
DENTAL OFFICE EXPERIENCE 
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COURSE NUMBER: DAT 177 

 

PREREQUISITE(S): Successful completion of all previous DAT courses.  

Successfully pass Dental Assisting National Board Exam:  

Infection Control and Radiation Health and Safety. 

 

CO-REQUISITE(S): None 

 

COURSE 

DESCRIPTIONS 

This course consists of practice in the dental office or clinic  

with rotation of assignments to encompass experiences in 

office management and clinical experience in all areas of 

dentistry.    

 

TEXTBOOK(S): Andujo, Emily.  Dental Assistant, 2
nd

  ed. East Norwalk:   

Appleton and Lange, 1998. 

 

REFERENCE(S): None 

 

OTHER REQUIRED 

MATERIALS, TOOLS, 

AND EQUIPMENT: 

Notebook 

Handbook 

 

METHOD OF 

INSTRUCTION: 

Demonstration 

 

GRADING SYSTEM: 94 - 100 = A 

85 - 93 = B 

80 - 84 = C 

75 - 79 = D 

Below - 74 = F 

 

GRADE 

CALCULATION 

METHOD: 

Clinical Assignment Forms 

A.  Self-assessments 

B.  Time cards 

C.  X-ray logs 

 

 

 

= 

 

 

 

10% 

 

Office Evaluations     = 50%  

Tests  = 40%  

 = 100%  
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Course must be passed with a “C” or higher.   

A grade of “I” (incomplete) will be recorded in the event that  

a student has not completed his/her clinical make-up time or 

missed test by the last day of the semester.  If course work is 

not completed by the deadline, a grade of “F” is 

automatically assigned. 

 

No grades will be rounded off. 

 

PROFESSIONAL 

CONFIDENTIALITY: 

 

 

 

 

 

ATTENDANCE 

POLICY: 

 

Confidentiality cannot be overemphasized.  Discussion of 

patients must be limited to student/advisor conferences and 

dental assisting classes.  At no time are patients to be 

discussed at breaks, in the lounge, or other inappropriate 

settings.  ALL patient records, including x-rays, are to remain 

in the clinical area. 

 

The student is responsible for punctual and regular 

attendance in all classes, laboratories, clinical, practica, 

internships, field trips, and other required class activities.  

The College does not grant excused absences; therefore, 

students are urged to reserve their absences for 

emergencies.  When illness or other emergencies occur, the 

student is responsible for notifying instructors and 

completing missed work if approved for late submission by 

instructors. 

 

However, because of the nature of clinical instruction, a 

student who is absent more than 5% of the scheduled time in 

clinical for any reason will be warned in writing and if absent 

more than 10% of the scheduled time in clinical for any 

reason will be dropped from the program.  Even though all 

missed clinical time must be made-up, clinical make-up time 

is not considered an equivalent experience to the regularly 

scheduled clinical assignment.  Therefore, if a student is 

absent for than 10% of the planned clinical experience, the 

objectives of the course cannot be met satisfactorily and the 

student must drop from that course with a grade of F.  The 

scheduling of make-up time will be at the discretion of the 

department head and may require that it be scheduled at 

semester breaks or the next time the course is offered.  Each 

student is responsible for maintaining his/her own 

attendance and tardy records. 

 

The student is tardy if not in class at the time the class is 

scheduled to begin and is admitted to class at the discretion 
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of the instructor.  Two tardies will equal one absence. 

Instructors maintain attendance records.  However, it is the 

student’s responsibility to withdraw from a course.  A student 

enrolling in and attending at least one course session 

remains enrolled until the student initiates a withdrawal. 

 

Withdrawal Policy:  During the first 75% of the course, a 

student may initiate withdrawal and receive a grade of W.  A 

student cannot initiate a withdrawal during the last 25% of 

the course.  Extenuating circumstances require 

documentation and approval by the appropriate department 

head and academic dean. 

 

Absences for Religious Holidays:  Students who are absent 

from class in order to observe religious holidays are 

responsible for the content of any activities missed and for 

the completion of assignments occurring during the period of 

absence.  Students who anticipate their observance of 

religious holidays will cause them to be absent from class 

and do not wish such absences to penalize their status in 

class should adhere to the following guidelines: 

 

1. Observance of religious holidays resulting in three or 

fewer consecutive absences:  Discuss the situation 

with the instructor and provide written notice at least 

one week prior to the absence(s).  Develop (in writing) 

and instructor-approved plan which outlines the make- 

up of activities and assignments. 

2. Observances of religious holidays resulting in four or 

more consecutive absences:  Discuss the situation 

with the instructor and provide the instructor with 

written notice within the first 10 days of the academic 

term.  Develop an instructor-approved plan with 

outlines the make-up of activities and assignments 

          

Personal, dental, and medical appointments MUST be 

schedules at times other than clinical and class time. 

 

Students must satisfactorily complete the required clinical 

hours in order to receive their diploma.  Any time missed 

during clinical must be made up in the appropriate office 

before the student will receive a grade for the course.  The 

scheduling of make-up time will be at the discretion of the 

department head and is usually scheduled at semester 

breaks.  If a student is absent on a make-up day, this will 
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count as an additional absence, and will be counted in the 

attendance policy for that course. 

If absent during the clinical phase of training, the appropriate 

office must be notified prior to the student’s scheduled time 

of arrival for that day.  The same applies if they are tardy.  

Failure to call in will result in the student being given a 

warning for the first offense and dropped for the second 

offense.  When calling in, students must find out the name of 

the person who took the message.  The department head 

must also be notified via her voice mail. 

 

If students are late for their clinical assignment, time missed 

must be made up.  Student should not ask any clinical site 

supervisor to leave early during their clinical rotation.  

Students are not allowed to leave the office for any reason.  

Students are not allowed to skip lunch and leave early. 

 

During the clinical phase two tardies or leaving early will 

count as an absence.  These absences must be made up the 

same and any absence.  Excessive tardiness will not be 

tolerated. 

 

TRANSPORTATION:  Students are required to provide their 

own transportation to the campus and clinical sites.  Car 

pooling is not recommended since each student is 

responsible, regardless of their transportation arrangement, 

for being on time for clinical and for class. 

 

Students are expected to work their assigned rotation 

schedule.  Adjustments or changes are made only in cases 

of emergency and/or at the discretion of the department 

head. 

 

100% attendance is expected; therefore, no cuts are 

allowed.  If the student is not in clinical during their assigned 

time then they have cut.  This will not be tolerated.  It is the 

student’s responsibility to contact the instructor if they have 

to leave clinical.  Failure to do this will result in the student 

being given a warning for the first offence and subject to 

being dropped for the second. 

 

Students must make up missed tests in the Testing lab.  No 

arrangements will be made for the make-up test in the event 

that the student is absent without notification.  A grade of 

zero (0) will be recorded for that test. 
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Students must call the dental office and the department 

head/instructor if they must miss clinical.  

 

 

ACADEMIC 

CONDUCT:  

 

ACADEMIC DISHONESTY:  Students are expected to uphold the 

integrity of the College's standard of conduct, specifically in 

regards to academic honesty.  All forms of academic 

dishonesty including, but not limited to, cheating on 

assignments/tests, plagiarism, collusion, and falsification of 

information will call for disciplinary action.  Disciplinary 

action imposed may include one or more of the following: 

written reprimand, loss of credit for assignment/test, 

termination from course, and probation, suspension, or 

expulsion from the College.  For further explanation of this 

and other conduct codes, please refer to the Student 

Handbook. 

 

CELLULAR PHONES AND PAGERS/BEEPERS:  Cellular phones, 

pagers and beepers are not permitted to be turned on or 

used within the classroom.  Use of these devices during 

classroom time will be considered a violation of the student 

code as it relates to “disruptive behavior.”   

 

CLASS/LAB 

PROCEDURES: 

Students are required to turn in time cards every Monday.   

Failure to have the card signed will result in the student 

being counted absent for that day.  If a student is found 

obtaining a signature for another student, both students will 

be subject to disciplinary action.  Any student found 

changing information on the card after it has been signed or 

falsifying any information, will be subject to disciplinary 

action.  Two failures to turn in a correctly filled out card on 

time will result in a clinical absence being recorded which 

must be made up. 

 

ACCOMMODATIONS: 

 

Students who need special accommodations in this class 

because of a documented disability should notify Student 

Disability Services. You may contact Student Disability 

Services by calling, (864) 592-4811, toll-free 1-800-922-

3679; via email through the Spartanburg Community College 

web site at www.sccsc.edu/SDS/; or by visiting the office 

located in the Dan Lee Terhune Student Services Building, 

room 112 of the Spartanburg Community College campus.  

By contacting Student Disability Services early in the 

semester, students with disabilities give the College an 

http://www.sccsc.edu/SDS/
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opportunity to provide necessary support services and 

appropriate accommodations. 

 

 

 

 

 

 

COURSE 

COMPETENCIES & 

OBJECTIVES: 

Upon satisfactory completion of this course, the student 

will be able to: 

 I. Demonstrate appropriate patient management,  

  appointment control, and business office   

  procedures. 

          

  1.   Demonstrate patient management skills.  

                A. adult 

                B. teenager 

                C. child 

                D. small child 

                E. older adult 

                F. special needs patients 

            2.   Demonstrate appointment control skills. 

            3.   Demonstrate front office procedures. 

 

 II. Demonstrate skills in chairside assisting and   

  maintaining the operatory. 

      

  1.   Demonstrate basic chairside assisting skills. 

                 A. suction 

                 B. air/water syringe 

                 C. retraction 

                 D. amalgam procedures 

                 E. composite procedures                        

   F. pedo prophys 

                 G. sealants 

            2.   Demonstrate operatory maintenance skills. 

                 A. set-up 

                 B. break-down 

                 C. disinfection 

                 D. stocking supplies 

          

 III. Demonstrate skills in exposing, processing,   

  mounting, filing, and storing dental radiographs. 

 

  1.   Demonstrate skills in exposing dental   
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   radiographs.  

            2.   Demonstrate skills in mounting dental   

   radiographs. 

            3.   Demonstrate skills in identification and filing  

   dental radiographs. 

            4.   Demonstrate skills in storing dental radiographic 

    film and chemicals. 

          

 

 IV. Demonstrate skills in selected dental laboratory  

  procedures. 

   1.   Develop skills in pouring, trimming, and polishing 

   study casts. 

            2.   Develop skills in forming custom trays. 

            3.   Develop skills to clean and polish removable  

   appliances. 

            4.   Develop skills in fabricating provisional 

coverage. 

 

 V. Demonstrate proper sterilization techniques and  

  maintenance of sterilization equipment. 

   1.   Demonstrate skills in sterilization. 

            2.   Demonstrate skills in maintenance of sterilization 

   equipment. 

     

 VI. Participate in oral health education. 

   1.   Develop skills in plaque control instructions for  

   patients. 

            2.   Participate in dietary counseling sessions with  

   patients. 

            3.   Develop skills in giving patients instructions. 

      

 VII. Participate in office management duties. 

             1.  Demonstrate appointment control skills. 

            2.  Demonstrate business office procedures. 

            

 VIII. Prepare to take the Dental Assisting National Board 

   Certification Exam.      

  1.   Review the following subject areas in preparation 

   for National Board Certification Exam(s): 

                 A.  Dental Radiography 

                 B.  General Anatomy 

                 C.  Dental Anatomy 

                 D.  Preventive Dentistry 

                 E.  Biomedical Sciences 
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                 F.  Chairside Assisting 

                 G.  Dental Materials 

                 H.  Medical Emergencies 

                 I.   Behavior Sciences 

   J.  Dental Practice Management 

  2.   Prepare for and sit for General Chairside mock 

   exam. 

 

  ** Students must document 320 clinical experience 

 hours. 
  
 


