OPERATIONAL PROCEDURES MANUAL

© Teresa Davine Infection Control Consultancy

2009

IA IDES

INDIGO DENTAL
CONSULTING SERVICES

CLINICAL
OPERATIONAL PROCEDURES
MANUAL

OPM 2009 1



OPERATIONAL PROCEDURES MANUAL | 2009

© Teresa Davine Infection Control Consultancy

Table of Contents

Content

Section 1. INDUCTION AND TRAINING ......cccutiiiiiiieeiiiieee e
1. POLICY
2. IMMUNISATION RECORDING
3. CASUAL/AGENCY STAFF
4. CODE OF CONDUCT

Section 2. OCCUPATIONAL HEALTH AND SAFETY ...ouuiiiiiiiiiiiieeeiiiiee e

1. INTRODUCTION

2. OBJECTIVES

3. OCCUPATIONAL HEALTH AND SAFETY

4. Occupational Health And Safety And Return To Work Committee

5. TRAINING

6. HAZARDS

7. SLIPS TRIPS AND FALLS

8. SMOKE FREE WORK ENVIRONMENT POLICY

9. SMOKE DETECTORS

10. INFECTION CONTROL PROCEDURES

11. FOOD STORAGE IN REFRIGERATORS

12. EMERGENCY RESPONSE PROCEDURES

13. EVACUATION PROCEDURES

14. FIRST AID POLICY AND PROCEDURES

15. RISK MANAGEMENT AND OCCUPATIONAL REHABILITATION
PROGRAM

16. RETURN TO WORK

17. WORKPLACE BULLYING

18. SEXUAL HARASSMENT

19. LIST OF ITEMS TO BE PROVIDED AT EACH WORK SITE

OPM 2009 2



OPERATIONAL PROCEDURES MANUAL | 2009

© Teresa Davine Infection Control Consultancy

Section 3. CONFIDENTIALITY AND PRIVACY ....outiiiiiiiiiiiiiiieeeeee e
L.PRIVACY POLICY .o
2. CONFIDENTIALITY oo
3. CONFIDENTIALITY AGREEMENT ...t
4. PATIENT RECORDS ...

Section 4. CLINICAL PROCEDURES.........coooiiiiieee et
1. PROTECTION OF PATIENT AND STAFF

B 110 o [ T3 1[0 o 1T
L Personal HYgiene ... ..o
. Hand Cuts and ADraSioNS..........iiuiiiiie e
CHANAWASKN .
. Surgical Handwash ...

€] (0177
cLateX AlIEIgY oo
B €10 1LY o N

2.M INTENANCE MANAGEMENT AND SET UP OF CLINICAL AREA
cTTEAIMENT ZONE..ciei i
. Treatment Perimeter ZONE ........coovvuuiiiiiieeeeeeeeeiiiin et
. Retrieval of Additional Instruments and Materials ....................cceeeeee
. Cleaning During Patient Treatment.........ccccccvvviiiiiiiiiiiiiieeeeeeeeee
. End of Treatment Procedure............ccooeeiieeiiiiiiiiiiee e
Routine maintenance of clinical area .............cccvvvvvvvciiniie e,
. Material Safety Data Sheets (MSDS)........cccoovviiiiiiiiieeeeeeee e
OCESSING OF RE-USEABLE EQUIPMENT
. Sterilising ROOM LaYOUL ........ccoeeiiiiiiiiiiie e
S = 11T T
. Downward displacement sterilisers do class N or S cycle...................
. Pre vacuum sterilisers do a class B cycle. ........cccccooviiiiiiiiiiiiiiiinnnnnn.
. Validation and Calibration ................ccceiiiiii i
T T gL ] (=] 1S PP
. Cleaning of INStrUMENES..........cccoiiiiiiicc e
. Manual Clean of INStrUMENTS:...........uuuiiiiieeiieeeiiieee e
. Mechanical - Ultrasonic Cleaner............cooouuuuiiiiiieeeieeeecee e,
J. Tests/maintenance performed on ultrasonic cleaner:...........ccccceeeeeee...
- Mechanical cleaner — dishwasher ..............ccccvviiiiiiii e,
k. Daily Tests Required for Washer/Disinfector...........cccccuuvviiniineiieenennns
T = 11 = To |1 o RSP
M. TFACKING .. e et e e e e eeaeees
N. Loading Of SEIIISEr .......oiie e e e
o]
p

QP>T TTSTQTTO OO0 T

:U@.—hcno_ocr

3.P

TS QT Q0 TOD

. Unloading Of SEErlISEr .........oiii i
. Storage of Sterilised IteMS .........ooevviiiiiii e

OPM 2009 3



OPERATIONAL PROCEDURES MANUAL | 2009

© Teresa Davine Infection Control Consultancy

4. SUCTION UNITS

5. DENTAL WATERLINE MANAGEMENT

6. HANDPIECE MAINTENANCE
a.Manual lubricating of handpieces. .........coooviiiiiiiii e,
b.Automatic lubricating and flushing of handpieces ..........cccccccoeviieeiennn,
c.Automatic lubrication, cleaning and sterilising unit ...............ccooeeveveeene

7. TREATMENT PROCEDURE KITS

a. Examkit............
b. Periodontal kit ...

C. Local Anaesthetic (LA) Kit ......ouuureiiiieeieieeeiiic e

d. Composite filling
e. Amalgam kit ......

KIt oo

f. FISSUre Sealant Kit ...........cuuiiiiiiiiiie e
0. Glass 10NOMET Kit ......uiiiieiiiiiiiiiie e eeeeeaeees

h. Endodontic kit....

I. Crown/bridge preparation Kit ...

J. Surgical Kit..........
k. Exodontia kit......

[. ENAOdONtIC SUIGEIY Kit.......cceeieeeeiiiie e ee et e et e e e e e e eeneees
m. Periodontal surgery Kit...........ooouuuiiii e

n . Implant kit.........
0. Biopsy kit...........
p. Radiograph kit...

Technique to take intraoral radiograph ...............cccovvviviiiiiiii e,
Digital ProCESSING ...coeeeeeeeeeeeee e

g. Impression Kit ...

r. Other kit in use please insert details ...
s. Other kit in use please insert details.............ccoceeiiiieeiiiiiiciiii e,
t. Other kit in use please insert details ............cccccoiiiiiiiiiiiiie
u. Other kit in use please insert details ............ccceeeiiiieiiiiiiiiii e,
8 RUBBER/SYNTHETIC DAM
9. DISINFECTION OF MUCOSA AND DENTITION

10. DAILY DUTIES.......
Surgery.....ooveeees
Sterilising area ......

11. WEEKLY DUTIES

12. FORTNIGHTLY DUTIES

13. MONTHLY DUTIES
14. ANNUAL DUTIES

15. WASTE MANAGEMENT
a. Infectious Sharps WaSte .............uuuiuiiiiiiiiiiiiiiiiiiii e

b. Infectious Waste
c. General Waste ..

(NON Sharp) ..vveeeeiiie e

d. General recycCling Waste ...........uuuiiiiiiiiiiiieece e
e. Recyclable Dental Waste ...

f. Pharmaceuticals

OPM 2009



OPERATIONAL PROCEDURES MANUAL | 2009

© Teresa Davine Infection Control Consultancy

Section 5. GENERAL FORM AND DOCUMENT RECORDING

EMPLOYEES PARTICULAR FORM

EMPLOYEE MEDICAL INFORMATION AND EMERGENCY CONTACT
FORM

STAFF INDUCTION CHECKLIST - EMPLOYEE

STAFF INDUCTION CHECKLIST - EMPLOYER

TRAINING MATRIX

FOODSTUFF WARNING

OCCUPATIONAL HEALTH AND SAFETY HAZARD REGISTER
ACCIDENT INJURY FORM

. OFFICE SAFETY AUDIT CHECKLIST

0. CONFIDENTIALITY AGREEMENT

Al

HROONO O AW

OPM 2009 5



