STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G654

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G654

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
R01A

TARGET GRADE:
05
FLSA:
Non Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Dental Assistant, GS-0681-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
80%
BJWSJH
Dental Assistant/Aid/Oral Surgery

2ND SKILL CODE:
20%
BJWSJL
Dental Assistant/Aid/X-Ray

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 08/30/02

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To serve as a dental assistant performing a variety of supportive technical duties which facilitate the work of oral surgery procedures.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical

Assists dentist in providing treatments to patients, which are complex, difficult, usually lengthy, and non-routine in nature.  Prepares patient for surgery.  Receives and seats patient and conducts preliminary screening.  Sanitizes patient’s face and drapes patient with sterile sheets and towels.  Obtains, monitors, and records vital signs, and takes and records medical history.  Sets up instruments, equipment, and materials such as assembling syringes and IVs for anesthesia, and mixing materials for impressions and restorations.  Participates in stand-up dentistry or four-handed sit-down dentistry depending upon the dentist performing the procedure.  Adheres to necessary aseptic precautions throughout treatment.  Assists dentist with simple and complex procedures such as tooth removal, surgical removal of impacted teeth, alveoloplasty, minor preprosthetic surgery of hard and soft tissues, and excisional biopsies.  Passes instruments in anticipation of the dentist’s needs for various instruments, materials, and services.  Keeps area of operation free of debris using irrigation solutions, suction tip, and evacuator.  Applies hemostats to bleeding vessels; bends archbars and applies force to chisel; and cuts sutures.  Takes preliminary impressions; pours and trims models from impressions; and constructs base plates and bite rims.  Observes patient throughout treatment for signs of syncope, shock, or other reactions to treatment.  Provides oral hygiene instruction for care of prosthodontic appliances.  Relays dentist’s instructions to patients for post-treatment care such as application of hot or cold packs or medications.  Instructs/trains lower graded dental assistants on these procedures, as necessary.  

STANDARDS:
A.  With few exceptions, effectively sets up operatory for treatment, passes instruments, and operates equipment.

B.  Almost always, accurately takes and records patient’s vital signs.

C.  Typically provides effective assistance by anticipating needs of the dentist for instruments, materials, or services.

KSA:  1, 2, 6

__________________________________________________________________________________________________
DUTY 2:








%
Critical

Performs dental radiographic work.  Positions the patient and the film and takes intra- and extra-oral radiographs of patients.  Exposes the film.  Develops, fixes, washes, and dries the film using automatic and manual methods.  Cares for the radiographic equipment and materials.  Protects the patient and self against over-exposure to x-rays by using precautionary measures such as lead aprons, shields, and x-ray badges.  Maintains, cleans, and performs minor repairs on radiographic equipment.  Prepares processor, maintaining proper temperature for developing and fixing radiographs.  Mixes and changes solutions.  Cleans and maintains radiographic area and darkroom.

STANDARDS:
A.   With few exceptions, effectively maintains dental radiographic equipment.

B.  Almost always, correctly positions patients and film to achieve proper radiographs.
C.  Routinely provides properly developed, labeled, and mounted x-ray films.
KSA:  1, 2, 5, 6

__________________________________________________________________________________________________
DUTY 3:








%
Critical

Prepares a variety of reports and records related to dental activities.  Schedules/cancels appointments for treatment.  Records proper documentation of patient information.  Obtains and records history of patient in the patient’s dental records.  Analyzes records to identify possible errors.  Prepares the paperwork to route the patient and the patient’s records when additional medical/dental tests or services are required outside the dental clinic.  Prepares patient consent forms for specialized procedures, e.g., surgery, anesthesia, etc.  Prepares prescriptions for signature of dentist.  Records information relayed by dentist on prescriptions and other forms for signature of dentist.  Charts patient’s examination and treatment information released by dentist on the patient treatment record in the patient’s dental record.

STANDARDS:
A.  Routinely provides effective patient scheduling.
B.  With few exceptions, correctly establishes dental records in accordance with applicable directives.

C.  Almost always, accurately withdraws and files dental health records.

KSA:  1, 2, 3, 6

__________________________________________________________________________________________________
DUTY 4:








%
Critical

Maintains dental equipment and treatment area.  Maintains dental equipment in a clean and operative condition and properly stores and maintains adequate levels of supplies.  Inventories, orders, and stocks instruments and materials as needed.  Sterilizes instruments, materials, and equipment and prepares sterile trays for a wide variety of surgical procedures.  Maintains sterile material, equipment, and instruments, and removes all used drapes and towels from operating area after each patient.  Maintains dental treatment room to meet all health and safety and infection control guidelines and standards.  

STANDARDS:
A.  With few exceptions, accurately follows established guidelines in instrument sterilization procedures.

B.  Almost always, effectively maintains adequate stock of required supplies.

KSA:  1, 4

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a large array of specialized instruments, materials, and dental techniques used for dental procedures.

2.  Knowledge of dental anatomy and bony structure of the face in order to take diagnostic dental radiographs.

3.  Knowledge of dental terminology and record keeping procedures to maintain patient records.

4.  Knowledge of sterilization techniques sufficient to sterilize dental instruments.

5.  Skill in operating and adjusting dental radiographic equipment and processing dental radiographs.

6.  Ability to communicate effectively, both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of the instruments, materials, and standardized procedures and methods used in a wide variety of specialized oral surgery treatments along with related general dentistry procedures.

-- Knowledge of dental anatomy and bony structure of the face in order to take diagnostic dental radiographs.

-- Knowledge of special techniques such as application of hemostats to bleeding vessels, tissue retraction, bending archbars, changing and removing surgical dressings, and cutting and removing sutures sufficient to provide chairside assistance to the dentist.

-- Knowledge of preventive dentistry measures to instruct patients in the common causes of decay and in oral hygiene practices; e.g., brushing and flossing.

-- Knowledge of infection control procedures and sterilization techniques sufficient to sterilize dental instruments, materials, and equipment.

-- Knowledge of dental terminology and record keeping procedures to maintain records related to patients, supplies, and recurring dental activities.

-- Skill in operating and adjusting dental x-ray equipment in order to position the patient and the film; expose, process, and mount the film; and maintain, clean, and perform minor repairs on radiographic equipment and materials.

-- Skill and dexterity in manipulating instruments and in placing materials in patient’s mouth to perform intraoral procedures such as suture removal and application of rubber dams.

-- Skill to monitor patients and detect signs of syncope, shock, and other side reactions to dental treatment.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The dentist or supervisor provides continuing or individual assignments by indicating generally what is to be done, limitations, quality and quantity expected, and priorities; and provides detailed instructions for new, difficult, or unusual assignments.  Recurring duties are accomplished independently without specific instructions.  Deviations to routine problems or unfamiliar situations are referred to the supervisor for assistance.  The dentist assures that finished work and methods used are technically accurate and in compliance with instructions or established procedures.   Review of the work increase with more difficult assignments if the employee has not previously performed similar assignments.

Factor 3, Guidelines






Level 3-2
125 Points

Specific guidelines, including hospital and clinic memoranda, handbooks and operating procedures, manufacturer’s instructions, and procedures and instructions applicable to a wide variety of specialized surgery treatments are available.  The number and similarity of guidelines and work situations encountered in the more difficult treatments, require the employee to use judgment in selecting and adapting appropriate guidelines for application to specific cases. Situations to which existing guidelines cannot be applied, or significant proposed deviations from the guidelines, are referred to the dentist or supervisor.

Factor 4, Complexity






Level 4-3
150 Points

The work involves full assistance in a range of dental procedures and treatments which are usually lengthy and non-routine in nature and may involve patients under general anesthesia.  They involve a large array of specialized instruments, materials, and techniques and require the employee to prepare materials, operatory, and the patient for a variety of difficult procedures.  The employee is required to give close assistance (e.g., tissue stabilization, retraction, suctioning, and placement of materials) to the dentist at chairside (or in the operating room) when performing the more difficult procedures; often anticipating the dentist’s needs for instruments, materials, and services.  This requires the employee to pay detailed attention and follow the dentist closely and to observe the patient closely for vital signs and reactions to procedures.  

Factor 5, Scope and Effect





Level 5-2
75 Points

Chairside assistance, radiographic support, laboratory support, record keeping, clinic sterilization, etc., comprise a significant segment of the total dental care services.  In addition to facilitating the work of the dentist, performance of these duties affects the attitude of patients and the efficiency with which the dental clinic provides services.

Factor 6, Personal Contacts





Level 6-2
25 Points

Contacts are with patients and other employees within dental facility.

Factor 7, Purpose of Contacts





Level 7-2
50 Points

Contacts with other employees are for the purpose of coordinating work efforts as well as for exchanging information.  Purpose of patient contacts is to provide prompt service, reassurance and comfort, to exchange information, and to motivate patients to practice preventive dental care measures.

Factor 8, Physical Demands





Level 8-2
20 Points

Regular and recurring periods of bending, and long periods of standing and walking are required.

Factor 9, Work Environment





Level 9-2

20 Points

Work involves regular and recurring exposure to potential hazards of radiation in taking radiographs, or oral communicable diseases, and of burns and cuts when sterilizing and sharpening instruments.  Assistant may wear surgical mask and eyeglasses when assisting during treatments to protect against flying debris, and uses lead aprons and shields as protection against radiation.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:  

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Dental Assistant Series, GS-0681, TS-29, Sep 1977; OPM Decision Number C-0681-05-01, 9/30/96.  

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-3/150, 5-2/75, 6-2/25, 7-2/50, 8-2/20, 9-2/20

GS-04 Point Range:  855 - 1100

Total Points:  940

Grade:  GS-05

CLASSIFICATION REMARKS:  

NOTE(S) TO USERS:  

Minor changes, including skill code shreds, may be made to fit local requirements using the existing SCPD number, as long as the changes do not impact the classification or recruitment factors of the position.

__________________________________________________________________________________________________
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