WEEKLY SCHEDULE FOR DENTAL ASSISTING 70

SPRING 2009

PRIOR TO SPRING SEMESTER AT UOP

January 6, 7 & 9

            Tour of UOP Facilities






Read both Packets One & Two  






Bring Packet Two to UOP on 1/6 (Make sure your name is on the 





packet and is clipped together securely)






(1/6, 1/7, & 1/9 – 8:45AM – 5PM)

M & W January 12 -February 4


Lecture Topic(s)


Review Clinic Evaluations

Class Introduction and Evaluation procedures for clinical sheets

Review of clinical procedures 

Overview of Communication

Types of Communication

Theories of Models of Communication & Personal Professional 





Aspects & Perception of Communication

Reading/Assignments

Syllabus - Topics listed above

Laboratory Activity           

This class lab is held at UOP and private dental offices.

UOP: 2155 Webster Street

Mondays, 1:45PM-8PM and Wednesdays, 8:45PM-5PM 
(Jan. 14th – Feb. 4th)

Assigned to private offices, 2/9 – 4/1

Return to campus for Sealants & Mock Practical RDA Duties 





4/13 – 5/14

Written and Clinical

Each day at UOP from Jan. 6 – 9, l hour of Lecture

Each week during the regular Spring Semester the 1 hour lecture

will be held on Tuesday - from 11 am to 12 pm  Room C-301






(Due to my schedule, we will not meet 1/13 and 2/24 but will 





meet on 1/20, 1/22, 3/3 and 3/5).


Spring Vacation is April 6 – April 10!!  Instruction resumes Monday, 4/13.

The listings below are only for the Tuesday Lecture, 11 am - 12 pm.  If holidays occur during the year for Mondays and Wednesdays, they will be listed on this schedule for your convenience. 

Monday, Jan. 19TH HOLIDAy – Martin Luther King Jr’s Birthday.

WEEK I & II

Jan. 20 & 22



Will not meet on 1/13
Lecture Topic(s)


First Impressions

Listening and Evaluation



Quiz




Quiz I, 1/22, 50 points

Topics from Week prior to 

Spring Semester and First Impressions
Reading/Assignments

Syllabus - See Lecture Topic(s) above

WEEK III & IV

Jan. 27 & Feb. 3

Lecture Topic(s)


Review Clinic Evaluations
Education, Motivation and Persuasion
Building a good DHT 

Review Selected Critical Thinking Exercise
Reading/Assignments     

Syllabus - See Lecture Topic(s) above






Office Rotations begin 2/9 and end on 4/1!
WEEK V & VI

Feb. 10 & 17

Lecture Topic(s)


Review of Clinic Evaluations

Clinical office assignments

Conflict Management and Problem Solving
Quiz




Quiz II, 2/17, Topics from Weeks prior, 50 points
Reading Assignment(s)      
  
Syllabus - See Lecture Topic(s) above

Review Critical Thinking Exercise

UOP Tabulation Sheet, due 2/10
FRIDAY, FEB. 13TH & MONDAY, FEB. 16TH ARE HOLIDAYS – Presidents’ Birthday!!

WEEK VII & VIII

March 3 & 5



Will not meet on 2/24
Lecture Topic(s)


Review Clinic Evaluations 

CDA Exam Applications

Resume/Cover Letter

Reading/Assignments

Syllabus - See Lecture Topic(s) above

WEEK IX
March 10

Lecture Topic(s)


Review Clinic Evaluations 





Interviewing Styles/Techniques

Information on Temporary Employment Services

Quiz




Quiz III, 3/10, Topics from Weeks Prior, 50 points 

Homework



1st project report, due 3/10
2 Tray Set-ups, due 3/10





Draft of Resume and Cover Letter

WEEK X & XI



March 17 & 24

Lecture topic(s)


Clinic Evaluations

Critical Thinking Group Exercises

Personality Types Intro & Evaluations 

RDA Exam Requirements and Applications

Quiz




Quiz IV, 3/24, Topics from Weeks prior, 50 points


Reading Assignment(s)

Personality Types - Syllabus






WEEK XII
March 31



HOLIDAY – Cesar Chavez’s Birthday!
WEEK XIII 

April 7




SPRING BREAK (APRIL 6-10)!!!!!
WEEK XIV 

April 14




Lecture Topic(s)


Clinic Evaluations 





Personality Types Evaluation and understanding

Homework



Critical thinking assignments on negotiation
Tabulation sheets from office sites - due 4/14
WEEK XV & XVI                     

April 21 & 28




Lecture Topic(s)


Clinic Evaluations

Critical Thinking Exercise

Homework



Principles of Human Communication 





2nd Project Report, due 4/21





3 Tray Set-ups, due 4/21
Last day to submit corrected resume and cover letter, due 4/21
WEEK XVII & XVIII
May 5 & 12 

Lecture Topic(s)


Clinic Evaluations

Homework



Student Reflection Paper of Dental Offices, due 5/12

The above schedule and procedures are subject to change in the event of extenuating circumstances.

Daily Reports from UOP will be due the following morning on Jan. 7 & 9 on my email (anelson@ccsf.edu).  Starting with the Jan. 15th Daily Reports, (the Wednesday and Mondays sheets) will be due the following Tuesday on my email.

Evaluation / Scoring of daily sheets

Due dates must be met.  If sheets are late, 2 points will be deducted.
Each Daily Sheet is evaluated with a possible score of 10 points.  Passing score will be 8 points or better.  If a student earns less than 8 points, the evaluation must be completely redone submitted with the original and resubmitted by the next due date for these assignments.  If the Redo Sheet is not properly corrected or is later than the assigned time frame, the student will lose an additional 2 points per each additional error made.  

The best way to avoid errors in completing your Daily Sheets is to have the Sample and Explanation Sheets out and follow them.

Points Possible
38 Clinical Reports from Dental School and Offices @ 10 points

    380

3 Quizzes (the student's lowest quiz will be thrown out)


    150

   

5 Tray Set-ups @ 10 points each




 
      50

2 Project Reports @ 50 points each



   

    100

Office Evaluation






      
      50

Student Evaluation of Office(s)/Reflection Paper   



      50

Critical Thinking Exercise - Decision Making 
    


    100

(2 Assignments @ 50 points each –

 these assignments will be collected at random)

Resume/Cover Letter






  
      50

Tabulation sheets @ 25 points each UOP and offices
   

      50 
Total





                                               
                980
EVALUATION OF GRADING

Total of 75% on assignments - Break down on points for each assignment is listed with the instructions for completion of assignments (ALL assignments are required and only 1 day of absence is allowed in order to receive credit for this course.  All other absences must be made up; based on the availability of office and the instructor of record.)

To receive a passing grade - Credit (75% or better) a Student must earn 735 points in addition to the clinical attendance requirement and a completion of all assignments.

A No Credit Grade will result if the student earns 734 or less and/or missing more than 8 hours of clinical time and/or any written assignment.  In addition, the student must complete an error free resume and cover letter to receive a credit grade in this class.

ATTENDANCE

Attendance is mandatory for all clinical days with the exception of one absence.  If a student is ill, he or she must contact their instructor AND the assigned Dental Office before or at the time the office opens. If a student has more than one day of clinical rotation absence, it will be necessary to make these hours up with the prior approval from the instructor of record.  If the phone call is not made to the office and instructor (415-845-6654 – Anna’s cell phone) the student will have 2 days of absence to make up.

TARDIES 

If the student arrives 15 minutes after the assigned time at the Dental School, the student will lose ½ of their daily points.  If the student arrives 30 or more minutes after the assigned time, the student will be penalized by the loss of ½ day of absence.  If the student is late to the dental office assigned they will lose points from their office evaluation and if the instructor is contacted or is visiting the office on that date the student will lose additional points from the daily reports.

DRESS CODE
The students must comply with the Program's uniform dress code: clinic shoes, uniform and surgical gown.  In ALL cases, department regulations on hair, nails, polish, name tag and jewelry and personal hygiene are in effect.  These regulations are found in your STUDENT HANDBOOK.  If the student is not following the Program's dress code at the Dental School, they will not be permitted on the clinic floor (these hours will need to be made up) and at the Dental Offices - 50 points will be deducted from their accumulative points.

PROFESSIONAL CONDUCT
A student must conduct him/herself in a mature, professional manner appropriate to the Dental Office.  Keep in mind that you are earning college credit through your office experience.  These units are earned for time spent at chairside, front desk and other routine office responsibilities.  During your office rotation the dentist and staff act as your instructors, continually evaluating your progress.  Any comments or criticisms are intended to enhance your ability as a dental assistant.  

Instructor Evaluation during office Rotations 
Included in your Syllabus is a copy of the office evaluation utilized.

Since the visits are random, and the instructor may arrive for her visit during a time frame when the student is completing other assignments besides direct patient care – i.e.: lab-fabricating whitening trays, front office duties, office meeting, etc.  Grading may be subjective.  In order to be fair to all students whenever their office evaluations occur the following will be the policy.  Any evaluation comment of CORRECTABLE will result a reduction of 5 points each.  If the student earns a CORRECTABLE in the same area of evaluation for a second time, a reduction of 10 points will be deducted from their overall score.  If the student earns a CORRECTABLE in the same area of evaluation for a third time, a deduction of 25 points will be deducted from their overall score.

CAUSE FOR DISQUALIFICATION
Any student who leaves an office rotation without permission or notification will be immediately disqualified from the program.  If an office asks that a student be removed for any reason, it could be grounds for disqualification.
RDA EXAMINATION REVIEWS
There will be a mock RDA Practical Exam on 4/13 and when not scheduled as a patient, assistant, operator or sterilizing assistant during Sealant Clinical days, the students will complete the RDA Practical Duties.  The procedures will be timed, as they are at the Boards.  

