Dental Management and Marketing SOPs

Table of Contents

Introduction intro.doc
Chapter One
Strategic Planning for Peak Performance, Service, and Profits chapl.doc

The SOPs Productivity Pyramid
Level 1: Mission and Objectives
Level 2: Teamwork
Level 3: The Service Cycle and the “Nine Moments of Truth”
Chapter Two
Building Your Own SOPs Productivity Pyramid chap2.doc
Step 1: Read This Book
Step 2: Prep Questions
Step 3: Get Team Support
Step 4: Supplies
Step 5: Choose a Strategy
Step 6: Use Meetings and Work Sessions to Complete Each Level of the
Pyramid
Step 7: Monitor Work Progress
Step 8: Support and Appreciate Your Team’s Efforts
Step 9: Assemble and Review the Final Product
Step 10: Reward Yourself and Your Teammates
Chapter Three
A SOP for SOP-Building chap3.doc
Standard Operating Procedure for Creating Your Own SOPs Manual
Getting Started
Session One: Present the Project to the Team
Session Two: Mission Statement and Objectives
Session Three: Teamwork
Session Four: Analyzing Your Service Cycle—The “Nine Moments of
Truth”
Session Five: Divide and Conquer
Session Six: A SOPs Workshop
How to Write a SOP
Sample SOP Swap Label
SOPs Checklist
Session Seven: Another SOPs Workshop
Session Eight: Assembling Your Procedures Manual
Session Nine: Celebrate!
Mission Statement

Mission Statement Questionnaire msquest.doc
Sample Mission Statement sampms.doc
Desired Outcome Fulfills the Mission Statement desirems.doc

Standard Operating Procedures for All Dentists. All rights reserved by Marsha Freeman & Associates. Other than for in-office copies
reproduced for noncommercial purposes, no part of this report may be reproduced in any form or by any electronic or mechanical means includ-
ing information storage and retrieval systems without written permission from the publisher. For further information, you may contact us at P.O.
Box 68, Nipomo, CA 93444, telephone (800) 253-2544, fax (805) 929-0931, websites www.sops.com and www.marshafreeman.com.




PERFORMANCE AGREEMENTS

Introduction and Instruction
Dentist/Owner

Office Manager

Privacy Officer

Task Inventory: Management

STANDARD OPERATING PROCEDURES

Management SOPs Project Flow Sheet

The Business of Dentistry

Leadership by Design Assessment
Staffing

Personnel Management

Finding and Hiring the Right People

New Employee Orientation

Staff Evaluations and Performance Planning

Front Office Training Schedule

Back Office Training Schedule

Continuing Education

Convention Attendance
Team Systems

Motivating Your Team

Creating a Team Agreement

Conflict Resolution

Inner-Office Memo System

Facilitating and Conducting Staff Meetings

The 12 days of Christmas Staff Appreciation Program

Operations
Converting to a New Charting System
OSHA and Regulatory Compliance
Office Security Check List
Computer Operations: System Log-In and Back-Up
Monitoring Sheets
Managing Dental Supply Cash Flow
Saving On General Office Supplies
Choosing the Right Dental Lab
Office Layout: Diagrams
Marketing
Marketing
Nine Moments of Truth Marketing Analysis
Conducting Patient Satisfaction Surveys
Dazzle Cards
Practice Information Portfolios
Routine Patient Correspondence
Gifts to Patients and Colleagues
Administrative

Business, Life, and Disability Insurance for the Doctor

paintro.doc
drsjobdes.doc
paofcmgr.doc
paprivacy.doc
taskinvmgt.doc

mgtflow.doc
busdent.doc
assess.doc

persissu.doc
hireemp.doc
orient.doc
stafevl.doc
sfrtoff.doc
sbakoff.doc
contedu.doc
maxicon.doc

motivate.doc
teamagr.doc
conreso.doc
sintrof.doc
sfacstf.doc
stfappr.doc

newchrtsys.doc
osha.doc
secure.doc
backup.doc
monitrg.doc
scshflo.doc
hwsgos.doc
chooslb.doc
diagrams.doc

marketg.doc
markany.doc
condptsrvy.doc
sdazzle.doc
newptpkg.doc
ptcorres.doc
gifts.doc

docins.doc

Standard Operating Procedures for All Dentists. All rights reserved by Marsha Freeman & Associates. Other than for in-office copies
reproduced for noncommercial purposes, no part of this report may be reproduced in any form or by any electronic or mechanical means includ-
ing information storage and retrieval systems without written permission from the publisher. For further information, you may contact us at P.O.
Box 68, Nipomo, CA 93444, telephone (800) 253-2544, fax (805) 929-0931, websites www.sops.com and www.marshafreeman.com.




Licensing and Other Requirements
Bi-Annual Fee Updates

HIPAA: Our Obligations
HIPAA Compliance in the Dental Office
Communicating Privacy Practices to our Patients
When an Authorization is Needed
Verification of Identity
Applying the Minimum Necessary Standard
Business Associate Agreements
Staff Training of Privacy Policies and Procedures

Discipline and Sanctions for Violations of Privacy Policies

Patient Complaints
HIPAA: Patient Rights
Right to Access
Request to Amend Record
Accounting for Disclosures
Disclosure Log
Request to Restrictions on Use or Disclosure
Request for Alternative/Confidential Communications
HIPAA: Data Safeguards
Faxing
Email
Summary of Computer Programs
Virus and Hacker Protections
Paper Records and Storage
FORMS
Agenda
Chart Audit and Treatment Status
Daily Deposit Recap and Cash Recap Worksheets
Dental Supply, Pharmaceutical, and Instrument Order List
Gap Analysis
Hygiene Fee Information Sheet
Job Analysis Questionnaire
Meeting Evaluation
Morning Huddle
Nine Moments of Truth
Patient Satisfaction Survey
Performance Agreement Worksheet
Petty Cash Reconciliation Log and Worksheet
Please, Let’s...
Practice Advisors and Vendors
Recall System Effectiveness Worksheet
Recap of Chart Audit
Sample Memos
SOPs Worksheet
Strategy and Goal Sheets

liscreq.doc
feeupdate.doc

HIPPAcomply.doc
commprivacy.doc
whenauth.doc
verifyid.doc
minnec.doc
busassoc.doc
stftrain.doc
discstaff.doc
ptcomp.doc

accessreq.doc
amendreg.doc
acctdisc.doc
disclog.doc
restriction.doc
confcomreq.doc

faxing.doc
email.doc
sumprograms.doc
virushack.doc
paperhand.doc

agendas.doc
chrtaud2.doc
dailytotal.doc
orderlst.doc
gapform.doc
hygslip.doc
jobanag.doc
meetinge.doc
mornhud.doc
9moments.doc
patqtnr.doc
pawkst.doc
pettyca.doc
plslets.doc
advisors.doc
rclwkst.doc
audrecap.doc
memoZl.doc
sopwk.doc
stragoal.doc

Standard Operating Procedures for All Dentists. All rights reserved by Marsha Freeman & Associates. Other than for in-office copies
reproduced for noncommercial purposes, no part of this report may be reproduced in any form or by any electronic or mechanical means includ-
ing information storage and retrieval systems without written permission from the publisher. For further information, you may contact us at P.O.
Box 68, Nipomo, CA 93444, telephone (800) 253-2544, fax (805) 929-0931, websites www.sops.com and www.marshafreeman.com.




Team Survey teams.doc
Patient Correspondence

Apology for Extended Wait apology.doc
Cavity Free Club nocavity.doc
Great Patient Club greatpat.doc
Inactive Patient Notice inactive.doc
New Patient Welcome Letter newwelc.doc
Prophy Encouragement prophlet.doc
Referral Thank You thankyou.doc
Sorry to See you Go leavlet.doc
Withdrawal From Care Notice withdrwl.doc

Standard Operating Procedures for All Dentists. All rights reserved by Marsha Freeman & Associates. Other than for in-office copies
reproduced for noncommercial purposes, no part of this report may be reproduced in any form or by any electronic or mechanical means includ-
ing information storage and retrieval systems without written permission from the publisher. For further information, you may contact us at P.O.
Box 68, Nipomo, CA 93444, telephone (800) 253-2544, fax (805) 929-0931, websites www.sops.com and www.marshafreeman.com.




	Dental Management and Marketing SOPs
	 
	Table of Contents


