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JOB DESCRIPTION
	JOB  TITLE
	Qualified Dental Nurse 

	GRADE
	Band 4

	LOCATION
	Barnstaple Dental Access Centre, 
Exeter NHS Dental Access Centre, 
With salatie clinics at the following locations: 

Crediton Dental Clinic

Exmouth Dental Clinic, 
Okehampton Dental Clinic

Honiton Dental Clinic, 
Tiverton Dental Clinic

	RESPONSIBLE  TO
	Senior Dental Nurse 

	ACCOUNTABLE  TO
	Salaried Dental Service – Service Manager

	JOB  SUMMARY

Works within the Salaried Dental Service across all sites and the community clinics, the dental nurse will work closely with clinicians to assist in providing care for patients and provide appropriate support and administrative assistance (manual and computer).  Will be responsible for preparing the surgery and equipment for clinical treatment. Minimising risk to patients and staff from cross-infection, exposure to hazardous chemicals or radiation by adhering to departmental ‘best practice’, and health and safety protocols. Is clinically responsible and accountable for the treatment and management of patients in their care. Will work independently under the clinical supervision of the Senior Dental Nurse.
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	EXPERIENCE,  KNOWLEDGE AND SKILLS
· Provides and receives confidential information to and from professional colleagues, including patients, carers, hospital, school and prison staff and the general public, all of which requires tact and persuasion.  Includes communication with people with special needs and their carers.
· Requires Dental Nurse Qualification and 2 year chairside experience.

· On the General Dental Council register for Dental Nurses and undertake Continual Professional Development.
· Required to be computer literate including use of commonly used general and dental software packages and email/internet.

· Required to make judgements based upon patient’s medical, physical and mental needs, some of which require decisions as to best practice, i.e. special care equipment used.

· Makes available instruments, equipment and materials for clinical procedures.

· Ensures emergency equipment is checked and available, and ensuring that emergency drugs are in date.

· Undergoes training in the recognition of, and assistance during, medical emergencies.

· Carries out performance checks on dental equipment

· Organises day-to-day tasks and activities, including maintaining the appointment book, to make optimum use of clinical time and patient treatment.  This will include operating recall and waiting lists.

· Triage of patients to make optimum use of clinical time and patient treatment.

· Ensures that all records are available when required.

· Plans and organises tasks within department 
· To order dental supplies (with Henry Schein or via Web basket), maintain and monitor stock levels, and complete regular inventories.

· Sets up/closes down the surgery to a high standard in accordance to the set protocol.

· Handle patients, equipment and stock following moving and handling techniques laid down by the Trust.

· Assists the dental operator with patient care including monitoring, aspiration, mixing materials and passing instrument to the clinician during procedures.  This requires the manipulation of fine instruments and materials.

· Develops X Rays including the replenishment of developing and fixing fluids.

· Follows policies determined by others, including Northern Devon Healthcare Trust, the British Dental Association (including Infection control guidelines), the General Dental Council, COSHH and HASAWA.

· Carry out the required CPD training on an annual basis to stay up-to-date with modern criteria

· Setting up the Orthopantomagram machine ready for the clinicians

· Aiding those having difficulty to fill in standard medical history forms, recording of medicines being taken/and conditions they may suffer from
· Cleaning and preparation of the dental surgery prior to clinics.
· Cleaning away of infected material after procedures.
· Laying up of sterile trays
· Collection, packing/preparing for sterilisation and storage of instruments.


	COMMUNICATION AND LIAISON

The Dental Service provides clinical care and oral health education to people who are unable to access other dental services.  These people include children, those who are anxious or phobics, the medically compromised, those with learning and/or physical disabilities, mental health needs, challenging behaviour/abusive and aggressive. Those under influence of alcohol and drugs.  Overcoming the language barrier created by foreign visitors. Provides Information and advice directly to patients.



	RESPONSIBILITIES

1. Patient/Client Care

· Provides clinical and technical services for patients, and to assist clinical dental staff at the chairside ensuring a high standard of cleanliness is maintained in the surgery.

· Ensure safe instrument decontamination procedures and maintenance checks are carried out in accordance with Dental Access Centre protocols.

· Promote high quality standards and good professional dental nurse practice in support of the clinicians within the clinic.

· Provides advice to patients about general dental care in person and over the telephone for all dentall procedures undertaken.

· Carries out reception duties.  This may include the taking of telephone calls and making/cancelling appointments using computer software programmes, filing, pulling patients notes, send and receive faxes.

· Participate in the maintenance of Health and Safety standards and safe practice within the environments of the clinic setting, or domiciliary/mobile setting if required.

· All employees of the Trust have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  
· Employees are required to co-operate with management to enable the Trust to meet its own legal duties and to report any hazardous situations or defective equipment.

· Promote oral health and preventative dental care within the Dental Access Centre
· Work with staff and colleagues to establish and develop a flexible team approach delivering a quality service

· Maintain patient confidentiality 

· Disinfection, packaging, labelling, completion of paperwork for all laboratory work

2. Policy and Service

· Participate in clinical audit and peer review, as required, and commit to continuing professional development needs as identified by annual appraisal.

· To support Senior Nurse in the organising and operating of the clinics
3. Financial and Physical 

· Occasionally required to collate and collect patients NHS charges
· Checking stock levels and ordering of stock via Henry Schein and/or Web basket.  Carry out regular stock inventories

· Providing own means of travel to all outlying clinics
4. Staff, Human Resources, Leadership, Training

· Assisting the induction of new staff
· Provides support to Dental students
5. Information

· May be required to complete all aspects of NHS paperwork, charges and exemptions and ensures they are appropriately recorded and sought.

· Maintains, input and update manual and electronic records with established procedures and regard to the provisions of the Data Protection Act 1998.  Ensure that patient records Dental Access Service documents are accurately completed for patient/treatment data collection and student assessment.
6. Research and Development

· Assist and support the Director of Community Based Dentistry and Senior Dental Nurse in the ongoing development of the Salaried Dental Service.
· Assist and support the General Manager, Senior Dental Nurses and Senior Dental Officers in the ongoing development of the Salaried Dental Service
7. Freedom to Act

· Required to use own initiative within occupational guidelines
· Work is managed rather than supervised


	SIGNATURE

Postholder







Date

Manager







Date




	NOTE

The content of this post will be reviewed in consultation with the postholder when necessary and in line with Service developments.  The postholder will be subject to formal periodic performance reviews

The job description is an outline of the main duties of the post.  The postholder will be required to undertake other or additional duties commensurate with their grade as directed by the General Manager, Lead Dentist and Senior Dental Nurses or the Director of Community Based Dentistry.  They will be expected to maintain the skills and knowledge appropriate to that grade through relevant training.

The postholder’s duties must, at all times, be carried out in compliance with the Trust’s Policies and Procedures.  In particular the postholder must act in accordance with the Health and Safety Policy.

The postholder is expected to be flexible and will be expected to work elsewhere within the Salaried Dental Service geographical boundaries when required.  This may also include working in a domiciliary situation, visiting hospitals, schools or prisons as required.  Travel expenses are payable in line with NHS policies  

	

	     GENERAL
· This is a description of the job as it is at present constituted.  It is the practice of this organisation periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.   It is the organisations' aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes to your job description after consultation with you.

· We are committed to serving our community. We aim to co-ordinate our services with secondary and acute care.

· We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

· We recruit competent staff whom we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

· The Trust operates a 'non smoking' policy.  Employees are not able to smoke anywhere within the premises of the Trust or when outside on official business.

· All employees must demonstrate a positive attitude to The Trust’s equality policies and Equality Scheme. Employees must not discriminate on the grounds of sex, colour, race, ethnic or national beliefs, marital status, age, disability, sexual orientation, religion or belief and will treat patients, colleagues and members of the public with dignity and respect. 

· If the postholder is required to travel to meet the needs of the job, we will make reasonable adjustments, if required, as defined by the Disability Discrimination Act.




	HEALTH AND SAFETY AT WORK

The employer will take all reasonably practical steps to ensure your health, safety and welfare while at work. You must familiarise yourself with the employer's Health & Safety policy, and its safety and fire rules. It is your legal duty to take care for your own health and safety as well as that of your colleagues.

INFECTION CONTROL - ROLE OF ALL STAFF 


It is the responsibility of all members of staff to provide a high standard of care to patients they are involved with. This includes good infection prevention practice. 


All staff have a responsibility to comply with Infection Prevention and Control policies and procedures, this includes: 

· Attending mandatory and role specific infection prevention education and training. 

· Challenging poor infection prevention and control practices.

· Ensuring their own compliance with Trust Infection Prevention and Control policies and procedures for example, standard precautions, hand hygiene, prevention & management of inoculation incidents

CONFIDENTIALITY

You may not process or disclose any information of a confidential or personal nature relating to the employer or in respect of which the employer has a duty of confidence to any third party other than where you are obliged to disclose such information in the proper course of your employment or as required by law.  Any failure to comply with this term of your employment will be treated as an act of misconduct under the employer’s disciplinary procedure. 

SAFEGUARDING

To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role, which will include recognising the types and signs of abuse and neglect and ensuring that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding adults and/or child protection.

Everyone within Northern Devon Healthcare Trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of vulnerable adults, children and young people and for ensuring that they are protected from harm.  Northern Devon Healthcare Trust ensures that the Trusts Child Protection and Safeguarding Adult policies and procedures are promoted within the Trust and adhered to by all members of staff.

JOB DESCRIPTION AGREEMENT

Job holder’s Signature:
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Date:


.....................................................................................

Manager’s Signature:
.....................................................................................

Date:


.....................................................................................




PERSON  SPECIFICATION

	Criteria
	Essential
	Desirable
	How Tested?

Application Form, Interview or Test
	Met / Not Met

	Education/Qualifications/Training
	
	
	
	

	Details of education, qualifications, professional registration, CPD required. 
	· Qualified Dental Nurse registered with the General Dental Council
· Registrable dental nurse qualification (NEBDN/NVQ3/Hospital)

· 2 years chairside experience

· Good general education
	· Membership of professional dental nurse organisation

· Post-certificate qualification in Sedation or Special Care Dentistry 
	
	

	Knowledge and Experience
	
	
	
	

	Specific knowledge and length of work/post registration experience required: 


	· Recent experience of working in a team environment

· Further post qualification

Training or experience to diploma level or equivalent
	· General Dental Service/SPDCS/Hospital
· Working with patients with special care needs
	
	

	Skills and Abilities
	
	
	
	

	Eg, excellent interpersonal and communication skills at all levels; ability to manage own workload, excellent presentation skills, ability to plan, prioritise and manage deadlines; IT skills
	· Excellent interpersonal, oral and written communication skills

· Willingness to use dental computer system

· Ability to prioritise tasks

· Understanding the importance of staff development

· Understanding of the aims and objectives of the Salaried Dental Service.  Ability to learn new work based skills
	· Time management skills

· Evidence to suggest continuing professional development

· Computer skills
	
	

	Personal Qualities and Attributes
	
	
	
	

	Eg, creative and innovative, enthusiastic, 
	· Empathy with all patient groups including those with special care needs
· Interest in oral health promotion

· Able to diffuse tension and nervous/ confrontational patient situation

· Able to motivate patients

· Proactive partnership approach to team building

· Positive outlook
	· Commitment to succeed

· Ability to work with groups
	
	

	Other Requirements 
	
	
	
	

	Eg, mobility throughout the area covered by the Trust
	· Maintaining own health and safety and that of patients and other staff

· Willingness to travel to other clinics as required

· Maintains confidentiality to work within Data Protection Act.
	· Car driver/use of car
	
	


ADDITIONAL INFORMATION FOR  JOB  MATCHING

	PHYSICAL  EFFORT

· Required to sit or stand in a restricted position for extended periods
· Occasionally required to assist with supporting patient to enable them to receive treatment in line with department protocols
· On occasions may be required to carry domiciliary or school screening equipment
· May be required to assist unsteady patients and/or patients in wheelchairs in accordance with manual handling protocols


	MENTAL EFFORT
· Clinical duties may include tasks in which the dental nurse will be required to concentrate for short periods of time e.g. surgical treatment


	EMOTIONAL  EFFORT

· Duties may involve being exposed to distressing or emotional circumstances in relation to treating children, the disabled or general public
· Weekly work pattern is subject to change at short notice
· Will be required to work at other sites, including occasional domiciliary locations where safety and clinical support may be compromised


	WORKING  ENVIRONMENT

· Daily exposure to highly unpleasant working conditions, e.g. infectious  materials, body fluids, etc and patients who have or may have blood borne viruses, unpleasant odours
· Work requires following local rules for radiation protection
· Occasional to be present when anaesthetic gases are used – following set procedures
· Following the protocol for the draining and replacing of x-ray developing fluids on a fortnightly rota basis.

· Following the procedure for x-ray developing and recording of all x-rays taken



	HAZARDS :

	Laboratory Specimens

Proteinacious Dusts
	
	Clinical contact with patients
	x
	Performing Exposure

Prone Invasive Procedures
	

	Blood/Body Fluids
	x
	Dusty Environment
	
	VDU Use
	X

	Radiation
	x
	Challenging Behaviour
	X
	Manual Handling
	X

	Solvents
	
	Driving
	X
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
	

	Cytotoxic drugs
	
	Night working
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