2. Instruments are cleaned in accordance with workplace guidelines.

3. Appropriate cleaning agents are selected and used in accordance with manufacturer’s specification.

4. Instruments are dried and inspected for damage in accordance with workplace procedures.

5. Instruments are classified in accordance with the different workplace procedures.
CONTENTS: 

1. Workflow procedures 

2. Reprocessing area
3. Different types of dental laboratory instruments
4. Cleaning agents and their uses
5. Instruments checking procedure

6. Basic maintenance

CONDITION:  

Students/trainees must be provided with the following:

1. Equipment

· Articulators
· Steamer
· Drier
· Bunsen Burner
· Micro Motor
· Vacuum Former Machine
· Vibrator
· Lathe Machine
· Pressure Pot
· Vacuum Mixer
· Cast Trimmer
· Weighing Scale
Tools/instruments

· Alcohol Torch
· Base Former (upper, lower quadrant) 
· Plaster Knife
· Plaster Cutters
· Caliper
· Waxing Instrument Set
· Chisel
· Duplicating Tray
· Mixing Bowl
· Plaster Spatula
· Impression Tray or Stock Tray
· Rotary instrument
· Abrasive 
2. Supplies/materials

· (Details or list of Cleaning agents)
· Laboratory Gown
· Disinfecting Solution 

3. Instructional materials

· Reference books

· Learning materials

· Modules 

· IT related and instructional video resources

METHODOLOGIES:

1. Lecture/Discussion

2. Demonstration

3. E- learning

4. Hands-on application

ASSESSMENT METHODS:

1. Written/oral 

2. Direct observation

3. Hands-on application

UNIT OF COMPETENCY
:
FOLLOW OCCUPATIONAL HEALTH AND SAFETY POLICIES IN DENTAL LABORATORY FACILITIES
MODULE TITLE
:
FOLLOWING OCCUPATIONAL HEALTH AND SAFETY POLICIES IN DENTAL LABORATORY FACILITIES 

MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required in applying relevant OHS legislation and codes of practice, including duties and responsibilities for all parties under general duty of care.

NOMINAL DURATION
:
 6 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO 1.
 Apply workplace procedures for hazard identification and risk control 

LO 2. 
 Utilize and implement strategies as directed to prevent infection in the workplace

LO 3.
 Work in a safe manner

LO 1.
APPLY WORKPLACE PROCEDURES FOR HAZARD IDENTIFICATION AND RISK CONTROL 

ASSESSMENT CRITERIA:

1. Hazards in the dental laboratory is recognized and reported to operator according to OHS legislation and dental laboratory codes of practice.
2. Workplace procedures and work instructions for controlling risks, including infection control, are followed accurately according to OHS legislation and dental laboratory codes of practice.
3. Workplace procedures for dealing with accidents, fires and emergencies are followed correctly according to dental laboratory procedures.

CONTENTS:

· OHS legislation 
· Dental laboratory codes of practice
· Dental laboratory Duties and Functions in Dealing with Accidents, Fires and Emergencies

· Occupational Hazards

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Hand outs

· Textbooks/References

· Modules
METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation
LO2. 
UTILIZE AND IMPLEMENT STRATEGIES AS DIRECTED TO PREVENT INFECTION IN THE WORKPLACE
ASSESSMENT CRITERIA:

1. Relevant information about the dental laboratory hazards and dental laboratory codes of practice are accurately and clearly explained to the work group. 

2. Information about identified hazards and the outcomes of hazard risk assessments is regularly provided to the work group.

3. Opportunity is provided for the work group to seek further information on workplace hazard control issues and practices.

CONTENTS:

· Dental Laboratory Hazard Policy and Procedures 

· Dental Laboratory Codes of Practice

· Dental Hazards

· Dental Hazard Risk Assessments

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Textbooks/References

· Modules

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Direct Observation
LO3.
 WORK IN A SAFE MANNER

ASSESSMENT CRITERIA:

1. Defined dental laboratory procedures are followed to ensure personal safety.

2. All work is carried out in a manner which ensures safety of self and others.

3. Dental laboratory security measures are followed according to dental laboratory policies and procedures.

4. Dental laboratory safe manual handling procedures are followed according to dental laboratory policies and procedures.
CONTENTS:

· Dental Laboratory Policies and Procedures 

· Dental Laboratory Security Measures
· Using Dental laboratory Safe Manual
CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Textbooks/References

· Modules

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation
UNIT OF COMPETENCY
:
MAINTAIN INFECTION CONTROL IN DENTAL PRACTICE
MODULE TITLE
:
MAINTAINING INFECTION CONTROL IN DENTAL PRACTICE
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required to comply with infection control procedures before, during and after in dental laboratory practice.

NOMINAL DURATION
:
 12 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Monitor and maintain the cleanliness of the dental laboratory rooms, dental clinics and community
LO2. 
Clean and maintain dental instruments and equipment

LO3.
Maintain hygiene and personal protection

LO4.
Dispose of dental laboratory waste safely

LO5.
Disinfect and clean impressions

LO1.
MONITOR AND MAINTAIN THE CLEANLINESS OF THE DENTAL LABORATORY ROOMS, DENTAL CLINICS AND COMMUNITY
ASSESSMENT CRITERIA:

1. Personal protective equipment is used in cleaning equipment and surfaces.

2. Use of disinfectants and cleaning equipment are selected, prepared and used on surfaces in accordance with the manufacturer’s specification.

3. Cleaning equipment is correctly stored according to dental laboratory procedures.

4. Workplace and surrounding areas within the dental laboratory are monitored and maintained for cleanliness according to dental laboratory procedures.
CONTENTS:

· Dental laboratory procedures for monitoring and cleaning workplace and surroundings.

· Manufacturers instruction of the use of disinfectants

· PPE

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Tools and equipment appropriate to schedule housekeeping activities and to monitor and maintain working condition

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

· Modules

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation

LO2. 
CLEAN AND MAINTAIN DENTAL INSTRUMENTS AND EQUIPMENT

ASSESSMENT CRITERIA:

1. Dental laboratory instruments and equipment are cleaned and maintained according to dental laboratory procedures.

2. Dental laboratory instruments and equipment are checked for maintenance (oiling, etc.) according manufacturers’ instructions.

3. Cleaning procedures are carried out in the correct sequence and duration in accordance with manufacturer specifications.

4. Regular maintenance program scheduled is followed according to dental laboratory procedures.

CONTENTS:

· Dental Instruments and Equipment 

· Manufacturers specification on cleaning procedures

· Maintenance of Equipment

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Tools and equipment appropriate to schedule maintenance activities and to monitor and maintain working condition

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

· Hands-on application

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation

LO3.
MAINTAIN HYGIENE AND PERSONAL PROTECTION

ASSESSMENT CRITERIA:

1. Open cuts and abrasions are covered with a waterproof dressing.

2. Personal protection equipment is worn according to OHS policy and procedures.

3. Hazards in the dental laboratory is recognized and reported to operator according to dental laboratory procedures. 

4. Appropriate procedures for dealing with accidents, including sharp injuries, are followed correctly according to dental laboratory procedures.
CONTENTS:

·  Use of PPE

·  Dental Laboratory Hazards

·  First Aid Procedures

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· PPE

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

· Hands-on application

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation

LO4.
DISPOSE OF DENTAL LABORATORY WASTE SAFELY

ASSESSMENT CRITERIA:

1. Personal protective equipment is worn or used in accordance with OHS policy and procedures when handling waste.

2. Waste is segregated, contained, stored and transported correctly OHS policy and procedures when handling waste.
3. Waste is disposed of safely and according to OHS policy and procedures when handling waste.

CONTENTS:

·  Use of PPE

·  Waste Disposal

·  Dental Laboratory Policy and Procedures on Safety

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· PPE

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

· Hands-on application

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation

LO5.
DISINFECT AND CLEAN IMPRESSIONS

ASSESSMENT CRITERIA:

1. Laboratory Instruments, materials, and equipment are disinfected and cleaned according to dental laboratory procedures.

2. Risk of transmission of infection is minimized according to dental laboratory procedures.

3. Spills are removed correctly according to manufacturers’ instruction and OHS policy and procedure guidelines. 
CONTENTS:

· Dental Laboratory Instruments and Equipment 

· Manufacturers specification on cleaning procedures

· OHS policy and procedure guidelines.
CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Tools and equipment appropriate to disinfecting and cleaning activities 

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

· Hands-on application

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation

UNIT OF COMPETENCY
: 
APPLY BASIC FIRST AID
MODULE TITLE
: 
APPLYING BASIC FIRST AID
MODULE DESCRIPTION
: 
This unit covers the knowledge, skills and attitudes required to provide an initial response where First Aid is required. In this unit it is assumed that the First Aider is working under supervision and/or according to established workplace First Aid procedures and policies.

NOMINAL DURATION
:  
6 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
Assess the situation

LO2.
Apply basic first aid techniques

LO3.
Communicate details of the incident

LO1.
ASSESS THE SITUATION
ASSESSMENT CRITERIA:
1. Physical hazards to self and casualty’s health and safety are identified.

2. Immediate risks to self and casualty’s occupational health safety (OSH) are minimized by controlling the hazard in accordance with OSH requirements.

3. Casualty’s vital signs and physical condition are assessed in accordance with workplace procedures.

CONTENTS:

· Physical hazards

· OSH requirements and regulations

· Basic anatomy and physiology
· Casualty Assessment

· Checking casualty’s vitals signs and physical condition
· Company standard operating procedures (SOPs)

CONDITIONS:

Students/ trainees must be provided with the following:

· Workplace location

· Tools and equipment appropriate to schedule housekeeping activities and to monitor and maintain working condition

· Material relevant to the proposed activity and tasks

METHODOLOGIES:

· Lecture/ Discussion

· Group Discussion

· Demo Return Demo

· Hands-on application

ASSESSMENT METHODS:

· Written Exam

· Interview/ Oral Exam

· Practical Exam

· Direct Observation

LO2.
APPLY BASIC FIRST AID TECHNIQUES
ASSESSMENT CRITERIA:
1. First Aid management is provided in accordance with established First Aid procedures.
2. Casualty is reassured in a caring and calm manner and made comfortable using available resources.
3. First Aid assistance is sought from others in a timely manner and as appropriate.
4. Casualty’s condition is monitored and responded to in accordance with effective First Aid principles and workplace procedures.
5. Details of casualty’s physical condition, changes in conditions, management and response are accurately recorded in line with organizational procedures.
6. Casualty management is finalized according to his/her needs and First aid principles.
CONTENTS:
· First Aid Principles and Procedures

· Basic anatomy and physiology

· Dealing with confidentiality

· Casualty management
· Safe manual handling of casualty

CONDITIONS:

Students/ trainees must be provided with the following:

· Defibrillation units

· Pressure bandages

· Thermometers

· First Aid Kit

· Eyewash

· Thermal Blankets

· Pocket Face Masks

· Rubber Gloves

· Dressing

· Space device

· Cervical Collars

· Workplace location

· Tools and equipment appropriate to schedule housekeeping activities and to monitor and maintain working condition

· Material relevant to the proposed activity and tasks

LO3.
COMMUNICATE DETAILS OF THE INCIDENT
ASSESSMENT CRITERIA:
1. Appropriate medical assistance is requested using relevant communication media and equipment.

2. Details of casualty’s condition and management activities are accurately conveyed to emergency services/relieving personnel.

3. Reports to supervisors are prepared in a timely manner, presenting all relevant facts according to established company procedures.

CONTENTS:
· OSH legislation and regulations

· Report preparation

· Communication skills

CONDITIONS:

Students/ trainees must be provided with the following:

· Mobile phone

· Satellite phones

· HF/VHF radio

· Flags

· Flares

· Two-way radio

· Email

· Electronic equipment

· Workplace location

· Tools and equipment appropriate to schedule housekeeping activities and to monitor and maintain working condition

· Material relevant to the proposed activity and tasks

METHODOLOGIES:
· Lecture/ discussion

· Group discussion

· Demo return demo

· Film viewing

· Surface learning

ASSESSMENT METHODS:
· Written exam

· Interview/ oral exam

· Practical exam

· Direct observation

UNIT OF COMPETENCY 
: 
OPERATE A PERSONAL COMPUTER
MODULE TITLE 
: 
OPERATING A PERSONAL COMPUTER
MODULE DESCRIPTOR 
: 
This module defines the competency required to operate a personal computer by: starting the PC, logging in, using and working with files, folders and programs, saving work, and closing down the PC

NOMINAL DURATION 
: 
10 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trained student must be able to:

LO1. 
Start and Shutdown computers

LO2. 
Arrange and customize desktop/windows setting

LO3. 
Work with files and folders (or directories)

LO4. 
Work with user application programs

LO5. 
Print information
LO1. 
START AND SHUTDOWN COMPUTERS
ASSESSMENT CRITERIA:

1. 
The peripheral devices are connected as stated in operating manual.

2. 
Power is checked and the computer and peripheral devices are switched on as shown in computer manual.

3. 
Logging in or logging off is done in accordance with the existing setup.

4. 
The operating system features and functions are accessed and navigated as demonstrated.

5. 
Hardware configuration and other system features are checked as stated in procedure.

7. 
All open application programs are closed according to computer manual.

8. 
Computer and peripheral devices are shutdown according to procedure.

CONTENTS:

· Connecting of wires and peripheral devices

· Switching of powers and peripheral devices

· Proper logging in and logging off procedure

· Operating System are properly work

· Saving and closing application programs.

· Computer unit is properly shutdown

CONDITIONS:


Students / trainees must be provided with the following.

· Computer set / Workstations

· Connection of wires / peripheral devices

· Lists / Pictures of Computer Hardware and peripheral devices

· Media / LCD / TV 

· Instructional Materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration of skills

LO2. 
ARRANGE AND CUSTOMIZE DESKTOP/WINDOWS SETTING
ASSESSMENT CRITERIA:

1. 
The desktop screen or Windows elements are changed as needed in manual procedure

2. 
Desktop icons are added, renamed, moved, copied or deleted in accordance to procedure

3. 
The online help functions are accessed or used as needed instructional materials

4. 
Desktop icons of application programs are selected, opened and closed as shown in manual procedure

5. 
Properties of icons are displayed as stated in procedure

6. 
Computer or desktop settings are saved and restored based on the existing setup

CONTENTS:

· The desktop are screen are modified
· Manipulating of desktop

· Accessing and using the online help functions

· Opening and closing of selected desktop icons

· Presentation of icons properties

· Restoring of computer desktop

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· LAN and Internet connections

· Media / LCD / TV 

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Instructional materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration of skills

· Evaluation

· Interview
LO3. 
WORK WITH FILES AND FOLDERS (OR DIRECTORIES)
ASSESSMENT CRITERIA:

1. 
A file or folder is created, opened, moved, renamed, copied or restored as shown in manual procedure

2. 
Details and properties of files and folders are displayed or viewed with the existing setup

3. 
Various files are organized for easy lookup and use as shown in computer manual procedure

4. 
Files and information are searched as stated in instructional material

5. 
Disks are checked, erased or formatted as necessary with the following manual procedure

CONTENTS:

· Manipulating of file or folder

· Restoring of files

· Viewing of files and folders

· Organizing of different files

· Searching of files and information

· Manipulating of disks

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· Application programs (software)

· Media / LCD / TV 

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Instructional Materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration of skills

· Evaluation

· Interview

LO4. 
WORK WITH USER APPLICATION PROGRAMS
ASSESSMENT CRITERIA:

1. 
Application programs are added, changed, removed or run as followed in


computer manual procedure

2. 
User software or application program are installed, updated and upgraded as stated in manual procedure

3. 
Information/data are moved between documents or files in accordance to the instructional materials

CONTENTS:

· Manipulating of application programs

· Updating and upgrading user software

· Moving of documents

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· Documents detailing style guide / policy

· Application programs (software)

· Media / LCD / TV 

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Hands – On materials / Instructional materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration of skills

· Evaluation

· Interview

LO5. 
PRINT INFORMATION

ASSESSMENT CRITERIA:

1. 
Printer is added or installed and correct printer settings is ensured with the following service manual procedure

2. 
Default printer is assigned accordingly with the existing setup

3. 
Information or document is printed on the installed printer with the following setup manual procedure

4. 
Progress of print jobs are viewed and deleted as required in manual procedure

CONTENTS:

· Installing or adding printer

· Page set-up is ensured

· Set default of printer

· Printing of information or document

· Viewing and deleting of print jobs

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· Instructional materials

· Application programs (software)

· Media / LCD / TV

· Printer

· Installer of printer (CD)

· LAN connections

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Minutes/Agendas

METHODOLOGIES:

· Self–paced

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration of skills

· Evaluation

· Interview

MODULES OF INSTRUCTION

CORE COMPETENCIES

DENTAL HYGIENE NC IV

MODULE TITLE
:
 PERFORM ORAL EXAMINATION

MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude required to prepare and set-up dental instruments and equipment, examine teeth, gums and tissue of the mouth and educate client on oral hygiene.
NOMINAL DURATION
:
700 hours
SUMMARY OF LEARNING OUTCOMES:


  Upon completion of this module, the trainee/student must be able to:

LO1.
Take medical/dental history of patient

LO2.
Examine teeth, gums and tissues of the mouth
LO3.
Educate patient on oral hygiene

LO 1. 
TAKE MEDICAL/DENTAL HISTORY OF PATIENT  
ASSESSMENT CRITERIA:

1. Informations are collected from the client/patient in accordance with dental standard operating procedures.
2. Special conditions of the patient are determined and documented following established procedures.
3. Special precautions are taken prior to dental examination based on patient’s condition
CONTENTS: 

· Medical/Dental History of Patient

· Patient Special Conditions

· Special Precautions

· Personal Protective Equipment (PPE)

CONDITIONS: 

Students/trainees must be provided with the following:

Equipment/Tools/Supplies
· Dental instruments and equipment

Training Materials

· Writing materials

· Oral Diagnostic Forms (sample)

· Posters

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion

· OJT 

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

LO 2. 
EXAMINE TEETH, GUMS AND TISSUES OF THE MOUTH 
ASSESSMENT CRITERIA:

1. The entire oral cavity is checked/examined in accordance with Occupational Health & Safety standard operating procedures.
2. Teeth conditions are determined following established procedures.
3. Causes of abnormalities are identified based on examination results and patient’s dental history.
4. Patient’s observations are recorded using tooth chart and other documentation methods
CONTENTS: 

· Oral Cavity:  Teeth, Gums and Supporting Structures

· Different Dental Caries

· Causes of Abnormalities/Malposition of teeth and Centric relation

· Different Dental Notation

CONDITIONS: 

Students/trainees must be provided with the following:

Equipment/Tools
· Dental instruments and equipment

· Personal Protective Equipment (PPE)

Training Materials

· Sample model

· Actual specimen

· Posters

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

· OJT 

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

LO 3. 
 EDUCATE PATIENT ON ORAL HYGIENE 
ASSESSMENT CRITERIA:

1. Findings, concerns and issues are discussed with the patient/client.

2. Professional advice/recommendations on proper oral hygiene are given to the client.
3. A complete treatment program is scheduled and maintained.
CONTENTS: 

· Proper Oral Hygiene

· Treatment Program

· Complete Dental Program

CONDITIONS: 

Students/trainees must be provided with the following:

Training Materials

· Sample model

· Posters

· Hand-out

· Dental Services

· Treatment Program

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

· OJT 

ASSESSMENT METHODS:

· Interview
· Written examination

· Demonstration

MODULE TITLE
:
PROMOTING ORAL HEALTH AND HYGIENE

MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude required to provide an oral health promotion program in both dental clinic and community setting. It acknowledges that dental diseases are the most prevalent chronic diseases worldwide and that oral diseases impacts on a person’s everyday life causing pain and disability and influencing eating, sleeping and social roles.

NOMINAL DURATION
:
500 hours
SUMMARY OF LEARNING OUTCOMES:


  Upon completion of this module, the trainee/student must be able to:

LO1.
 Develop oral health promotion strategies for the target group
LO2.
 Implement an oral health promotion program
LO 1. 
DEVELOP ORAL HEALTH PROMOTION STRATEGIES FOR THE TARGET GROUP 
ASSESSMENT CRITERIA:

1. Information on the causes and prevention of oral diseases is provided to the target group.

2. Proper brushing and flossing of teeth is provided / taught to target client/community.

3. Information is provided on dentally healthy lifestyle and proper diet.

CONTENTS: 

· Causes and prevention of oral diseases
· Proper brushing and flossing of teeth

· dentally healthy lifestyle and proper diet
CONDITIONS: 

Students/trainees must be provided with the following:

· Sample model

· Posters/Ads 

· Hand-out

· Care of Teeth

· Proper Nutrition

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion 

· Self pace learning/modules

· OJT 

ASSESSMENT METHODS:

· Interview
· Written examination

LO 2. 
IMPLEMENT AN ORAL HEALTH PROMOTION PROGRAM 
ASSESSMENT CRITERIA:

1. Oral health promotional strategies are identified to effectively communicate oral health program.
2. Oral health issues are disseminated and explained to the target group. 
3. Suitable oral health promotion materials are prepared for use across age groups
4. Flexibility of delivery of oral health promotions are ensured by taking into account the target group’s location, economic and physical circumstances.
CONTENTS: 

· Oral health promotional strategies
· Oral health issues 

· Oral health promotion materials
· Flexible Delivery of oral health promotions
CONDITIONS: 

Students/trainees must be provided with the following:

· Sample model

· Promotional materials/ads/flyers/leaflets

· Electronic media

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion

· Self pace learning/modules

·  OJT 

ASSESSMENT METHODS:

· Interview 
· Written examination

UNIT OF COMPETENCY
:
OPERATE DENTAL RADIOGRAPHIC EQUIPMENT
MODULE TITLE
:
OPERATING DENTAL RADIOGRAPHIC EQUIPMENT
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude required to operate dental radiographic equipment and position the patient and radiographic film in order to produce a diagnostic image

NOMINAL DURATION
:
660 hours
SUMMARY OF LEARNING OUTCOMES:


  Upon completion of this module, the trainee/student must be able to:

LO1.
Position patient to obtain radiographic image
LO2.
Position dental radiographic film
LO3.
Operate radiographic imaging equipment safely to produce image
LO4.
Process and provide quality assurance for the exposed dental radiographic film
LO5.
Monitor and maintain equipment
LO 1. 
POSITION PATIENT TO OBTAIN RADIOGRAPHIC IMAGE
ASSESSMENT CRITERIA:

1. Radiation safety measures for patient, operator and others are implemented and maintained throughout the procedures.
2. Patients are positioned in accordance with radiographic procedures. 
3. Request for dental radiograph to be performed is implemented and clarified when necessary.
CONTENTS: 

· Safety measures for patient and the operator

· Proper positioning

· Radiographic procedure

· Interpretation of dental radiographic request

CONDITIONS: 

Students/trainees must be provided with the following:

Equipment/tools/materials

· Radiographic machine

· Personal Protective Equipment (PPE)

Training Materials

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion

· Demonstration

· Self pace learning/modules

· OJT 

ASSESSMENT METHODS:

· Interview 
· Written examination

· Observation

· Demonstration

LO 2. 
POSITION DENTAL RADIOGRAPHIC FILM
ASSESSMENT CRITERIA:

1. Appropriate technical variables on the dental radiographic unit are selected according to manufacturer’s specifications, procedures and patient requirements
2. Appropriate radiographic technique is selected in accordance with the tooth under investigation and anatomy of the oral cavity.

3. Appropriate film is selected and positioned in accordance with patient requirements.

4. Film locating devices are selected and used in accordance with correct positioning of the film.
5. Accessories are selected according to manufacturer’s specifications.
CONTENTS: 

· Technical variables of dental radiographic unit
· Appropriate Radiographic technique
· Appropriate film
· Film locating devices
· Radiographic Accessories
· Patient requirements

CONDITIONS: 

Students/trainees must be provided with the following:

Equipment/tools/materials

· Radiographic machine

· X-ray film

· X-ray film holder

· Personal Protective Equipment (PPE)

 Training Materials

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

· OJT 

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

· Direct observation

LO 3. 
OPERATE RADIOGRAPHIC IMAGING EQUIPMENT SAFELY TO PRODUCE IMAGE
ASSESSMENT CRITERIA:

1. Equipment are operated in accordance with manufacturer’s specifications and legislative requirements for the safe use of radiation in dentistry
2. Proper instructions are carried out to patients throughout the procedures.
3. Exposed dental radiographic film package is carefully removed from the mouth
4. Exposed radiographic film package is correctly labeled prior to processing
CONTENTS: 

· Operate Radiographic Imaging Equipment

· Legislative requirements for the safe use of radiation in Dentistry

· Proper instructions on dental radiographic procedure

· Proper technique in the removal of expose dental radiographic film on the patients’ mouth

· Expose dental radiographic film

· Labeling exposed radiographic film

CONDITIONS: 

Students/trainees must be provided with the following:

 Equipment/tools/materials

· Radiographic machine

Training Materials

· Sample expose radiographic film
· Manufacturers Manual
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

· OJT 

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

· Direct observation

LO 4. 
PROCESS AND PROVIDE QUALITY ASSURANCE FOR THE EXPOSED DENTAL RADIOGRAPHIC FILM
ASSESSMENT CRITERIA:

1. Radiographic film is correctly processed in accordance with the workplace procedure.
2. Processed film is assessed for visual qualities based on established criteria.
3. Processing errors and errors in technique are identified and corrected in accordance with established workplace procedures.
4. Radiographic images are mounted and stored in accordance with workplace procedure.
CONTENTS: 

· Radiographic Film Processing 

· Visual qualities of Processed film 

· Processing errors (Developing) and Errors in techniques 

· Mounting and storage of Radiographs

CONDITIONS: 

Students/trainees must be provided with the following:

 Equipment/tools/materials

· Radiographic machine

· Developing solution

· Fixer solution

· Expose film

· X-ray viewer

· X-ray holder 

· Dark room

Training Materials

· Expose radiographic film
· Develop radiographic film
· Sample error processed film
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

· OJT 

ASSESSMENT METHODS:

· Interview 
· Demonstration

· Direct observation

LO 5. 
MONITOR AND MAINTAIN EQUIPMENT
ASSESSMENT CRITERIA:

1. Basic machine operation is monitored in accordance with machine operating manuals.
2. Machine is referred to qualified personnel for regular check-up and maintenance based on workplace procedures.
3. Breakdowns are reported to qualified personnel in accordance with workplace procedures.
CONTENTS: 

· Monitoring machine operation

· Referral for regular check-up

· Reporting machine conditions

CONDITIONS: 

Students/trainees must be provided with the following:

Equipment/tools/materials

· Radiographic machine

Training Materials

· Operating Manuals

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion 

· OJT 

ASSESSMENT METHODS:

· Interview 
· Direct observation

MODULE TITLE
:
APPLYING THE PRINCIPLE OF RADIATION BIOLOGY AND PROTECTION IN DENTAL PRACTICE

MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude required to minimize the risk of radiation to the client, the operator and others during the exposure of a prescribed dental radiographic image. It also describes the quality assurance measures necessary to ensure all radiographs are of consistent diagnostic standard.
NOMINAL DURATION
:
500 hours
SUMMARY OF LEARNING OUTCOMES:


  Upon completion of this module, the trainee/student must be able to:

LO1.
Apply knowledge of ionizing radiation to produce a dental radiograph
LO2.
Apply knowledge of radiation biology to protect patient, operator and others from ionizing radiation
LO3.
Determine image characteristics of a dental radiograph
LO4.
Minimize radiation by maintaining quality in processing
LO 1. 
APPLY KNOWLEDGE ON THE EFFECT OF IONIZING RADIATION ON DENTAL RADIOGRAPH 
ASSESSMENT CRITERIA:

1. Dental X-ray generating equipment is set to proper exposure.
2. Personal protective equipment (PPE) is used.

3. Effect of ionizing radiation is explained.
CONTENTS: 

· Operation of Dental X-ray

· Personal protective equipment (PPE
· Effect of ionizing radiation
· Radiation policies and procedures
CONDITIONS: 

Students/trainees must be provided with the following:

Equipment

· Dental X-ray generating equipment
· Personal protective equipment (PPE)
Training Materials
· Textbook/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Practical hands-on exercises

· Demonstration

· Lecture/Discussion 

· Combination of traditional and competency-based instruction (CBI)

· Dual training
ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

· Direct observation

LO 2. 
APPLY KNOWLEDGE ON THE EFFECT OF RADIATION BIOLOGY TO PROTECT PATIENT, OPERATOR AND OTHERS FROM IONIZING RADIATION
ASSESSMENT CRITERIA:

1. Biological effects and risks of X-rays are explained.
2. Dental X-ray generating equipment is set to proper units of radiation measurement/counter and according to radiation policies and procedures.
3. Effects of radiation according to radiation policies and procedures.
4. Safety handling of dental X-ray generating equipment are properly observed to ensure safety for the patient, operator and others, and in accordance with established procedures. 
CONTENTS: 

· Biological effects and risks of X-rays
· Use of units of radiation measurement
· Radiation policies and procedures
· Personal protective equipment (PPE)
· Code of practice for radiation protection in dentistry
CONDITIONS: 

Students/trainees must be provided with the following:

Equipment

· Dental X-ray generating equipment
· Personal protective equipment (PPE)
Training Materials
· Textbook/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Practical hands-on exercises

· Demonstration

· Lecture

· Group Discussion 

· Combination of traditional and competency-based instruction (CBI)

· Dual training

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

· Direct observation

LO 3. 
DETERMINE IMAGE CHARACTERISTICS OF A DENTAL RADIOGRAPH 
ASSESSMENT CRITERIA:

1. Radiographs visual qualities are clear and concise based on diagnostic standard.
2. Radiograph geometric qualities are accurate based on diagnostic standard.
CONTENTS: 

· Diagnostic standard
· Visual qualities of radiographs
· Geometric qualities of radiographs
CONDITIONS: 

Students/trainees must be provided with the following:

Equipment

· X-ray viewer

Training Materials

· Sample expose dental radiographic images

· Textbooks/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

· Direct observation
LO 4. 
MINIMIZE RADIATION BY MAINTAINING QUALITY IN PROCESSING
ASSESSMENT CRITERIA:

1. Radiographic film package contents are correctly identified in accordance to its usage. 
2. Dental radiographic images quality is maintained in accordance with OH&S policies and procedures.
3. Proper use of radiographic chemicals is followed in accordance with manufacturer’s specifications.
4. Manual and automatic processing conditions are maintained in accordance with manufacturer’s specifications
5. Processing errors are identified and corrective measures are implemented to produce a diagnostic radiograph
CONTENTS: 

· Contents of Radiographic Film 
· Technical inaccuracies in dental radiographs
· Use of radiographic chemicals

· Manual and automatic processing conditions
· Diagnostic radiograph processing errors and corrective measures 
CONDITIONS: 

Students/trainees must be provided with the following:

 Equipment/tools/materials

· Radiographic machine

· Developing solution

· Fixer solution

· Expose film

· X-ray viewer

· X-ray holder 

· Dark room

Training Materials

· Expose radiographic film
· Develop radiographic film
· Sample error processed film
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

ASSESSMENT METHODS:

· Interview with oral questioning

· Demonstration

· Direct observation

MODULE TITLE
:
PERFORMING SCALING AND POLISHING
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude required to perform dental cleaning of teeth through scaling, polishing, and fluoride application.

NOMINAL DURATION
:
700 hours
SUMMARY OF LEARNING OUTCOMES:


  Upon completion of this module, the trainee/student must be able to:

LO1.
 Perform dental diagnosis on patient
LO2.
 Scale and polish teeth
LO3.
 Provide advice to patient
LO 1. 
PERFORM DENTAL DIAGNOSIS ON PATIENT 
ASSESSMENT CRITERIA:

1. Dental diagnosis is performed on patient to determine the type of treatment to be done.
2. Precautions are undertaken based on patient’s dental and medical condition. 
3. Patient and operator are positioned in accordance with the dental cleaning procedures.
CONTENTS: 

· Dental diagnosis
· Precautions on patients dental and medical condition

· Proper position of patient and operator

CONDITIONS: 

Students/trainees must be provided with the following:

Dental tools/equipment
· Dental chair

· Mouth mirror

· Periodontal probe

· Explorer

· Cotton plier

· Cotton

Personal Protective Equipment (PPE)

· Mask

· Gloves

· Cap

· Lab. Gown / Scrub Suit

Training Materials

· Sample Dental Diagnosis Form (filled up)

· Textbook/References

· IT related and instructional video resources

METHODOLOGIES:

· Demonstration

· Lecture

· Group Discussion 

· OJT

ASSESSMENT METHODS:

· Interview with oral questioning

· Demonstration

· Direct observation

LO 2. 
SCALE AND POLISH TEETH 
ASSESSMENT CRITERIA:

1. Dental cleaning instrument and devices are prepared in accordance with workplace procedure.
2. Dental cleaning instrument is set, operated and adjusted based on standard operating procedure. 
3. Deposits are removed from the surface of the teeth and polished in accordance with dental established procedures.
4. Sealant / fluoride is applied according to client/patient requirement.
CONTENTS: 

· Dental cleaning instrument and devices

· Setting, operating and adjusting of dental cleaning instrument

· Types of deposits 

· Scaling and polishing procedure

· Application of sealant and fluoride

CONDITIONS: 

Students/trainees must be provided with the following:

Dental equipment/tools/materials

· Micromotor

· Ultrasonic machine

· Dental chair

· Mouth mirror

· Periodontal probe

· Explorer

· Cotton plier

· Cotton

· Flouride tray

· Spatula

· Scalers

· Prophylactic brush

· Polishing paste

· Disclosing tablets

· Topical anesthetic solution

Personal Protective Equipment (PPE)
· Mask

· Gloves

· Cap

· Lab. Gown / Scrub Suit

Training Materials

· Textbook/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Practical hands-on exercises

· Demonstration

· Lecture

· Group Discussion 

· Combination of traditional and competency-based instruction (CBI)

· Dual training

· OJT

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO 3. 
PROVIDE ADVICE TO CLIENT/PATIENT 
ASSESSMENT CRITERIA:

1. Advices are provided to the patient/client in layman’s term based on the findings.

2. Follow-up examination in the next 2 weeks to check on the improvement of the patient/client.
3. Routine examination of the teeth is recommended for at least every six months or depending on the needs of the patient.
4. Patient is advised on proper home-care and dental recall based on results of oral examination and dental diagnosis
5. Patient/client is referred to dentist or other medical professionals for appropriate/ further treatment if necessary.
CONTENTS: 

· Dental advices

· Importance of Follow-up examination

· Home-care and dental recall
· Medical and Dental referrals

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbook/References
· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion
· Role-play

· OJT 

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Direct observation

MODULE TITLE
:
MAINTAINING DENTAL RECORDS AND RESOURCES
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitudes required to maintain patients/clients records and resources.
NOMINAL DURATION
:
241 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO 1.
 Maintain patient’s records
LO 2. 
 Maintain financial records of the clinic

LO 3. 
 Purchase dental products
LO 3. 
 Monitor quality control
LO 4. 
 Comply with dental ethics and jurisprudence

LO 1.
MAINTAIN PATIENT’S RECORDS
ASSESSMENT CRITERIA:

1. Patients/clients vital signs are measured and recorded in accordance with clinic procedures.

2. Patients/clients chief complaint are probed and recorded in accordance with clinic procedures.
3. Patients/clients are rescheduled for another appointment to dental specialist or medical specialist if required.
4. Returning patients/clients record/dental history is retrieved and referred to where appropriate.
5. Patients/clients dental history/record is updated based on hygienist or dentist’s findings.
CONTENTS: 

· Measuring and recording patient’s vital signs 
· Clinic procedures in handling complaints
· Rescheduling patient’s/client’s
· Updating patient’s/client’s dental history/record
CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion 

· Combination of traditional and competency-based instruction (CBI)
· OJT
ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation

LO 2.
MAINTAIN FINANCIAL RECORDS OF THE CLINIC
ASSESSMENT CRITERIA:

1. Payments are received and recorded in accordance with accounting procedures.
2. Billings and other related communications are prepared and sent to health insurance and other companies.
3. Payments of patient’s/clients are monitored.
CONTENTS: 

· Basic accounting procedures
· Preparing billing statements

· Monitoring payments of patient’s/client’s

· Financial control processes in the context of dental clinic operations
CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Sample Financial Statements of Dental Clinics

· Hand-outs

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion 

· Combination of traditional and competency-based instruction (CBI)
· OJT
ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation 

LO 3.
PURCHASE DENTAL PRODUCTS
ASSESSMENT CRITERIA:

1. Stocks are inventoried/monitored for replenishment.
2. Dental equipment and materials are procured in accordance with established procedures.
3. Purchased dental equipment and materials are inspected /tested and returned to suppliers where necessary.
4. Dental materials and equipment are documented and stored/safekept in appropriate area/location.
CONTENTS: 

· Stocks Inventory
· Principles of stock control
· Dental Procurement Procedures
· Basic dental equipment and materials knowledge

· Inspection of Dental Equipment and Materials
· Documenting and Storing Dental Materials and Equipment
CONDITIONS: 

Students/trainees must be provided with the following:

· Dental Equipment

· Textbooks/References 

· Dental Equipment Catalogue

· Hand-outs

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion 

· Combination of traditional and competency-based instruction (CBI)
· OJT
ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation

· Demonstration

LO 4.
MONITOR QUALITY CONTROL
ASSESSMENT CRITERIA:

1. Service quality standards are established according to legal requirements, patients/clients requirements and dental policy.
2. Quality of service is monitored and ensured during delivery processes.
3. Client feedbacks are solicited, recorded and analyzed in accordance with quality requirements.
CONTENTS: 

· Quality standards for legal and patient’s/clients requirements

· Dental Policy

· Monitoring Delivery Procedure 
· Feedback Mechanism Procedure
CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Dental Equipment Catalogue

· Hand-outs

· Modules

· IT related and instructional video resources
· OJT
METHODOLOGIES:

· Lecture

· Group Discussion 

· Combination of traditional and competency-based instruction (CBI)
· OJT
ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation

· Demonstration

LO 5.
COMPLY WITH DENTAL ETHICS AND JURISPRUDENCE
ASSESSMENT CRITERIA:

1. Key elements of major legal systems affecting business to dental laboratory operations are examined according to legal and legislative provisions

2. Various issues affecting different forms of contract are compared within business operations.

3. Statutory and legal requirements for the sale of products and services are determined across the industry   

4. Dental products are handled and stored according to standards, policies and procedures, and safety practices

5. Compliance of current product are monitored in accordance with statutory and legal requirements

CONTENTS: 

· Dental laboratory operations legal and legislative provisions

· Statutory and legal requirements for dental laboratory on sale of products and services

· Handling and storing dental products

· Monitoring compliance of current products

· Dental Ethics and Jurisprudence

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-outs

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion 

· Combination of traditional and competency-based instruction (CBI)

· OJT

ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation

UNIT OF COMPETENCY 
:
PROVIDE EFFECTIVE PATIENT/CLIENT SERVICE
MODULE TITLE
:
Providing Effective PATIENT/CLIENT Service
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude in providing effective patient/client service. It includes greeting patient/client, identifying patient/client needs, delivering service to patient/client, handling queries through telephone, fax machine, internet and email and handling complaints, evaluation and recommendation.
NOMINAL DURATION
:
50 hours
SUMMARY OF LEARNING OUTCOMES: 

Upon completion of this module, the trainee/student must be able to:

LO1.
Greet patient / client
LO2.
Identify patient / client needs

LO3.
Deliver dental services to patient / client
LO4.
Handle queries through telephone, tax machine, internet and e-mail
LO5.
Handle customer complaints, evaluation and recommendations

LO1.
GREET PATIENT / CLIENT
ASSESSMENT CRITERIA:
1. Enterprise procedure / standard operating procedures (SOP) when greeting patient/client were followed.
2. In responding to patient/client needs non-verbal communication are applied.  

3. Interactive communication with others is used.
4. Sensitivity to cultural and social differences is demonstrated.
CONTENTS:

· Modes of greeting and farewell
· Communication

· Interactive communication with others

· Interpersonal skills/ social graces with sincerity

· Safety Practices

· Safe work practices

· Personal hygiene

· Attitude

· Attentive, patient and cordial

· Eye-to-eye contact

· Maintain teamwork and cooperation

· Theory

· Interview techniques

· Conflict resolution 

· Communication process

· Communication barriers

· Effective communication skills

· Non-verbal communication - body language

CONDITIONS: 
The trainees/students must be provided with the following:

	Equipment
	Tools and Accessories
	Materials

	· LCD Projector (optional)

· Overhead Projector (optional)
· Video camera
· TV/monitor

· VHS/DVD player
	· Recorder / microphone

· Enterprise uniform

· Full body mirror
	· Books and Videos relating to patient/ client service and service philosophy
· Books, brochures, manuals


MethodologIES:

· Lecture

· Demonstration

· Role-play

· Simulation
· OJT
Assessment MethodS:

· Written examination

· Practical demonstration 

LO2.
IDENTIFY PATIENT / CLIENT NEEDS

ASSESSMENT CRITERIA:
1. Patient/ client needs were assessed according to urgency and is prioritized in the identified delivery of dental service.
2. Communication standards in patient/client service were followed.

3. Correct information on dental procedures is provided to patient/client.
4. Personal limitation in addressing patient/client needs is identified and is endorsed to the immediate supervisor if additional assistance is required.
CONTENTS:

· Communication

· Interactive communication with others

· Interpersonal skills/ social graces with sincerity

· Attitude

· Attentive, patient and cordial

· Eye-to-eye contact

· Maintain teamwork and cooperation

· Theory

· Interview techniques

· Conflict resolution 

· Communication process

· Communication barriers

· Effective communication skills

· Non-verbal communication - body language

· Ability to work calmly and unobtrusively effectively
· Delivery of Dental Services 

CONDITIONS: 

The trainees/students must be provided with the following:

	Equipment
	Materials

	· LCD Projector (optional)

· Overhead Projector (optional)
· VHS/DVD player 

· Video camera 

· TV/monitor
	· Books and Videos relating to patient/ client service and service philosophy
· Books, brochures, manuals


MethodologIES:

· Lecture

· Demonstration

· Role-play

· Simulation
· OJT
Assessment MethodS:

· Written examination

· Practical demonstration 

LO3.
DELIVER DENTAL SERVICES TO PATIENT / CLIENT

ASSESSMENT CRITERIA:
1. Patient/client needs are promptly attended to in line with dental/workplace procedures and regulations.
2. Appropriate relation is maintained with patient/client to meet high quality dental service delivery.
3. Enhancement of quality of dental services to patient/ client is taken whenever possible.

CONTENTS:

· Dental Services Delivery

· Dental Procedures and Regulations

· Proper addressing of needs of persons. (by gender, age, status, physical condition)

· Style manual requirement.

· Standard letters and proformas.

CONDITIONS:


Students/trainees must be provided with the following:

· LCD Projector (optional)

· Overhead Projector (optional)
· VHS/DVD player 

· TV/monitor

· Telephone

· Film / video clips

· Books relating to patient/ client service and service philosophy
· Brochures, manuals, hand-out

METHODOLOGIES:

· Lecture/ demonstration

· Self-paced instruction

· Group discussion

· Film showing
· OJT
ASSESSMENT METHODS:

· Hands-on

· Direct observation

· Practical demonstration

· Role-playing/ simulation
LO3.
HANDLE QUERIES THROUGH TELEPHONE, TAX MACHINE, INTERNET AND E-MAIL
ASSESSMENT CRITERIA:
1. Customer needs are promptly attended in line with enterprise procedure.
2. Use of telephone, computer, fax machine, internet are applied correctly.
3. Dental queries/ information are recorded in line with enterprise procedure.
4. Queries are acted upon in line with dental procedure promptly and correctly.
CONTENTS:

· Uses of telephone, fax, internet and  e-mail

· Telephone and electronic mail ethics

· Procedure in handling telephone inquiries and conversations
· Maintain teamwork and cooperation

· Effective communication skills

· Non-verbal communication - body language

· Ability to work calmly and unobtrusively effectively 

CONDITIONS: 

The trainees/students must be provided with the following:

	Equipment
	Materials

	· LCD Projector (optional)

· Overhead Projector (optional)
· Computer w/ Internet connection
· VHS/DVD player 

· TV/monitor

· Video camera

· Telephone

· Fax machine
	· Books and Videos relating to patient/ client service and service philosophy
· Books, brochures, manuals, hand-out


MethodologIES:

· Lecture

· Demonstration

· Role-play

· Simulation
· OJT
Assessment MethodS:

· Written examination

· Practical demonstration 

LO4.
Handle complaints, evaluation and recommendations

ASSESSMENT CRITERIA:
1. Complaint is resolved with responsibility.
2. Nature and details of complaint are established.

3. Action is taken appropriately to resolve the complaint to meet customer /patient/client satisfaction.
4. Evaluation and recommendations are acted upon with sincerity to ensure high quality standards

CONTENTS:
· Proper way of answering complaints in line with workplace procedures.

· Nature and details of complaints.

· Industry/ workplace procedures in giving evaluation and recommendations.

CONDITIONS:


Students/trainees must be provided with the following:

· Hand-out

· Film / video clips

· Sample complaint/evaluation and recommendation sheet from industry.

METHODOLOGIES:
· Lecture/ demonstration

· Self-paced instruction

· Group discussion

· Film showing

ASSESSMENT METHODS:
· Hands-on

· Direct observation

· Practical demonstration

· Role-playing/ simulation
 CONDITIONS: 

The trainees/students must be provided with the following:

	Equipment
	Materials

	· LCD Projector (optional)

· Overhead Projector (optional)
· Computer

· Printer
	· Books and Videos relating to patient/ client service and service philosophy


MethodologIES:

· Lecture

· Demonstration

· Role-play

· Simulation
· OJT
Assessment MethodS:

· Written examination

· Practical demonstration
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What is Competency-Based Curriculum (CBC)

· A competency-based curriculum is a framework or guide for the subsequent detailed development of competencies, associated methodologies, training and assessment resources.

· The CBC specifies the outcomes which are consistent with the requirements of the workplace as agreed through the industry or community consultations.

· CBC can be developed immediately when competency standards exist.

· When competency standards do not exist, curriculum developers need to clearly define the learning outcomes to be attained. The standard of performance required must be appropriate to industry and occupational needs through the industry/enterprise or specified client group consultations.

These materials are available in both printed and electronic copies.

For more information please contact:

Technical Education and Skills Development Authority (TESDA)
Telephone Nos.: 893-8281, 817-4076 to 82 loc. 611, 630, 631 and 635

or visit our website: www.tesda.gov.ph
or the TESDA Regional or Provincial Office nearest you.
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