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Q1 -Choose the correct answer   :- ( 30 degree)
1- From the clinical functions of SUPERVISOR are:

    a- planning. 

    b- organizing & directing .

    c- controlling & coordinating .

    d- all above
2. someone at an organizational level below an executive but above a supervisor a. Manager
b. Supervisor

c. Executive manager

d. Non of the above
3.------------is getting things done through people
a. Coordination

b. Reengineering

c. Management

d. Non of the above
4.----------- is the projection of actions to reach specific goals

a. Coordination

b. Reengineering

c. Management

d. Planning
5. It occurs when the dentist did something that a reasonable and prudent professional would not do

a. An act of commission
b. An act of omission
c. Open –panel practice

d. Closed-panel practice
6.-----------deal with systems, work processes ,quality control, and other supportive activities

a. Financial plans

b. Physical plans

c. Organizational plans
d. Operational plans

7.A vision is translated into

a. Mission statement
b. Goals

c. Objective

d. Non of the above

8.The patient `s chart usually includes

a. Patient registration form

b. Medical and dental history

c. Radiographs

d. All of the above
9.Mission statement must be expressed clearly in

a. One paragraph or less
b. Two paragraph or less

c. Three paragraph or less

d. four paragraph or less
10.----------------are those described in position description

a. Assigned tasks
b. Delegated tasks

c. Goals

d. Authority
11.The purpose of reengineering is

a. Increasing productivity

b. Reducing costs

c. Improving quality ,or greater customer satisfaction

d. All of the above
12.----------simply means a number of dentists practicing together under certain organizational arrangements

a. solo dentist

b. Group practice
c. Closed panel

d. Open panel
13.The dentists must accept any beneficiary as a patient

a. prepaid group practice

b. open –panel practice
c. closed-panel practice

d. non of the above

14.-----------works primarily with the dentist by providing patient care using four-handed dentistry techniques

a. Circulating assistant

b. The chairside assistant
c. Business assistant

d. Non of the above
15.-----------  allows patients to be seen on time and the staff to work efficiently with a minimum of stress

a. Scheduling
b. Open panel

c. Closed panel

d. Non of the above
16- A supervisor must ................ with his employees.

   a - discusses problems 

   b - be ignorant

   c- be always ready to listen & help 

   d- A & C.
17- For launching a successful supervisory career, the following must be
     done 

    a- be familiar with your position description.

    b- build relationships & a personal network .

    c- be available to help others.

    d- all above.
 18- Plans are classified to:

    a- strategic plans..

    b- tactile plans.

    c- A & B .
    d- ministry plans.

19- Typical steps of an action plan are:

    a- identify the problem or need.

    b- obtain & analyze data.

    c- determine the best action.

    d- all above.
20- Essential organizational tools include:

    a- policies & procedures.

    b- rules & position descriptions.

    c- A & B.
    d- nothing from above.

21- Better interdepartmental coordination are as follows:

    a- make service requests direct & clear.

    b- be already to listen to employees problems

    c- place teamwork above competition.

    d- all above.
22- The clinical practice include :

    a- reception area.

    b- business office.

    c- sterilization center.

    d- all above.
23- The consent forms:

    a- updated medical histories.

    b- copies of medical & laboratory prescriptions.

    c- correspondences to or about that patient.

    d-above all items.

24- Private practice of dentistry is desirable more because:

   a - both provider & patient are flexible.

    b- choice of equipment, materials & employees are made carefully.

   c - private practice allows free choice of dentist by the prospective patient.

   d - all above.
25- Dentist responsibilities are:

    a- recognizing the patient dental needs.

    b- applies up to date diagnostic skills.

    c- uses current techniques & skills.

    d- all above.
26- Dental hygienist must be:

    a- perform dental prophylaxis as stain & plaque removal.

    b- exposes processes & evaluates the quality of radiographs.

    c- charts all conditions of oral cavity.

    d- all above.
27- The patient chart usually include:

    a- patient registration form.

    b- medical & dental history with his own radiographs.

    c- all reports & letters received regarding to the patient.

    d- all above.
28- The basic rules of filling are:

    a- keep the filling system simple.

   b- clearly label folders.

    c- leave adequate number of file guides.

    d- all items above.
29- New patients that have an emergency, should come to dental office at:

    a- 15 minutes.

    b- 1 hour.

    c- second day.

    d- after taking medication.

30-  Young children are usually best at their dental office in the :

    a- afternoon.

    b- morning .
    c- evening .

    d- all above .

Q2 -Complete the following sentences : 10 degree
1.-----planning------------   is the projection of actions to reach specific goals

2.------ formal control------ are more proactive than  informal ones

3.----deligated tasks------------, it concerns delineating tasks and establishing a framework of authority and responsibility for people who will carry out these tasks

4.----process reengineering------------  is defined as the redesign of processes and the systems, polices or structures that support them

5.----chair side assistant ----------works primarily with the dentist by providing patient care using four-handed dentistry techniques

6- Performing dental prophylaxis as stain & plaque removal is the

     responsibility of dental……… Dental hygienist ………. .

7- From the actions of clinical dental assistant are ………….,…………….  
8- Dental assistants are divided to … Circulating assistant, The chairside assistant &Business assistant
9- The clinical practice include … reception area.

    business office.    sterilization center rooms .
10- Files are divided into ……active……… & passive…………. 
Q3-Put true(T) & false(F) for the following statements
(10 Marks)
1. In closed-panel practice the dentists must accept any beneficiary as a patient                                                (   t )

2. The solo dental practitioner is a self employed business person                                                                (  t  )

3. Assigned task involves transfer of a responsibility and authority from supervisor to employee                         ( f   )
4. The authority of supervisors is expressed in their position descriptions                                                                       (  t  )

5. Self confidence is not mandatory for supervisor       (  f  )

6-Young children are usually best at their dental office in the afternoon                                                                           (  f  )
7- Emergency patients must go to dental clinic immediately . ( f   )
8- From the basic rule of filling is clearly label folders.            (  t  )
9- The patient chart of patient should include medical & dental history with his own radiographs .                                            (  t  )
10- Allergies that may appear in dental clinic may be due to pain & anesthesia                                                                                  (  t  )
Q4-Write short account on: (5 Marks)
   THE DENTAL ASSISTANT FUNCTION IN THE BUSINESS OFFICE.
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