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INTRODUCTION
Dental Assisting 101 is offered through The Institute of Dental Assisting. This is an 80-hour course, meeting one day per week for ten weeks, which is designed to prepare the student for an entry-level position as a chair-side dental assistant.  Becoming a dental assistant requires teaching (academics), touching (hands-on experience with dental materials), and training (actually sitting down and learning to assist the doctor). This course establishes the teaching and touching, while the actual “training” takes place with the hiring doctor after graduation.  This course is for the highly motivated student as the teaching is fast paced, stimulating, and relies on individual participation.  Two instructors per eight to twelve students ensures personal attention. Lecture notes, lab materials, and textbooks are provided. You will be job-ready after completing this course.  Many of our students secure positions before the close of class.
The Institute of Dental Assisting is a sole proprietorship established in 1992 by James Shipley, D.D.S., who is President of the school.

Dr. James Shipley....................School Administrator and Instructor

Sandra Schaaf..............Clinical Instructor
Holly Goke……………………Clinical Instructor

Jennifer Rupnow.………………Office Assistant 
Erin Kuesel............................... Business Manager and Instructor
ENROLLMENT
Students may enroll in a class any time up to and including starting day.

Students will be encouraged not to enroll after the first class has started except for makeup purposes.

ENROLLMENT REQUIREMENTS

Applicants must be 18 years of age and be able to read and write the English Language.
SCHOOL REGULATIONS
1.  Students are required to complete the enrollment application in FULL. 


2.  Students are required to sign the Attendance Sheet at the beginning of each class.  Should a student be unable to attend a class by reason of illness or other reason, the school office should be notified, (608-836-1422), as appropriate, and such class time may be made up during a future scheduled course.  This will be subject to space availability and there may be a charge for the additional time.  The school does not differentiate between unexcused and excused absences.

3.  Students are expected to be on time for all classes.  Should a student be more than one half-hour late for class, the instructor shall indicate such on the student's attendance card.  Time and class material will have to be made up at the direction of the instructor.  Class begins at 8 AM.  As part of your training please arrive at least 10-15 minutes early so that you will be ready when class starts.  Also, quizzes are given every week at the start of class.  If you are late it may result in not being able to take the quiz.
4.  Should a student find it necessary to take a leave of absence from the school, they should notify the school office, (608-836-1422), in advance.  Classes may be made up by participation in the next scheduled course.  This will be subject to availability.  Students are not suspended or dismissed for clarified leave of absence.  A leave of absence is permitted for up to one full year to complete the course.

PROBATIONARY PERIOD:  The Institute of Dental Assisting does not have a probationary period.

5.  The school does not have any restrictions on grades received for make-up work.

SCHOOL POLICY
1.  The tests given are a mid-term and a final exam.  The tests will be multiple choice, fill in the blank, matching and clinical testing.  The tests will determine the student's skill, knowledge, and aptitude.
2.  All tests will be graded by the instructor and/or clinical assistant and shown to the student the next scheduled class period following the exam.  No other progress reports are issued to the student.  Students are not suspended or dismissed for unsatisfactory grades or progress.  

3.  The school maintains all quizzes and the Mid-Term and Final Exam. For each clinical and practical subject, a record is kept of the grade received.  These records are kept for a maximum of three years.  After the three years, we will only keep a record of dates of attendance and final scores.

4.  Satisfactory completion of the course is (80) eighty hours of classroom instruction, (eight hours once a week for ten weeks).

5.  Graduation certificates will only be issued upon satisfactory completion of each of the clinical subject units, and a combined score of 70 or higher on the quiz average, mid-term, the practical clinical review, and the final exam.

GRADING SCHEDULE

The Institute offers its diploma on a "Satisfactory," or "Unsatisfactory" basis.  The student is rated "U" or "S" on an ongoing basis, with opportunity to raise proficiency in dexterous skills throughout each class period.  The practical skills are rehearsed until the student is ("S") satisfactory.

Academically, the student is graded at Mid-Term and Final.  A numerical grade on a scale of 0-100 will determine pass/fail.  If a student does not receive a 70 or higher, the student will be given opportunity to retake the test one time to attempt to obtain a 70 or higher.

A student who simply does not demonstrate the skills, interest, or success potential to become a dental assistant will be advised by the director to drop from the course, or prove proficiency to a satisfactory level.
PROGRAM OBJECTIVES

The Institute of Dental Assisting serves to teach and train the student to understand the scope of dental assisting.  Offering the student exposure toward becoming a cross-trained assistant, this course offers the initial training and practice needed to qualify the student to become a serious job candidate.

DISMISSAL AND CONDUCT

Mature behavior and conduct consistent with the highest business standards are expected of each student.  The school reserves the right to suspend or dismiss a student who engages in unsatisfactory conduct such as dishonesty, failure to adhere to school rules and regulations, destruction or theft of school property, activity which impinges on the rights of others, possession or consumption of alcoholic beverages at any time.  The school does not dismiss a student for 

unsatisfactory progress in subject material. Any student suspended or dismissed will not be readmitted, and refunds are subject to the refund policy.


TUITION FOR THE COURSE

The total cost of this course is $3,195.00. The tuition includes 80 hours of class time, textbooks, lab products and dental materials, and a Dental Assistant Certificate upon completion of the course. The school requires the student to obtain the required books and supplies from the school. No meals are provided.

Payment for the Dental Assisting Course can be made using one of these options:

1.  $3,195.00 paid in full on or before the first class.

2.  $395.00 down payment before the first class, then $700 per class for four weeks.  Payments are due at the beginning of each class.

A $395.00 down payment is required no later than one week prior to the start of each class with either of the payment options to GUARANTEE your place.

Payment may be made by cash, personal check, money order, or credit card.

The Institute of Dental Assisting reserves the right to cancel any course due to insufficient enrollment.

SCHEDULE OF CLASSES

Classes run every Saturday for ten weeks, from 8:00am to 4:00pm with a half hour lunch break. Each class on the course schedule runs for 8 hours. 

PREVIOUS SCHOOLING

1.  No previous schooling is required.  A high school diploma or GED is strongly recommended.

2.  The school does not grant advanced standing for prior education and training.

3.  Students will not be given a degree nor any credits for completion of this program. A certificate is awarded for satisfactory completion.

CLASS FACILITIES

Classes are held in Dr. Shipley's dental office.  While students receive clinical training in a functional dental office, they will not be working on patients.  A lecture/media room is utilized in addition to the clinical and lab areas.

The lecture room is equipped with tables and chairs.  A whiteboard and TV are also available.  Classrooms have close proximity to restroom facilities.

RE-ENROLLMENT POLICY

Should a student have need to drop out of the dental assisting course, the student  may re-enroll by:

1.  Notify the school in writing as to reason of dropping out.

2.  Request re-enrollment in writing addressed to the school administrator at:  8383 Greenway Blvd. Suite 120 Middleton, WI 53562.

3.  Student may re-enroll at no extra cost within one (1) year's time of the next class session when it is held.

If sufficient enrollment, classes will be held two or three times a year.

REFUND POLICY

A full refund will be made of all deposits or payments if cancellation is made before the start of the first class or within three (3) business days after receiving notice of acceptance from the school, whichever is longer.

PARTIAL REFUND

After the first class but prior to the second class, all but $395.00 will be refunded if cancellation is made. Books will be returned in excellent condition to the school.

For withdrawals during Class 2 through 5, a prorated refund of the balance will be made subtracting $395 for the cost of books, supplies and other charges.  No refunds will be made after the 5th class.

Those wishing to cancel or withdraw for illness or personal reasons may resume their course of study in the next class series with no penalty.

Refunds due to cancellations will be made within ten (10) business days.  Refunds due to withdrawals will be made within thirty (30) calendar days.

Cancellations must be in writing and mailed or dropped off at:

Institute of Dental Assisting

8383 Greenway Blvd. Suite 120

Middleton, WI  53562
(See next page for cancellation form.)

A student who does not attend a class for a period of 3 consecutive class days, without providing, prior to or during that period, an explanation to the school regarding the absences will be considered to have withdrawn.

CUSTOMER'S RIGHT TO CANCEL
(enter date of transaction)

You may cancel this transaction, without any penalty or obligation, within three  business days from the above date.  (Saturdays, Sundays, and holidays are not business days.)

If you cancel, any property traded in, any payments made by you under the contract or sale, and any negotiable instruments executed by you will be returned within 10 business days following receipt by the seller of your cancellation notice, and any security interest arising out of the transaction will be cancelled.

If you cancel, you must make available to the seller at your residence, in substantially as good condition as when received, any goods delivered to you under this contract or sale; or you may, if you wish, comply with the instructions of the seller regarding the return shipment of the goods at the seller's expense and risk.

If you do make the goods available to the seller and the seller does not pick them up within 20 days of the date of your notice of cancellation, you may retain or dispose of the goods without any further obligation.

To cancel this transaction, mail or deliver a signed and dated copy of this cancellation notice or any other written notice, or send a fax to:
                                           INSTITUTE OF DENTAL ASSISTING                                          



     (name of seller) 

at                                              8383 Greenway Blvd. Suite 120, Middleton, WI 53562                                                 
                   (address of seller's place of business)

Fax #: (608) 831-2108

not later than midnight of                                                                                                           
           (date)

Note:  Purchase of educational goods and services offered by a school is deemed to take place when written and final acceptance is communicated to the student by the school.  If the representative who enrolls you is authorized to grant written acceptance at the time you enroll, and does so, the cancellation period ends at the time specified above.  If you have not been accepted in writing at the time you enroll, the cancellation period does not end until midnight of the third business day after the day you receive written acceptance by certified mail from the school.

I hereby cancel this transaction.


                                                                 
(Buyer's Signature)

          (date)





(Buyer's Name - Print)
(Street Address)

(City, State, Zip Code)

DENTAL ASSISTING

COURSE OUTLINE
The following subjects are covered in depth from both a didactic and a practical clinical experience.  The morning lecture is followed by an afternoon of clinical "hands on" training in the operation of all the equipment, instrumentation and materials used in our state-of-the-art practicing dental office.

I.
Dental Theory and Terminology 

A.  Dental and oral anatomy, tooth numbering system

B.  Instrument nomenclature and identification for all aspects of General Dentistry
C.  Dental terminology

D.  Equipment operation, chair positioning, assistant equipment usage

II.
Receptionist - Front Desk Office Management 

A.  Phone techniques and appointment book control

B.  Peg board billing and accounting systems

C.  Billing:  accounts receivable and accounts payable, collections

D.  Filing insurance forms and pre-treatment estimates

E.  Computer system introduction

III.
Four Handed Dental Assisting 

A.  Instrument transfer techniques, chair-side assisting and suctioning

B.  Chair-side doctor/patient assistant program

C.  Tub and Tray systems

D.  Use of instruments and materials in assisting for:

      1.  Operative Dentistry

      2.  Oral Surgery

      3.  Crown and Bridge

      4.  Endodontics

      5.  Periodontics

      6.  Pedodontics

      7.  Orthodontics

E.  Handpiece care and maintenance

IV.
Radiology

A.  X-ray theory and technique, use of Rinn holders and other methods

B.  Intraoral, bitewing, panoramic, and endodontic exposure methods

C.  Developing x-rays using the automatic processor

D.  Darkroom care and maintenance

E.  X-ray safety and precautions

V.
Impressions and Model Trimming 

A.  Impression materials and practice in their use; alginate, rubber base, etc.

B.  Wax bites, counter impressions

C.  Model pouring and trimming

VI.
Sterilization Techniques  

A.  Sterilization theory and terminology, autoclave operation

B.  Instrument and equipment sterilization / disinfection

C.  Treatment room disinfection and asepsis techniques

VII.
Job Interview Assistance 

A.  Proper image, dress, resume, and how to prepare for the job interview itself

B.  Difficult questions you may face - how to answer them

C.  Do's and don'ts during the interview, what to expect
COURSE SCHEDULE
Day 1

General introduction to terminology. Tooth Charting.
Day 2

Radiology theory and practice of intraoral and extraoral x-ray 
      
       
techniques, x-ray safety and darkroom procedures.

Day 3

Composite / filling materials, mixing and curing. Cavity prep, 


restorative materials. 

Day 4
Four-handed dentistry, aspiration, instrument transfer, isolation,  local anesthesia, patient comfort, and handpiece maintenance.

Day 5
Endodontic and orthodontic instruments, materials and procedures, job interview techniques.  Review for Mid-Term.
Day 6

MID-TERM EXAM, Oral surgery and periodontal instruments and   
      
materials.
Day 7

Tub and tray systems. Various sterilization methods. Impressions 

and models.  OSHA.
Day 8

Office management, front desk operation, appointments, billing and      
       
dental insurance. 
Day 9

Crown and bridge instruments and materials. Whitening trays. 


Review for Final.
Day 10
FINAL EXAM AND PRACTICAL EXAM, Pedodontic assisting, and course review, final exam and practical clinical review. Graduation and awarding of certificates.

*ALL STUDENTS*PLEASE NOTE*CLASSES ARE SUBJECT TO CHANGE*
Contact individual instructor to assure accuracy of class schedule.

The Institute of Dental Assisting reserves the right to cancel any class due to insufficient enrollment.  All fees will be promptly refunded.

PLACEMENT SERVICES

The school does not offer any placement services. We will post any available jobs or inquiries from dental offices looking to hire.
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