JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title: Dental Nurse – Special Care Band 4
Responsible to: Dental Nurse Team Leader
Department(s): Public Dental Service 
Directorate: East Ayrshire Integrated Health and Social Care Partnership
Operating Division: Primary Care Development
Job Reference:

No of Job Holders:  
Last Update (insert date): June 21



	2.  JOB PURPOSE

	To provide comprehensive clinical support to the clinicians, assisting with dental treatments, preparing dental materials and providing post treatment advice to patients. 
To provide care, emotional and physical support to the patient throughout all dental procedures in a variety of locations.
To maintain Control of Infection procedures in the dental surgery and other locations including surgery fixtures, equipment, laboratory work and the decontamination and sterilisation of dental instruments.
To provide reception duties & administrative support to the clinicians.




	3. DIMENSIONS

	The Public Dental Service Team comprises of a team of approximately 150 dental professionals and support staff providing Clinical Dental Services, a National Dental Inspection Programme, and Oral Health Promotion and Childsmile programmes throughout NHS Ayrshire and Arran. 
Working as part of a team the post holder will provide clinical and administrative support to the clinicians for the following groups of patients -  

· Adults and children e.g. anxious or phobic
· Priority Group patients i.e. patients with additional needs, prisoners and homeless.

· Dependant Older People

Some of these patients may require dental treatment carried out using general anaesthetic or inhalation/IV sedation.
Work is carried out in a variety of settings including - 
· nursery and primary schools

· dental surgeries within health centres and hospital clinics

· care homes 
· resource centres

· hospitals – in-patients and day surgery unit 

· domiciliary visits

· prison 

The post holder will be allocated a base clinic on appointment but may be required to work at any location and with any client group in NHS Ayrshire and Arran as the needs of the service dictate. The demands of these care settings are such that the post holder will be required to relate professionally across a multi-disciplinary team in health, social care, private sector and educational settings. 




	4.  ORGANISATIONAL CHART 

	

                                        
                                 


	5.   ROLE OF DEPARTMENT

	The Public Dental Service provides a range of dental services to the population of NHS Ayrshire and Arran. These include;
· A range of clinical dental services to patients who cannot access General Dental Practice services or require specialist services. These may include -
· Adults and children e.g. anxious or phobic
· Priority Group patients i.e. patients with additional needs, prisoners and homeless.
· Dependant Older People

· The Public Dental Service provides dental treatment to patients in a variety of settings e.g. nursery schools, primary schools, community health centres and hospital clinics, Dental Student Outreach centres, care homes, resource centres, hospitals including the day surgery unit at Crosshouse, domiciliary care and prison settings.
· The Public Dental Service provides dental treatment under general anaesthetic in the day surgery unit at Crosshouse Hospital. Anxious patients who are referred to the service for Dental treatment using inhalation sedation are treated in North, South and East Ayrshire. However, those who require intravenous sedation to have dental treatment carried out are treated within the dental department situated at UHA.

· Salaried General Dental Practitioner Services are provided in remote and rural areas i.e. Dalmellington, Patna and the Isle of Arran. 

· Provision of Dental Access services for homeless and chaotic lifestyle patients.
· Weekday Emergency Dental Services provides urgent and emergency dental care for Public Dental Service patients.  Unregistered patients are signposted to local General Dental Practices.   This also includes a Dental Triage Helpline which is operates Monday – Friday from 8am to 6pm.  
· Out of hours Emergency Dental Services are delivered jointly by NHS24, General Dental Practitioners and the Public Dental Service at weekends and public holidays i.e. Easter, Christmas & New Year. The Public Dental Service provides management, clinical, dental nurse, administration and reception support for the out of hours Emergency Dental Service. It also provides dental triage helpline cover during working hours handing over to NHS24 for evening and weekend calls. 

· The Public Dental Service supports Student Outreach Services in the Teach and Treat Dental Centre located within the Northwest Area Centre, Kilmarnock for undergraduate dental students from Glasgow University. The students attend in cohorts of four and are supported by a Senior Dental officer and two dental nurses. 
· Delivery of a National Dental Inspection Programme in primary schools for epidemiological requirements as set by the Scottish Government. 
· Delivery of a wide-ranging programme of Oral Health Improvement activities within the service area

· Delivery of National Childsmile Programme 




	6.  KEY RESULT AREAS

	Clinical Duties
The post holder will assist the clinician in the provision of comprehensive dental treatment in accordance with the Standards of the General Dental Council & NHS Ayrshire and Arran organisational policies.

Anticipate the requirements for the dental procedure and provide chair side assistance including aspiration of the oral cavity, handling & preparation of dental instruments & materials safely in accordance with manufacturer’s instructions. This will involve the manipulation of fine tools and dental materials, with a need for a high level of accuracy.
Maintain support & care for the patient at all times during dental treatment including post operatively ensuring that any relevant instructions are provided.

Assist the clinician in the provision of dental treatment for patients within priority groups and with additional care needs e.g. patients with learning/physical disabilities, dependant older people, medically compromised, bariatric patients, patients with chaotic lifestyles and mental health problems, safety net patients, prisoners etc. who have difficulty accessing General Dental Practice services. 

For inhalational sedation: assemble the inhalational sedation equipment, carry out safety checks on equipment, and prepare for use.  Clinical monitoring of respiration rate and other vital signs. Adjusting flow of  sedation gases under supervision of a registered dental surgeon

Assist the clinician in the production of radiographs as defined in IR(ME)R Regulations and local working procedures.  All dental nurses carry out basic operator duties e.g. process phosphor plates. Radiography trained dental nurses may act as operator and carry out dental exposures under written guidance from a practitioner i.e. the dentist.  
Requirement to triage calls from patients, determine the level of emergency and offer an appropriate appointment. This would include providing support on the Dental Triage Helpline when working at reception as part of a rota or in the event of annual leave or sickness absence. 
Provide oral health care instruction and dietary advice, tailored to the individual’s ability to understand, to patients/parents/carers on a one to one basis to improve the individuals’ oral health, knowledge and understanding in compliance with the Oral Health Strategy for Scotland.

Decontamination
Cleaning & preparation of dental surgery prior to and following treatment in accordance with the organisation's Control of Infection & Health & Safety Policies.

Cleaning and maintenance of dental equipment including chair, spittoon, suction hoses and filters etc. 

Comply with HFS decontamination guidelines to ensure that all dental waterlines are disinfected daily to prevent Bio-film build up.

Ensure all contaminated dental instruments are decontaminated (cleaned, disinfected and sterilised) and properly maintained and stored. This may involve delivery of instruments to a Local Decontamination Unit (LDU) for processing or liaising with Central Decontamination Unit (CDU) for processing of day surgery theatre instruments. 
The dental nurse will be required to undertake Local Decontamination Unit (LDU) Operator duties in outlying clinics or to cover for annual or sick leave. This would include daily testing of LDU equipment and monitoring and recording of results. Ensure all dental instruments are processed through the decontamination and sterilisation procedures and the safe packing and storage of sterilised instruments. 
Organise all dental laboratory work, including dentures, orthodontic appliances and crown and bridge work. Disinfecting, packaging and arranging collection and return of these items. 

Reception and Administration

Planning patient workload and ensure appointments are arranged for various clinics, nursing homes and domiciliary visits.  Appointments require to be arranged to suit patients needs and allowing for travel time for the clinician on domiciliary visits. 
Undertake reception/escorting of patients attending for dental treatment whilst communicating in a caring manner to reassure the patient. 

Ensure valid consent, medical history, proof of exemption, adults with incapacity certificate has been obtained for the patient. 
Maintain patient records, dental chartings, filing system and input of data onto computer software system in accordance with Data Protection and Patient Confidentiality Policy.

Completion of GP17 (dental payment forms) and prior approval forms connected with Practitioner Services and forwarding to Dental Estimates Board in Edinburgh. 
Completing instructions to dental laboratories according to the instructions of the clinician.  

Checking collection and delivery of laboratory work and co-ordinating laboratory stages with appointment times.

Maintain stock control and ordering of supplies from dental companies, area supplies and pharmacy including drugs for emergency drug kits.
Provide patients with dental estimates of the cost of their dental treatment and take cash and cheque payments.
Totalling cash and cheque payments received against receipt book, completing relevant paperwork and banking of money
Dealing with patient complaints and/or escalating to appropriate clinician or manager.

 


	7a. EQUIPMENT AND MACHINERY

	Care and Maintenance of Equipment 

Maintain high standards of cleanliness and infection control procedures in all clinical and decontamination areas in accordance with NHS Ayrshire and Arran Control of Infection and Health and Safety policies.

Daily care and maintenance of all dental equipment including:

Cleaning and disinfection of surgery work surfaces and dental equipment at the start and finish of each day and between each patient. This includes dental chair, bracket table, spittoon, aspirator, operating light etc. 

Daily cleaning and disinfection of spittoon and aspirator suction hoses including filters.

Daily cleaning and disinfection of dental waterlines.
Daily use of equipment including:

· Dental chair/unit/operating light

· Amalgamator

· Aspirator

· Dental curing light

· Dental instrumentation

· Autoclave 

· Washer disinfector 
· Handpiece lubricator

Use of portable wheelchair platform and bariatric bench 
Equipment used for inhalational sedation:

· Inhalational sedation machine – delivers sedation gases to patient.

Daily and weekly checks and tests on autoclaves and washer disinfectors 

Draining of compressors.

Weekly check of emergency oxygen cylinder and equipment
Handling and disposing of hazardous substances/waste including sharps, clinical waste, mercury, dental and cleaning materials in accordance with organisational Health and Safety procedures.
Safe handling and transporting of used medical devices within clinics.

Safe handling and transporting of dental materials, clinical waste/sharps, instrumentation, used medical devices and emergency equipment including oxygen cylinders used on domiciliary visits in line with local and organisational procedures, COSHH etc. 
Office Equipment
Computer system

Photocopier

Telephone System

Scanner 
Fax



	7b.  SYSTEMS

	Use of a computerised appointment system on Carestream Clinical Plus or similar dental software system 
Maintaining confidential patient information, dental chartings and treatment plans on Carestream Clinical Plus dental software system.
Management of an appointment recall system

Entering information for the National Dental Inspection Programme onto computer database.
PECOS –responsible for ordering of supplies on electronic stock ordering system 
Datix – reporting of patient complaints /incidents / adverse events in accordance with Health and Safety guidelines and escalating to appropriate person.
Decontamination equipment tests – completion of daily/weekly test sheets/quarterly assurance reports
Reporting of faulty equipment

Telecommunication, security and alarm systems.




	8. ASSIGNMENT AND REVIEW OF WORK

	The post holder will be assigned their duties by the Dental Nurse Team Leader. The type of duties carried out may vary in accordance with the day to day requirements of the service.
Workload is generated from daily patient activity from within the remit of the Public Dental Service and referrals from General Dental Practitioners and other Health Professionals.

Review of work is measured against set objectives as agreed with line manager at Personal Development & Performance Review meetings.

The post holder may be required to undertake other duties within the remit of the Public Dental Service consistent with the grade, or to cover sick/annual leave as directed by the Dental Nurse Team Leader or Assistant Dental Services Manager. 



	9.  DECISIONS AND JUDGEMENTS

	The post holder is expected to work autonomously within clinics without the immediate 

supervision of a line manager.

Triage calls from the general public; in response either organise an appointment, redirect the 

call or offer appropriate advice. 

Use personal initiative to manage the appointment book, ensure that the length of appointment is suitable to enable satisfactory completion of treatment, ensure that overall clinical time

 is maximised and that other constraints are kept to a minimum e.g. travelling time to 

domiciliary cases.

Ability to adapt to changing circumstances during any dental procedure or to daily plans 


e.g. change of treatment plan, patients cancelling or failing to attend appointments resulting 

in re-scheduling of appointments.

Analysis of impending surgical procedures and provision of appropriate instrumentation e.g. 
setting out of instruments for specific procedure plus any others which may be required due
 to unexpected change to treatment plan.

The post holder must plan optimal use of clinical sessions and activity using their knowledge 

and experience of the impact of the patient’s medical condition, social 

circumstances, psychological state and disability on the provision of clinical dental treatment.

Use of personal initiative to anticipate likely materials demands and maintain adequate stock

 of essential supplies.

The post holder must recognise where improvements can be made to the delivery of dental care

for patients and propose changes to protocols and practices.
The post holder must work within the limits of their knowledge and experience and know when

 to seek guidance from a senior member of staff.


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Ability to work well within a team: providing close clinical & administrative support to the dentist while simultaneously maintaining a professional and caring manner towards patients, some of whom are very challenging and difficult to treat.

Working in a constantly changing clinical environment to successfully deliver courses of treatment to adults and children with severely challenging behaviour; these include highly complex care needs, complex medical histories, severe anxiety and patients with mental ill health, drug and alcohol dependence, physical and learning disabilities and frail older people all leading to difficult and unpredictable conduct in the surgery.

Ability to empathise with patients while at the same time being able to apply clinical detachment in order to carry out sometimes unpleasant but necessary treatment.

When carrying out triage duties being able to decide the level of the emergency and select appropriate care pathway for patient. 



	11.  COMMUNICATIONS AND RELATIONSHIPS

	The post holder is required to communicate effectively with a wide range of service users i.e. patients, family members, carers, colleagues within the Public Dental Service and General Dental Service, hospital and other NHS staff, schools, nursing homes and health and social care providers in the local authority and independent sector. Discretion, diplomacy, courtesy and confidentiality to be used at all times, when dealing with patients, parents carers and other members of staff, health professionals and the general public

    INTERNAL

· Line Manager/Dental team members 

· Estates – for repairs 

· IT department - computer advice/queries
· Purchasing/stores - enquiries and ordering

· Other healthcare professionals -, referrals and information gathering and in an advisory capacity

· Staff Representative – Information and advice

· Training departments – Continuous Professional Development, mandatory staff training

· Employee Relations – Information and advice 

EXTERNAL

· Patients and carers contact by telephone and mail regarding queries/referrals /appointments

· Patients (domiciliary visits), contact by telephone and mail regarding queries/referrals/appointments

· Other healthcare professionals (Care home staff) referrals and information gathering and arranging visits

· Scottish Dental Practice Division – Queries relating to patients treatment, Prior Approvals and costs. 

· Mainstream/Special Care Schools, liaise with multi-disciplinary staff in order to arrange dates/accommodation to enable inspections, treatments to be carried out. 

· Social Work Dept. –when dealing with children in care or families with problems. 

· Laboratory Technicians – to make arrangements for delivery/collection of dentures or orthodontic appliances. 

The post holder gives and receives confidential information about patients’ medical conditions and social histories, gives post operative instructions and communicates information about appointments and clinical schedules.

Dealing with people with learning and physical disabilities (often of a profound nature), people who are terminally ill, drug users, children in care and those whose distress and anxiety prevents them receiving treatment from the general dental service. The post holder must therefore be able to communicate with sympathy, compassion, persuasion and reassurance and dignity when dealing with these vulnerable groups of patients and their families and carers.

Provide and receive sensitive information requiring tact, motivation, persuasive or negotiating skills where the client or staff may feel vulnerable, have limited communication or become hostile or aggressive.  These types of skills may be used when encouraging a patient to accept dental treatment.


	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	       Physical Effort/Skills

IT skills – keyboard skills requiring accuracy

There is frequent requirement to exert moderate physical effort for several short periods during a shift.

Frequent requirement for sitting, standing in restricted position due to nature of work e.g. lengthy clinical procedures, assisting in varying surgical procedures for several patients per clinical session.
Moving & handling of heavy dental equipment e.g. x-ray equipment 
Transporting & carrying stock, instruments and dental equipment required for domiciliary visits including emergency drugs and compressed gas oxygen cylinder.
Driving between clinics/hospitals

     Awkward and uncomfortable working position caused by physical or mental disability of 

     patient
 Mental Effort/Skills

There is a frequent requirement for concentration where the work pattern is unpredictable and also a frequent requirement for long periods of concentration e.g. a constant requirement to concentrate whether assisting during clinical procedures, carrying out reception and administration duties or decontamination and sterilisation of dental instruments sometimes requiring to change from one activity to another throughout the day.
Maintaining a safe work environment while clinical procedures are carried out.

A requirement for prolonged concentration during clinical procedures, keeping patient records & paperwork up to date, entering data into a database.

     Regular organisation of workload across disparate sites – clinics, nursing homes, hospitals
     and domiciliary visits.

Emotional Effort/Skills

Post holder may be isolated from line manager when working in outlying rural clinics. 
Occasional exposure to distressing or emotional circumstances.
Assisting the clinician in the provision of dental treatment involving:-
Adults with additional care needs and children some with social & family problems resulting in behavioural problems.

Patients who are drug substance abusers and with Blood Borne Viruses. 
Anxious/phobic patients requiring persuasion and reassurance in order to carry out dental treatment 
Patients with learning/physical disabilities, mental health problems, frail/older people/dementia 
Patients with complex medical histories/distressing illnesses e.g. oral cancer.

Dealing with patients who are distressed due to severe toothache.

Environmental Demands

      Frequent exposure to body fluids; saliva & blood on daily basis
      Occasional exposure to verbal aggression e.g. from service users looking for dental
      services.

Occasional exposure to physical aggression e.g. from patients - special needs or anxious/phobic.

Frequent exposure to body odour, unclean patients and unclean and unsanitary homes.
Exposure to nitrous oxide due to patient mouth breathing.




	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	The post holder must be registered with the General Dental Council and hold the 
National Certificate in Dental Nursing or Oral Health Care Dental Nursing SVQ level 3 or equivalent.
The National Certificate in Special Care Dental Nursing (equivalent to SVQ Level 4) is desirable as is experience of assisting in clinical sessions for patients with additional care needs, complex medical histories and/or who display challenging behaviour. 

A post qualification National Certificate (equivalent to SVQ Level 4) would be desirable but not essential to the role e.g. Radiography or Oral Health Promotion.

A current portfolio of Continuing Professional Development;

The post holder has a legal requirement to undertake Continuing Professional Development (CPD) as determined by the General Dental Council (GDC). Current requirements in order to maintain registration is 50 hours over a 5 year period and should include the following recommended topics;

· Medical emergencies

· Disinfection and decontamination

· Radiography and Radiation protection

· Legal and Ethical Issues

· Complaints Handling

· Oral Cancer: Early Detection

· Safeguarding Children and Vulnerable Adults 

The post holder must understand the management of medical emergencies and have been trained in the use of an automatic external defibrillator

Excellent communication and interpersonal skills

Must be car owner / driver


Person Specification: 
	Qualifications & Training – Essential Criteria

	National Certificate in Dental Nursing or Oral Health Care Dental Nursing SVQ level 3 or equivalent.

Registered with the General Dental Council

Current Portfolio of Continuing Professional Development

	Qualifications & Training – Desirable Criteria

	A post qualification National Certificate (equivalent to SVQ Level 4) would be desirable but not essential to the role e.g. Special Care, Radiography or Oral Health Promotion.

	Experience – Essential Criteria

	A wide range of recent & relevant clinical and reception experience including knowledge of the SDR & GP17’s.

	Experience – Desirable Criteria

	Cash Handling 

Triage

	Knowledge – Essential Criteria

	GDC Standards

Decontamination of Dental Instruments Guidance & Process

Knowledge of dental software packages e.g. Carestream Clinical Plus, Kodak R4



	Knowledge – Desirable Criteria

	Microsoft office packages e.g. email, word

	Competencies & Skills – Essential Criteria

	Excellent communication skills – verbal & written

Good organisational, time management & problem solving skills

Computer Skills

	Competencies & Skills – Desirable Criteria

	

	Personal Characteristics and Other – Essential Criteria

	Ability to work as part of a team and on own initiative. 



	Personal Characteristics and Other – Desirable Criteria

	


Assistant Dental Services Manager





Dental Nurse Team Leaders 








LDU Operators 








Special Care Dental Nurses





Special Care / Conscious Sedation Dental Nurses 
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