

JOB DESCRIPTION

	Job Title 
	Dental Nurse
	Employing Organisation
	Devon Doctors Ltd

	Directorate and / or Dept
	Access Dental
	Location
	Plymouth Dental Access Centre

	Pay / Band
	£16.60 per hour
	Hours / Days
	tbc


	Type of Contract
	

	Direct Line Manager:
	Dental Service Manager

	Key Account Manager: 
	Chief Executive


	Qualifications:
	See Personal Specification

	Computer Skills:
	MS Office applications; Dental IT Systems (R4)


	Key Working Relationships 
	· Managers and Staff at all levels and locations within the Devon Doctors Group
· Patients and their Carers / Representatives

· Dentists and Allied Health Professionals within the Devon Doctors Group.

· Local Health and Social Care Providers


	Job Summary:  
The post holder is required to work as part of team within the Out of Hours Emergency Dental Service, to assist the dental clinician in the delivery of emergency dental care services to patients, promoting a patient centred ethos of ‘Putting Patients First’.   
The post holder will support the dentist and dental receptionist with office administration (manual or computerised) to ensure the dental surgeries are prepared for each session, in line with ‘in hours DAC’ and Access Dental protocols. Minimising risk to patients and staff from cross-infection, exposure to hazardous chemicals or radiation by adhering to department ‘best practice’, and health and safety protocols.    



	Key Responsibility Areas 
· To assist the dentist in all clinical procedures

· To ensure that the dental surgeries and equipment are regularly cleaned and maintained including aspiration systems and autoclaves. Paying all due attention to relevant legal and ethical codes, in addition to organisational policies in respect of cross infection control and health and safety.

· To keep accurate records and ensure the recording methods are used in line with agreed policy and current medico-legal guidelines.

· To take all measures to ensure patient comfort.

· To maintain patient confidentiality. (This includes preventing medical histories; treatment plans; conversations, financial transactions being overheard)

· To inform Dental Service Manager via email and stock form of low stocks of expandable materials/stationery.

· To follow organisational, Health and Safety codes in all aspects including handling/processing of images, mercury handling, resuscitation, emergency procedures and fire drill.

· To ensure appropriate paperwork for patient treatment is recorded accurately and submitted in a timely manner.

· To ensure where appropriate, patient charges are collected, where not applicable that suitable documentary evidence is recorded.   

· Follow policies determined by others, e.g. local Clinical Commissioning Groups, Peninsula Dental School, the British Dental Association, the General Dental Council, COSHH and HASAWA. 
· Any other reasonable duties as requested by a manager within the Devon Doctors Group. 

Organisational Responsibilities for the Post Holder:

· To report any incidences of safety breaches, including but not limited to accidents, complaints and defects in equipment.
· Troubleshoot simple computer problems and initiate repair or recovery.
· To ensure familiarisation with disaster recovery and emergency procedures

· Complete all paperwork and maintain administrative systems appropriate to Company needs.

· Provide assistance to colleagues ensuring smooth operations and to provide effective responses to both individual and group needs.

· Adherence to all protocols, policies and guidelines in line with Company requirements.

· The post holder must maintain a safe environment, taking care to avoid injuries and assist the company in meeting statutory requirements. 

· Undertake all mandatory training and other training as required by the Employing Organisation and / or Dental Service Manager.

· Attend Staff meetings, check e-mails regularly and read all communications from the organisation in order to keep up-to-date with operational practices.
· Wear Identification Badges when on duty / carrying out duties on behalf of the organisation.
· Where supplied, wear the organisational uniform when undertaking duties on behalf of the organisation.  Where uniform is not supplied, adhere to the organisational Dress Code. 

· Be conversant with local and organisational regulations and Health and Safety responsibilities. 

· To conform to and actively commit to and promote Devon Doctors Group Customer Service Standards both with internal and external stakeholders.

· Apply infection control measures within the organisation according to local and national guidelines and Standard Operating Procedures
· Abide by the NHS Code of Conduct

· Comply with the Duty of Candour

· Comply with CQC Regulations appropriate to the service provided
· There must be compliance with all policies, protocols, procedures and specific training on:

· The L3 safeguarding of children and vulnerable adults.  

· Infection prevention and control.

· Equality and diversity.
· Health and safety.
· Information Governance.



Information Governance 
General Data Protection Regulation (GDPR) and Data Protection Act (DPA) 2018

All staff are under a personal and legal obligation to comply with information governance requirements. These include statutory responsibilities (such as compliance with the GDPR and Data Protection Act 2018), following national guidance (such as the NHS Confidentiality Code of Practice) and compliance with local policies and procedures. Staff must also comply with the Caldicott Principles and common law duty of confidence. Staff are responsible for any personal and commercially sensitive or confidential information, belonging to individuals including patients, and must ensure it is processed in a secure and appropriate manner. Failure  of any staff member, contractor or third party to adhere to this instruction can be regarded as serious misconduct and may lead to disciplinary action in accordance with our HR policies/procedures and any relevant criminal legislation. Where the incident is serious, this may result in dismissal. 

Confidentiality

You will process personal details and information relating to patients, staff, visitors and other individuals. This information is highly confidential and must not be discussed or divulged to any unauthorised person or in an unauthorised way. You are required at all times to comply with our rules, policies and procedures including guidance contained in any staff handbook(s). From time to time the company will exercise the right to change or update  these existing documents and introduce new ones. Any breach of confidentiality could result in disciplinary action, including dismissal.

Other terms and conditions of your employment are detailed in our organisational policies that are available to all staff on SharePoint. These include our remote access and off-site working policies, code of conduct, IG and IT policies. All staff are responsible for adhering to our policies and procedures at all times. This includes taking appropriate measures to comply and enforce our expected standards in information sharing, records management and information quality. 
This is an outline of the Job Description and may be subject to change depending on the needs of the service, in consultation with the post holder. 
Does this post requires a Disclosure and Barring Service (DBS) Check?  – Yes 

If Yes - Level of DSB Check required – Enhanced 

Does this post require Occupational Health Clearance?  Yes 

Note: All Health Care Workers (DoH 2007) requirements: TB; Hep B; Hep C; HIV; blood born viruses,  plus any additional health care screening - exposure prone procedure (EPP) as may be stipulated by the above.
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PERSON SPECIFICATION
Dental Nurse
	Factor
	Essential
	Desirable

	Qualification
	· Qualified Dental Nurse registered with the General Dental Council and indemnified
· Registered dental nurse qualification (NEBDN/NVQ3/Hospital)

· 2 years registered dental nursing.
· L2 Safeguarding Adult & Children

	· Post certificate qualification in Oral Health Promotion, Dental Radiography, Special Care Dentistry or other.
· L3 Safeguarding Adult & Children

	Knowledge 


	· Evidence that current knowledge is maintained and developed, ensuring competence in nursing skills by actively following a programme of continuous professional development.

· Ability to develop x-rays including the replenishment of developing and fixing fluids. 

· Ability 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
· Evidence knowledge of current Infection Control guidance specifically in relation to the delivery of dental care

	· Operational use of Dental IT systems, R4/Software of Excellence/EMIS Dental.



	Experience
	· .Relevant experience of working in a general dental practice. 


	· Experience of working in a dental access centre or community dentistry.
· Working with patients with special care needs.

· General Dental Service/SPDCS/Hospital

	Communication & skills 

	· Capacity and motivation to take in patient/colleague perspective

· Treats patient(s) with sensitivity and personal understanding

· Is empathetic and checks patient needs are satisfied

· Generates safe/ Understanding atmosphere
· Understands the importance of evidence based practice and clinical effectiveness.

· Understands principles of Clinical Governance
· Previous experience of General • Practice clinical system 
· Ability to make good medical notes

	

	Personal Attributes & Abilities
	· Ability to work flexible hours.

· Proactive approach to team building

· Ability to diffuse tension, nervous/confrontational patients.
· Potential to cope with stressful situations and undertake responsibility

· Motivated and Trustworthy

· Punctual

· Uses resources efficiently
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