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FOREWORD

The project, "Application of a System Approach to the
Navy Medical Department Education and Training Programs," was
initiated in May of 1969 as a realistic, comprehensive response
to certain objectives set forth in ADO 43-03X, and to memoranda
from both the Secretary of Defense and the Assistant Secretary
of Defense, Manpower and Reserve Affairs. The Secretary's
concern was stated in his memorandum of 29 June 1965, "Innovation
in Defense Training and Education." More specific concerns were
stated in the Assistant Secretary's memorandum of 14 June 1968,
"Application of a System Approach in the Development and Manage-
ment of Training Courses." In this he called for "vigorous and
imaginative effort," and an approach "characterized by an
organized training program with precise goals and defined
operational interrelation among instructional system components."
He also noted, "Job analyses with task descriptions expressed
in behavioristic terms are basic and essential to the develop-
ment of precise training goals and learning objectives."

The Project

System survey and analysis was conducted relative to all
factors affecting education and training programs. Subsequently,
a job-analysis sub-system was defined and developed incorporating
a series of task inventories "...expressed in behavioristic
terms..." These inventories enabled the gathering of job
activity data from enlisted job incumbents, and data relating
to task sharing and delegation from officers of the Medical,
Nurse and Dental Corps. A data management sub-system was
devised to process incumbent data, then carry out neededanalyses.
The development of initial competency curricula based upon job
analysis was implemented to a level of methodology determination.
These methods and curriculum materials constituted a third
(instructional) sub-system.

Thus, as originally proposed, a system capability has been
developed in fulfillment of expressed need. The system, however,
remains untested and unevaluated. ADO 43-03X called for feasi-
bility tests and cost-effectiveness determination. The project
was designed to so comply. Test and evaluation through the
process of implementation has not proved feasible in the Navy
Medical Departmnt within the duration of the project. As
designed and developed the system does have "...precise goals
and defined operational interrelation among instructional
system coxponents." The latter has been achieved in terms of
a recommcnded career structure affording productive, rewarding
manpower utilization which bridges manpower training and health
care delivery functions.
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Data Management Sub-System

Job analysis, involving the application of comprehensive
task inventories to thousands of job incumbents, generates
many millions of discrete bits of response data. They can be
processed and manipulated only by high speed computer capability
using rigorously designed specialty programs. In addition to
numerical data base handling, there is the problem of rapidly
and accurately manipulating a task statement data base exceeding
ten thousand carefully phrased behavioral statements. Through
the use of special programs, task inventories are prepared,
printouts for special purposes are created following a job analysis
application, access and retrieval of both data and tasks are
efficiently and accurately carried out, and special data analyses
conducted. The collective programs, techniques and procedures
comprising this sub-system are referred to as the Navy Occupational
Data Analysis Language (NODAL).

Job Analysis Sub-System

Some twenty task inventory booklets (and associated response
booklets) were the instruments used to obtain job incumbent
response data for more than fifty occupations. An inventory
booklet contains instructions, formatted questions concerning
respondent information ("bio-data"), response dimension defi-
nitions, and a list of tasks which may vary in number from a
few hundred to more than a thousand per occupational field.

By applying NODAL and its associated indexing techniques,
it is possible to assemble modified or completely different
inventories than those used in this research. Present inventories
were applied about three years ago. While they have been rendered
in operational format, they should not be re-applied until their
task content is updated.

Response booklets were designed in OPSCAN mode for ease of
recording and processing responses.

Overall job analysis objectives and a plan of administration
were established prior to inventory preparation, including the
setting of provisional sample target sizes. Since overall data
attrition was forecast to approximate twenty percent, final
sample and sub-sample sizes were adjusted accordingly. Stratified
random sampling techniques were used. Variables selected (such
as rating, NEC, environment) determined stratifications,
together with sub-population sizes. About fifteen percent of
large sub-populations were sought while a majority or all
members of small sub-populations were sought.
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Administration procedures were established with great care
for every step of the data collecting process, and were coor-
dinated with sampling and data analysis plans. Once set, the
procedures were formalized as a protocol and followed rigorously.

Instructional Sub-System

Partial "competency curricula" have been composed as an
integral sub-system bridging what is required as performance on
the job with what is, accordingly, necessary instruction in
the training process. Further, curriculum materials were developed
to meet essential requirements for implementing the system so
that the system could be tested and evaluated for cost effective-
ness. However, due to the fact that test and evaluation was not
feasible in the Navy Medical Department within the duration of
the project, it was not possible to complete the development of
the system through the test and evaluation phase. The inability
to complete this phase also interrupted the planned process for
fully developing the curricula; therefore, instead of completed
curricula ready for use in the system, the curricula were partially
developed to establish the necessary sub-system methodology.
The competency curricula are based on tasks currently performed
by job incumbents in 1971. (The currency of a given curriculum
depends upon periodic analysis of incumbents' jobs, and its
quality control resides in the evaluation of the performance
competency of the program's graduates.)

A competency curriculum provides a planned course of .
instruction or training program made up of sequenced competency
unitswhich are, in turn, comprised of sequenced modules. These
modules, emphasizing performance objectives, are the foundation
of the curriculum.

A complete module would be comprised of seven parts: a
cluster of related tasks; a performance objective; a list of
knowledges and skills implied by the objective; a list of
instructional strategies for presenting the knowledges and skills
to the learner; an inventory of training aids for supporting
the instructional strategies; a list of examination 

modes;

and a statement of the required training time. In this project,
curriculum materials have been developed to various levels of
adequacy, and usually comprise only the first three parts; the
latter four need to be prepared by the user.

The performance objective, which is the most crucial part
of the module, is the basis for determining curriculum content.
It is composed of five essential elements: the stimulus which
initiates the behavior; the behavior; the conditions under which
the behavior takes place; the criteria for evaluating the
behavior; and the consequence or results of the behavior. A
sixth element, namely next action, is not essential; however,
it is intended to provide linkage for the next behavior.
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Knowledges and skills listed in the module are those needed
by the learner for meeting the requirements of the performance
objective.

Instructional strategies, training aids, examination modes
and training time have been specified only for the Basic Hospital
Corps Curriculum. The strategies, aids and modes were selected on
the basis of those considered to be most supportive in presenting
the knowledges and skills so as to provide optimum learning
effectiveness and training efficiency. The strategies extend
from the classroom lecture as traditionally presented by a
teacher to the more sophisticated mediated program for self-
instruction. The training aids, like strategies, extend from
the traditional references and handout material in the form of
a student syllabus to mediated programs for self-instruction
supported by anatomical models. Examination modes extend from
the traditional paper and pencil tests to proficiency evaluation
of program graduates on the job, commonly known as feedback.
Feedback is essential for determining learning effectiveness
and for quality control of a training program. The kind of
instructional strategies, training aids and examination modes
utilized for training are limited only by such factors as staff
capability and training budget.

The training time specified in the Basic Hospital Corps
Curriculum is estimated, based upon essential knowledge and
skills and program sequence.

The competency curriculum module, when complete, provides
all of the requirements for training a learner to perform the
tasks set forth in the module. A module may be used independently
or related modules may be re-sequenced into modified competency
units to provide training for a specific job segment.

Since the curricula are based upon tasks performed by job
incumbents in 1971, current analysis of jobs needs to be
accomplished using task inventories that have been updated to
reflect changes in performed tasks. Subsequent to job analysis,
a revision of the curricula should be accomplished to reflect
task changes. When the foregoing are accomplished, then faculty
and other staff members may be indoctrinated to the competency
curricula and to their relationship to the education and training
system.

In addition to the primary use for the systematic training
of job incumbents, these curricula may be used to plan for new
training programs, develop new curricula, and revise existing
curricula; develop or modify performance standards; develop or
modify proficiency examinations; define billets; credentialize
training programs; counsel on careers; select students; and
identify and select faculty.
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The System

Three sub-systems, as described, comprise the proposed
system for Education and Training Programs in The Navy Medical
Department. This exploratory and advanced developmental research
has established an overall methodology for improved education
and training incorporating every possible means of providing
bases for demonstrating feasibility and cost effectiveness.
There remains only job analysis sub-system updating, instructional
sub-system completion, and full system test and evaluation.
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DEPARTMENT OF THE NAVY
BUREAU OF MEDICINE AND SURGERYG WASHINGTON, D.C. 20390 IN REPLY REFER TO

BUMFD-6

Dear Doctor:

As a member of the Dental Corps, you have been selected to perform an
important service to your Corps and to your profession by responding to
this task inventory. This inventory is a part of the occupational
analysis included in the BUMED project concerned with applying a systems

_ approach to the Navy Medical Department's education and training programs.
Nearly four years of research and development have been completed on this
project producing comprehensive objective data on what Hospital Corpsmen
and Dental Technicians do as well as a task based curriculum model and
merging curricula. Task inventories are currently in progress for physcians
and nurses.

During the past four decades, change in the delivery of dental care has
been continuous and accelerative in nature. It is believed that this will
continue into the future, thus if this challenge to change is to be met,
a reassessment of job and training requirements for all levels of dental
personnel is essential. The data from this inventory, pooled with that
from approximately 400 other Dental Corps officers will provide critical
information for aiding in this assessment. Data relative to the Dental
Technician jobs, collected and analyzed, will also contribute to this
assessment.

In completing the inventory, you are requested to follow carefully the
instructions. All parts will be completed by all Dental Corps officers
who receive this inventory. Although some of the tasks included
may seem unimportant, a response is critical to job restructuring among
the Corps. Also, tasks included in Part II may have an impact on the
restructuring of Dental Technician career ladders.

I appreciate your assistance in providing the information requested in
this inventory. It will be of great value to this study effort.

Sincerely,

J . ARTHUR

Rear Admiral, DC, USN
Assistant Chief for Dentistry
and Chief, Dental Division
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PLEASE NOTE

THIS IS AN ACTIVITY SURVEY PREPARED FOR NAVY DENTISTS, PHYSICIANS,
AND NURSES:

" EACH CATEGORY OF PERSONNEL WILL RECEIVE A SPECIALLY
PREPARED TASK INVENTORY.

I
" PART II A OF EACH OF THE THREE INVENTORIES IS IDENTICAL:
NAMELY, THE "COMMON" ADMINISTRATIVE TASKS FOR ALL
THREE CORPS.

THE OBJECTIVES OF THIS SURVEY ARE:

TO DETERMINE THE IMPACT OF COMMON ADMINISTRATIVE
INVOLVEMENT ON THE PRODUCTIVITY OF THE INSTITU-
TIONAL CLINICAL SPECIALIST.

TO DETERMINE THE NEED FOR FORMAL ADMINISTRATIVE
EDUCATION FOR THOSE CHOOSING AN ADMINISTRATIVE
CAREER.

TO IDENTIFY THOSE "COMMON" DENTAL OR MEDICAL TASKS
WHICH ARE NOW--OR MAY BE--DELEGATED TO APPROPRIATELY
TRAINED ALLIED HEALTH PERSONNEL.

THE LATTER WILL HELP TO COMPLETE EDUCATION AND TRAINING REVISIONS
NOW CONTEMPLATED FOR DENTAL TECHNICIANS AND HOSPITAL CORPSMEN.

IF YOUR CAREER CHOICE DOES NOT EMPHASIZE ADMINISTRATION, PART II A
WILL BE OF LITTLE INTEREST--OR BORING. IT IS FOR THIS VERY
REASON THAT YOU SHOULD COMPLETE IT WITH CARE.

OVERALL OBJECTIVES DO NOT REQUIRE A SURVEY OF SUB-SPECIALTIES, OP
EVEN ALL SPECIALTIES. HOWEVER, EACH PARTICIPANT WILL FIND THE
TASKS NECESSARY TO THE OBJECTIVES IN PARTS I AND II.

I

I
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II

GENERAL INSTRUCTIONS

There are two parts to be completed for this survey:

Part I Career Background Information
(answers to be recorded in this
TASK BOOKLET)

* Part II A List of Administrative Tasks
(answers to be recorded on pp. 01 to 08
of accompanying RESPONSE BOOKLET)

B List of Patient Care Tasks
(answers to be recorded on pp. 09 to 17
of accompanying RESPONSE BOOKLET)

Each part is preceded by a set of instructions. Be sure to read
them carefully before you start answering each part. All
instructions are found on the blue pages.

PLEASE USE ONLY NUMBER 2 LEAD PENCILS. ERASE
ALL CHANGES CAREFULLY AND COMPLETELY. DO NOT
PUT ANY MARKS OTHER THAN YOUR ANSWERS ON EACH
RESPONSE PAGE.

DO NOT FOLD, WRINKLE, CREASE OR DETACH PAGES
FROM EITHER TASK BOOKLET OR RESPONSE BOOKLET.

WHEN RECORDING YOUR ANSWERS YOU MAY WANT TO
USE A RULER TO READ ACROSS ANSWER AND QUESTION
COLUMNS.

WHEN YOU HAVE COMPLETED YOUR RESPONSES, PUT THE
TASK INVENTORY BOOKLET AND THE RESPONSE BOOKLET
IN THE ENCLOSED SELF-ADDRESSED ENVELOPE. SEAL
AND RETURN TO THE OFFICER WHO GAVE YOU THIS
PACKAGE. COMPLETED BOOKLETS SHOULD BE RETURNED
WITHIN ONE WEEK OF RECEIPT.
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PART I

CAREER BACKGROUND INFORMATION

INSTRUCTIONS

• To complete Part I, enter your responses in the blanks
provided in the following white pages (v to viii.)

p CHECK THE SERIAL NO. IN THE UPPER RIGHT HAND BOX OF PAGE v.
IT SHOULD MATCH THE ONE APPEARING ON THE COVER OF THIS BOOKLET.

o Your duty station, your name and social security number
are confidential information and are needed only to prevent
errors in data processing.

* Except for names and social security number, all your answers
will be either a one- or two-digit number. Two blanks require

i

I
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DO NOT FILL IN
Part I

CAREER BACKGROUND INFORMATION
N22 3491 (7)

Please fill out completely Form Serial No.

Name of your Duty Station

City & State (if applicable)

Your Name

Social Security Number 0])

PLEASE ANSWER QUESTIONS BELOW BY ENTERING THE PROPER ENTER
NUMBER IN THE BLANKS PROVIDED. TWO BLANKS REQUIRE A ANSWERS
TWO-DIGIT ANSWER. DISREGARD NUMBERS IN PARENTHESIS. HERE

Ql. Select the number to indicate the Corps to Ql._ ()
which you belong:

1. Dental Corps
2. Medical Corps
3. Nurse Corps

Q2. Indicate your military status: Q2._ (24)

1. USN
2. USNR

Q3. Indicate your rank: Q3. (2)

1. Ensign
2. LTJG

3. LT
4. LCDR
5. CDR
6. CAPT

Q4. Indicate your total years of active duty in Q4. (..)
the Navy to date:

1. Less than 2 years
2. 2 to 4 years
3. 5 to 8 years
4. More than 8 years

v lI



ENTER
ANSWERS
HERE

Select the number to indicate your current Q5. (27)
position:

1. Dental Intern
2. Dental Fellow
3. Dental Resident
4. Staff Dentist in a hospital or clinic
5. Section or Assistant Chief in hospital

or clinic

6. Chief of Service in a hospital or clinic
7. Senior Dental Officer aboard ship
8. Assistant Dental Officer aboard ship
9. Other (specify)

,Q6. Select the number to indicate the average Q6._ (28)number of hours you work per week:

1. 35 to 40 hours
2. 41 to 50 hours
3. More than 50 hours

'-7. Please give an estimate of the percent of time Q7.
you spend on the following (write five percent
as 05):

1. Inpatient care 1. % (29)
2. Outpatient care 2. _% (31)
3. Teaching 3. - (33)
4. Administration 4. 7. (35)
5. Other (specify) 5. _7 (37)

' 8. Assuming that most or all of the following Q8.__ (39)
factors are of importance to you, select the
three which, if improved, would contribute (41)
most to your job satisfaction. Select in
order of preference: (43)

01 Salary and/or promotion opportunities
02 Retirement benefits
03 Housing
04 Educational advancement opportunities
05 Stability of tour of duty
06 Physical facilities and equipment
07 Administrative and clerical support
08 Work load
09 Personal career planning
10 Opportunity to attend professional meetings

vi
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USE THE CODE NUMBER FROM THE LIST ENTER
BELOW IN ANSWERING Q9, QII and Q13 ANSWERS

HERE
CODE CODE
01 Administration 15 Public Health
02 Education 16 Radiology
03 Anesthesiology 17 General Surgery
04 Cardiology 18 Urology
05 Dermatology 19 Aviation Medicine
06 General Medicine 20 Submarine Medicine
07 Internal Medicine 21 General Dentistry
08 Obstetrics/Gynecology 22 Endodontics
09 Ophthalmology 23 Periodontics
10 Orthopedics 24 Prosthodontics
11 Otolaryngology 25 Oral Surgery
12 Pathology 26 Dental Internship
13 Pediatrics 00 Other (specify)
14 Psychiatry

Q9. From the above list, write the two-digit CODE Q9._ (45)
to indicate the specialty area in which you
have received dental residency training (this
does not include dental fellowship training).
If you do not have residency training, enter
"99" in the answer space for Q9.

Q1O. Select the number to indicate the amount of QI0. (47)
training you received corresponding to the
specialty area stated in Q9:

1. Less than 1 year 3. 3 to 4 years
2. 1 to 2 years 4. 5 or more years

Qlla. If you have fellowship training, write the Qlla. (48)
two-digit CODE to indicate the specialty area
of your fellowship. (If you have not had
fellowship training, enter "99" in answer
space for Qlla.)

Qllb. If you have received additional training, other Qllb._ (50)
than a dental residency or fellowship, indicate
the area using the two-digit CODE above. (If
none, enter "99" in answer space for Qllb.)

Q12. Select the number to indicate the amount of Ql2a. (52)
time you have spent in training corresponding
to Qlla and Qllb. 12b. (53)

1. Less than 3 months 3. 6 to ll months
2. 3 to 5 months 4. 1 to 2 years

Q13. Indicate the specialty area in which you are Q13._ (54)
currently functioning. (Use coded list above)

vii



ENTER
ANSWERS

HERE
4

Q14. Select the number to indicate where you are Q14. (56)
currently functioning: I
1. Dental Service within a hospital
2. Dental Department ashore, not in a

hospital
3. Naval Dental Clinic
4. Naval Graduate Dental School/Naval

Dental School
5. Naval Dental Center
6. Ship
7. Other (specify)

I
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I

IRESPONSE BOOKLET INSTRUCTIONS

I
* To complete Part II you need this TASK BOOKLET and the

accompanying RESPONSE BOOKLET. Record all your answers to
Part II in the RESPONSE BOOKLET.

j •All pages of the RESPONSE-BOOKLET are machine readable. In

order for responses to be properly read, please be sure to:

1. Use a No. 2 pencil only.

2. Carefully and completely shade the

Inumber corresponding to your answer
under each column.

Complete Page 00 of the RESPONSE BOOKLET first. Follow in-
structions given on the page. Fill in Line 1, and Boxes 2,
3, 4 and 5. Ignore all other boxes. BE SURE TO ENTER YOURISOCIAL SECURITY NUMBER (WRITE DOWNWARD) IN THE BLANK SPACES
IN BOX 3; then darkly shade the corresponding number on each
line. An example of a completed Page 00 is shown on the next
Rag. (The handwritten notes in this example are for clari-
fication only. Please do not make similar notes on your
RESPONSE BOOKLET.)

* After completing Page 00, carefully read and follow instruc-
tions given on blue pages xi and xii.

PLEASE HANDLE YOUR RESPONSE BOOKLET CAREFULLY. KEEP IT CLEAN
AND AWAY FROM CHEMICALS. DO NOT DETACH, FOLD, WRINKLE OR
CROSS OUT ANY PAGE.

ix
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I
PART II

PART II A LIST OF ADMINISTRATIVE TASKS (Pages 01 to 08)

PART II B LIST OF PATIENT CARE TASKS (Pages 09 to 17)

HOW TO RESPOND TO TASK STATEMENTS

* Your responses to each statement should be marked
jon the corresponding page, column and item number

in your RESPONSE BOOKLET.

I Note that each page in your RESPONSE BOOKLET has two
re.ponse blocks. The left-hand block (items 1-25)
is for entering responses to statements printed on
LEFT pages of this TASK BOOKLET; the right-hand block
(items 26-50) is for responses to statements printed
on RIGHT pages. Make sure that your answers areIrecorded in the appropriate blocks on every page.
DO NOT MAKE ANY MARKS OTHER THAN YOUR ANSWERS!

Each time you start a new page in your RESPONSE
BOOKLET, check the page on your TASK BOOKLET. See
that the numbers match; then mark the page number in
"Box X(' in the response page (see instructions at the
top of response page). This is necessary for com-
puter processing.

* For each task, indicate on the response page under:
Column A

How often you did this task within the last
month. (If you were on leave, consider your
immediate past working month.)

0 = Did not do

1 = Did less than 5 times

2 = Did 5 to 20 times

3 - Did 21 to 50 times

4 = Did 51 to 100 times

5 - Did more than 100 times

If answer in Column A is 0, go to the next statement.
If answer is 1, 2, 3, 4 or 5, answer also Columns B,
C and D.

xi



Co lumn B
Indicate the approximate time you spent the

last time you performed this task.

0 = less than one minute

1 = I to 4 minutes I

2 = 5 to 10 minutes j
3 = 11 to 20 minutes

4 = 21 to 30 minutes I

5 = 31 to 60 minutes

6 = I to 2 hours

7 = more than 2 hours I

Column C
Do you ever delegate this task to enlisted

personnel?

0 = No

1 = Yes

Column D
Would you delegate this task to appropriately

trained enlisted allied health personnel?

0 = No [
I = Yes, but only with direct supervision

2 = Yer, without direct supervision

* Please tear the enclosed tab at the perforation and I
use it when responding to Part II A and B. It contains

the above instructions in abbreviated form.

* All of the tasks in Part II A and B are to be answered

using these instructions.

* Please use the page provided at the back of this booklet
to list tasks which take a lot of your time and which
were not included in this inventory.

xii
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I
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I

.-PART II A

LIST OF ADMINISTRATIVE TASKS

(Pages 01 to 08)

I
I
I



LEFT PAGE 1 TASK S)(J.LET

TASK NO. I ETER RESPNSES TO STATEMENTS BELOW IN LEFT SIDE UF PAGE I i
CF RcSPLNSE BCOKLET

I bPLAN THE OEPARTMENT/UNIT PHYSICAL LAYOUT

II
2 IDETER4INE THE PHYSICAL LAYOUT OF t.ORK AREA FURNITUPE/EQUIPMENT

3 1INITIATE NEh UR CHANGED TECHNICAL PRCCEDuRES

4 IDOCUMENT NEW OR CHANGEC PRCCEOLRES

5 IASSIGN SPACE FOR EQUIPMENT AND SUPPLIES I
6 IARRANOE FOR REPLACEMENT/REPAIR OF EQUIPMENT AS REQUIRED

7 PLAN RECORD KEEPING SYSTEM FOR THE SECTION/DEPARTMENT/ACTIVITY

8 ISUPERVISE THE MAINTENANCE OF OFFICE RECORDS I
9 IADMINISTER/MAINTAIN UNIT LIBRARY

10 IPREPARE BUDGET

11 IADMINISTER BUOGET

12 APPROVE REQUISITIONS

13 IREVIEW REQUISITIONS I

14 IGIVE DIRECT SUPERVISION FOR THE PREPARATION OF
IREQUISITIONS/PURCHASE ORDERS/wCRK REQUESTS

1
15 IMONITOR THE EXPENDITURES AND UTILIZATION OF FUNDS

L6 IMAKE RECOMMENDATIONS ON BUDGET PROPOSALS

17 IEVALUATE NEW EQUIPMENT, I.E. USER TEST

L8 ICOMPOSE INITIAL PROJECTIUNS FOR EQUIPMENT NEEDS £

19 IPROJECT COSTS FOR EQUIPMENT NEEDS

20 JMAKE RECOMMENDATIONS ON PURCHASE/REPLACEMENT OF
IEQUIPMENT/SUPPLIES

I
21. APPROVE/OISAPPROVE NEW EQUIPMENT REQUESTS

22 INEGOTIATE WITH VENDORSvE.G. COST,DELIVERY SCHEDULE

23 ICOORDINATE ON EQUIPMENT LOANS, BORROWING OF MEDICAL/DENTAL

ISUPPLIES/TRAINING AIDS

24 ICOORDINATE COST REDUCTION PROGRAMS

25 IIMPLEMENT COST REOUCTICN PROGRAMS

GO TO RIGHT HAND PAGE



I

RIGHT PAGE I TASK BCOKLET

TASK NO. I ENTE4 RESPUNSES TO STATE1ENTS BELO0 IN RIGHT SIDE OF PAGE I
CF RESPJNSE BCGKLET

26 IRICOM4END CHANGE IN MANPO4EN LEVELS

27 IEVALUSTE THE PERFORMANCE OF DERSCNNEL

28 IMAKE RECu4MENDATIONS CN/APPROVE/UISAPPROVE PERSONNEL REQUESTS TO
ATTENJ MEETINGS/CONFERENCES

21 ICOMPOSE/Ok REVISE JOB/POSITICN DESCRIPTICNS

30 IREQJEST/RECOMMENO AODITIONAL PERSCNNEL WHEN REQUIRED

31 IGIVE JIRECT SUPERVISION TC EMPLOYEES

32 GIVE OIRECT SUDERVISICN TC CCRPSMEN/TECHNICIANS

33 IHIRE/FIRE CIVILIAN PERSONNEL

34 RECOMMENO THE HIRING/TERMINATICN OF PERSONNEL

35 iRECOM4ENO DISCIPLINARY ACTICN FUR PERSONNEL AS REQUIRED

36 IINTERVIEw CANDICATES FOR EMPLOYmENT

37 IRECOMMENO ASSIGNMENT OF STAFF PERSONNEL TO UNIT/WARD

3a IDETERMINE CONTENT OF MILITARY REPORTS ON PERSCNNEL, E.G.
IEVALUATION REPORTS

39 1AUTHORIZE EMERGENCY PASSES

40 AUTHORIZE EXCUSED/LIGHT DUTIES

41 COORDINATE WITH ADMIN STAFF OF BASE/UNIT REGARDING POLICIES
IAFFECTING STAFF

42 IBRIEF THE COMMANDING CFFICER

43 ICOJRDINATE WITH HOSPITAL/DEPARTMENT SUPPORT SERVICES, E.G.

ISOCIAL SERVICES, RE) CROSS

44 ICOORDINATE WITH OTHER HEALTH AGENCIES REGARDING HEALTH MATTERSt
IE.G. QUARANTINE

45 ICOORDINATE ASSIGNMENT OF HOSPITAL AUXILIARIES

46 ICOOROINATE WITH BUMED ON MATTERS PERTAINING TC PERSONNEL

47 ICERTIFY QUALITY OF WCRK PEKFCR4EO BY CIVILIAN CONTRACTORS

48 IDETERINE DUTIES FOR PERSONNEL

49 IINTERVIEW/COUNSEL/ADVISE STAFF
I

50 IOETERMINE ELIGIBILITY OF INCIVIDUALS TO RECEIVE HEALTH CARE IN
)ACCOROANCE WITH REGULATIONS

TURN PAGE



LEFT PAGE 2 TASK BCUKLET

ITASK Nil. I ElNrt, KESONSES TU STATFMENIS 13ELOW IN LEFT SIJE .uF PAGE 2

CF RESPCNSE BOOKLET------------- --------- --- ----------------- -----------------
I I APPROVE /AUTHOR I E OVERTI-E FOR CIVILIAN STAFF

2 IDEVELIP IMPROJVED WJRK METNOCS ANti PCCE'iQES

3 IDEVELJP/ESTABLISH STANUARDS TO EVALUATt MANPG..ER PE4FCWHANCL

4 IEVALUATE THIE AUEQUACY/EFFECYIVENESS OF ROUTINE RLrJRTS

5 IREVIE.W/CJM14ENT Cr./FGR.ARD PERSCNNEL PE UESTS/MER4ZS/LkT TEA~S

6 IREVIEw OJTY/.ARI LEG BCOKI

7 IRGTATE PERSONNEL CUTIES, E.G. Fck EXPERIENCE/vARUErY

8 IRECO-44EN PERSONNEL FOR REASSIGNMENT, I.E. NEW CO144AND

9 IPREPA&E STANDING OPERATING PkOCEOLRLES, GUIDES AND INSTRUCTIO'4S
IFOR USE BY PERSONNELI

II
II IPLAN FOR OVERTIME/LEAVE/LI3ERTY/TI4E OFF

12 IPLAN FACILITY MANNING LEVELSJ

13 ICONDUCT COMMAND INSPECTIONS

14. iCOORDINATE/ARRANGE FOR USE CF ROOMS, E.G. LECTURES, CCNFERENCE

3 PLAN RECREATICN PRCGNAMS

16 IVERIFY ENLISTED NAVY HEALTH RECORDS

17 IPROVIDE INFOR4ATION ON QUESTIONS ABOUT CHAMPUS PROGRAM, E.G.
IELIGIt3ILITY# PROCEDURES

la IESTABLISH CRITERIA/GUIDELINES FOR POSITIONS FOR SUBORDINATE
IPERSUNNEL, E.G. WORK POSITIONS

19 IINTERPRET/REVIEW CONFIDENTIAL REPORTS ON PERSONNEL, E.G.I
1EVALUATION REPORTS, SECURITY CLEARANCES

20 IDESIGN STATUS BOARDS/CHARTS

21 IASSIST IN COMMAND INSPECTIONS

22 IARRANGE TIME/DETAIL SCHEDULESJ

23 IAPPROVE TIME/DETAIL SCHEDULES

24 IADJUST DAILY ASSIGNMENT SHEET/WORK SCHEDULE AS NEEDED

25 ICERTIFY CI VILIAN ATTENDANCE

GO TO RIGHT HAND PAGE I



I
RIGHT PAGE 2 TASK BCCKLET

TASK NO. I ENTEA RESPONSES TU STATEMENTS BELOW IN RIGHT SIDE OF PAGE 2

OF RESPONSE BOOKLET

26 IASSIST IN COMPOSING/REVISING JCB DESCRIPTIONS

27 PROCESS PERSONNEL REQUESTS

28 1PREPARE WARD REPORT

29 IREVIE4 REPORTS/REQUESTS FOR PROPER PREPARATION AND COMPLETION
I I

30 1RECOMMEND/GIVE ACVICE FOR WORK SIMPLIFICATION/MEASUREMENT

ISTUDIESIIJ3L IPLACE PATIENT/PERSONNEL ON REPORT

32 IPREPARE MISCELLANEOUS CHITS, E.G., SPECIAL REQUESTSt CHECK CHITS

33 IAPPROVE SPECIAL REQUEST/REQUISITION CHITS

J 34 ICOMPOSE AND PREPARE INSPECTICN REPORTS

35 ICOUNSEL PERSONNEL ON REENLISTMENT/REENLISTMENT PROGRAMS

36 ICERTIFY INVOICES FOR PAYMENT OF FUNDS

37 IINTERPRET BUPERS MANUALS/INSTRUCTIONS/NOTICES

38 IINSPECT FOR PROPER UTILIZATION OF FORMS BY PERSONNEL

39 IEVALUATE READINESS CAPABILITY OF UNIT

40 ICOUNSEL EMPLOYEE/STAFF

41 IASSIGN PERSONNEL TO DUTIES/WORK ACCORDING TO SCHEDULE

42 IMAINTAIN CIVILIAN EMPLOYEE RECORDS AND REPORTS

43 IAUTHORIZE ANNUAL/SICK LEAVE

44 IENSURE THAT ALL PERSONNEL MAINTAIN PROPER MILITARY BEARING9 E.G.
ICLEANLINESSr ATTIRE

45 IKEEP PERSONNEL INFORMED OF ADMINISTRATIVE COMMUNICATION CHANGES

46 IRECOMMEND PERSCNNEL FCR PROMCTION/OEMOTION

47 IRECOM14END PERSONNEL FOR EDUCATION/TRAINING

48 IENSURE THAT PERSONNEL ARE AWARE OF HEALTH SERVICES AVAILABLE

49 IMAINTAIN DUTY/CALL/EMERGENCY RECALL ROSTER

50 IMAINTAIN RECORDS OF SPECIAL DUTY NURSES/CIVILIAN NURSES EMPLOYED

TURN PAGE



LEFT PAGE 3 TASK OOKLFT t
TASK NO. I ENTER RESPJ6ES TD STATE4eNTS 8ELON IN LEFT SIDE CF PAGE 3

CF RESPONSE 3OOKLET

I MAINTAIN NAVY OIRECTIVES ISSUANCE SYSTEM (INSTRUCTIGNS AND
INCTICES)

2 ICO4PILE/UP3ATE 411 NG/AJ0)ZESS LIST1|

3 'MAINTAIN ATTENDANCE RECORDS I

4 IMAINTAIN PERSONAL RECCROS CF THE STAFF, E.G. ECCK LCG, STATUS
ItiAROS

5 FILL 3UT TIME SHEETS

6 1PREPARE WORK CROERS/WCRK REQUESTS i
T JDRAFT OFFICIAL CORRESPCNOENCE

i
8 (OCCTATE LETTERS/REPORTS

9 ITYPE

10 1PREPARE DIRECTORIES

L 1PREPARE AUTOMATED DATA PROCESSING CODE SHEETS

12 JPREPARE NECESSARY PAPERWORK FOR MEDICAL BOARDS

13 (MAKE ADMINISTRATtVE ARRANGE4ENTS FOR MEDICAL 8CAROS

14 (TAKE ACTION ON NAVY DiRECTIVES, I.E. INSTRUCTIONS AND NOTICES I

15 (COMPOSE COMMAND DIRECTIVES ACCORDING TO SPECIFICATIONS

16 UP-DATE/REVISE CCOMANO DIRECTIVES I

LT (PERFORM ADMINISTRATIVE ERRANDS, E.G. PICK-UP PAYCHECKS,

IDELIVER/RETUrN TIME CARDS

L8 ISCRTtFORWARO NAIL

19 IWRITE/ENrER INTO LOG MINUTES/NOTES OF MEETINGS

20 IREVIEW INCOMING MESSAGES/ME-"S

21 IMAKE ENTRIES INTO DEPARTMENTAL LOG FOR COMMAND

22 )PREPARE wATCH LISTS I
23 (PREPARE LEAVE REQUEST FORMS

24 JPREPARE PERIODIC REPORTS FOR CCMMANDO E.G. DEPARTMENT PATIENT !

rCENSUS

25 IEDIT COMMAND DIRECTIVES

GO TO RIGHT HAND PAGE



I
RIGHT PAGE 3 TASK BCOKLET

TASK NO. I ENTER RESPONSES TO STATEMENTS BELOW IN RIGHT SIOE UF PAGE 3
OF RESPONSE BOOKLET

26 , ARANGE FOR BRIEFINGS

27 ICCNDUCT BRIEFINGS

28 ICOMPOSE/DRAFT AN AGENDA FOR STAFF MEETINGS

29 ICONDUCT STAFF MEETINGS TO DISCUS PLANS/ACTIVITIES/PkOBLEMS

30 ICOORDINATE WITH OTHER DEPARTMENTS CONCERNING PROTOCOL
IVISITS/CIVILIAN TOURS

31 ICOORDINATE WITH CIVILIAN ORGANIZATIONS, GROUPS, E.G.
ITCAST4ASTERS, SCHOOLS

32 IANSWER OUERIES FROM CIVILIAN ASSOCIATIONS/INDIVIOUALS

I 33 IREFER ONWARD TO THE PROPER PERSONNEL QUERIES FROM CIVILIAN

I ASSOCIATIONS/INDIVIDUALS

34 ISERVE AS MESS/CLUB/INSrIrUTE COMMITTEE MEMBER

35 IESTABLISH LIAISON WITH CIVILIAN SPECIALISTS/CONSULTANTS

36 ICONDUCT TOURS OF FACILITY FCR VISITORS

37 ICOORDINATE STAFFING ARRANGEMENTS

38 IPREPARE DRAFT CF OFFICER FITNESS REPORTS FOR REVIEW

39 IESTABLISH DUTY/CALL/EMERGENCY RECALL ROSTER

40 IINVESTIGATE/REPCRT ON INJURIES/INCIDENTS TO
IPATIENTS/STAFFIVISITORS

41 IENSURE THAT SAFE INDUSTRIAL PRACTICES ARE ADHERED TO, E.G. USE
|OF PROTECTIVE EYE GLASSES

42 ISUPERVISE DISASTER CONTROL PROGRAM

43 IEVALUATE HOSPITAL FIRE DRILL

44 IORGANIZE/PREPARE A MASS CASUALTY PLAN

45 JORGANIZE/PREPARE A MIAOR CASUALTY PLAN

46 IMAINTAIN INVENTORY OF PRECIOUS METALS/NARCOTICS

47 IPREPARE NECESSARY PAPERWORK TO UPDATE ORGANIZATION CHARTS

468 PREPARE MUSTER REPORT

49 IPREPARE VARIOUS ADMINISTRATIVE BOARD REPORTS

so IMAKE ENTRIES INTO SERVICE RECORDS

TURN PAGE



(
LEFT PAGE 4 TASK dCOKLET

I TASK NO. I ENTER RESPCNSES TO STATc4ENTS BELOW IN LEFT SIDE OF PAGE 4
OF kESPUNSE BOOKLET

I IkEVIEW CUNTENT OF MILITARY REPORTS ON PERSONNEL, E.G. EVALUATION

IKEPORTS

2 IURAFT COMMENDATDRY AWARDS FOR SUOCRDINATES, E.G. LETTERS OF

IAPPRECIATION

3 I4AINTAIN CONTROL OVER CLASSIFIED MATERIAL

4 IRECO44END wARQ/UNIT SHAKEOOWN [
5 IASSIST IN COMAND PERSONNEL INSPECTIONS

6 ORGANIZE/PREPARE FOR CEREMONIES, E.G. COMMAND CHANGE,
REINLISTwENT

7 IINSTRUCT/OIRECT PERSONNEL IN MAINTAINING SECURITY STANDARDS

a IKEMINO PERSONNEL IN OCCUPATIONALLY HALARCOUS AREAS TO GET

IRtUIREO LAB TEST/PHYSICALS

9 IREOUEST SPECIFIC LAd TEST/PHYSICALS FOR PERSONNEL EXPOSED TOIIITOXIC GASES/FUMES

to ICARRY OUT OFFICE/AREA/UNIT SECURITY MEASURES

it ICONDUCT SECURITY INSPECTIONS I
LZ ICOORDINATE wITH INTELLIGENCE USERS AND AGENCIES I
13 IINSPECT LIVING QUARTtRS

14 ISERVE ON DAMAGE CONTROL TEAM

I

15 ISERVE AS MEMtER OF ALCOHOL AND NARCOTIC INVENTORY BCAR

16 ISERVE AS CASUALTY CARE COORDINATOR I

L7 1PREPARE FOR INSPECTIONS

8 IPERFORM DAILY MAINTENANCE INSPECTION OF WORKSPACES

19 IMAINTAIN CUSTODY CF CLASSIFIED INFORMATION

20 IASSIST IN COMMAND MATERIAL INSPECTIONS

21 IANALYZE TRAINING STATUS OF THE DEPARTMENT

22 IAPPROVE REQUESTS FOR TRAINING AIOS/MATERIALS/BOOKS [

23 ICOUNSEL TRAINEES REGARDING FIRST TOUR ASSIGNMENT

24 ICOUNSEL PERSONNEL/TRAINEES ON CAREER PLANS, E.G. AVAILABILITY OF

IEDUCATIONAL PROGRAMS

25 IMAINTAIN LIBRARYLITERATURE ON EDUCATION/TRAINING OPPORTUNITIES

I I
II



I
f RIGAT PAGE 4 TASK AOOKLET

I TASK NO. I ENTER RESPONSES TJ STATEqENTS BELOW IN RIGHT SIDE OF PAGE 4
OF RESPONSE BOOKLET

26 INOMINATE INDIVIDUALS FOR EDUCATION/TRAINING PROGRAM ATTENDANCE

27 IORIENT TRAINEES/STUDENTS TO PROGRAM, I.E. COJECTIVES OF PROGRAMO
ICLASS SCHEDULE

28 ISELECT 4ORK EXPERIENCES FCR STUCENT/TRAINEE

29 ICGNFER WITH INSTRUCTICNAL STAFF ON INDIVIDUAL STUDENT PROBLEMS

30 IDEMCNSTRATE NEW EQUIPMENT CR PRODUCTS TO STUDENTS/STAFF

31 IPOST/ENTER TRAINING INFORMATICN INTO INDIVIDUAL RECORDS

32 ISUPERVISE/DIRECT UNITSOS OJT PROGRAM

33 IPREPARE CLASS RECORDS

34 IWRITE REPORT ON TRAINING FOR BUMED

35 ISELECT INSTRUCTORS FCR TRAINING PROGRAM

36 ISUGGEST TOPICS FOR CLASSES/CCNFERENCES

37 ICOORUINATE DCCTORS/GUESTS LECTURES

38 IwRITE REPORTS FOR CLASSES/CCNFERENCES

39 ICOMPOSE STUDENT EVALUATION REPORT

40 ITRAIN OTHER EMPLOYEES

41. 1ESIGN IN-SERVICE TRAINING COURSES

42 ICONDUCT IN-SERVICE TRAINING COURSES

43 IARRANGE FOR USE OF LECTURE/TEACHING/DEMONSTRATION AIDS AND
IEQUIP14ENT

44 ICONOUCT TEACHING ROUNDS

45 IPLAN INSTRUCH10-AL - STAFF MEETINGS

46 hLAN CONPERENCkS FOR STUDENTS CURING PRACTICAL TRAINING

4? ITEACH FORMAL CLASSES

48 IDEMONSTRATE CLINICAL PROCEDURES USING PATIENT/SUBJECT( I
49 ISELECT TOPICS FOR STAFF LECTURE SERIES

so IEVALUATE/SELECT AUDIOVISUAL MATERIALSE.G. FILMS

T

" TURNIPAGE



II

LEFT PAGE 5 TASK BOOKLET I
I TASK N)O. I ENTER RESPONSES TO STATEM4ENTS BELOw IN LEFT SiUE OF PAGF 5

CF RESPGNSE BOOKLET

I IADMINISTER EXAMINATIONS

2 IEVALOATE STUDENTS PERFCRMANCE/PRCGRESS

3 IASSI;N RAUES FOR INDIVIDUAL PERFCRMANCE

4 ISELECT CLINICAL MATERIAL FOR INSTRUCTIONAL PURPOSESPE.G.
IPATIENTSCASE STUDIES

5 IIDENTIFY PERSONNEL AVAILABLE TO PARTICIPATE IN EDUCATION AND

ITRAINING PROGRAMS

6 ITRAIN INSTRUCTCRS i

7 IPLAN CONTENT FOR CJT PROGRAM

I
8 IEVALUATE EFFECTIVENESS OF UNIT'S OJT PROGRAM

9 IEVALUATE TEACHER EFFECTIVENESS J

LO ICOORDINATE WITH SUPERVISORS/INSTRUCTORS ON STUDENT TRAINING

IL ICOUNSEL STUDENTS/STAFF CONCERNING ACADEMIC PROGRAMS

12 COUNSEL TRAINEE ISTUDENT| WHO HAS FAILED TRAINING PROGRAM

13 ISERVE AS CONSULTANT, GUEST LECTURER

14 ISET UP CLASSROGMS/CCNFERENCE SPACES, AUDITORIUMS FOR CLASSES,

ICONFERENCES, WORKSHOPS, LECTURES

15 [MAKE RECOMMENDATIONS CCNCERNING DISENROLLMENT OF STUDENTS

16 ILECTURE/ORIENT PERSONNEL CN ALCOHCL AND CRUG ABUSE 1

L7 ILECTURE/ORIENT PERSONNEL ON DENTAL CARE AND HYGIENE !

i ILECTURE/ORIENT PERSONNEL ON VC AND OTHER SOCIAL DISEASES

19 IINSTRUCT ON PERSGNAL HYGIENE

20 IINSTRUCT ON NON-PROFESSIONAL SUBJECTS

21 IGIVE FIRST AID INSTRUCTION

22 ISPEAK/PARTICIPATE IN COMMUNITY AFFAIRS, E.G. PTA, HEALTH

ISCCIETIES I
23 ICONSULT WITH STAFF TO DESIGN/AMENO/UPDATE PROCEDURES /TECHNIQUES

I
24 IPLAN/CONOUCT COMBAT TRAINING FOR MEDICAL PERSONNEL

25 IREAD/REVIEW MEDICAL/DENTAL LITERATURE

GO TO RIGHT HAND PAGE



I
RIGHT PAGE 5 TASK BCOKLET

I TASK NO. I ENTER RESPONSES TO STATEMENTS BELOW IN RIGHT SlOE OF PAGE 5
OF RESPONSE BOOKLET

26 IRESEARCH MATERIAL FOR PROJECTSt I.E. COMPILE STATISTICS, GATHER
IDATA FROM DIFFERENT SGURCES

27 PARTICIPATE IN RESEARCH STUCIES/PROJECT E.G. RESPOND TO SURVEYS

28 IMAKE FINAL DECISION ON REJECTION/ACCEPTANCE OF DRAFTS/FINAL

ITYPED MATERIAL

29 IPkCOF READ CORRESPONOENCE/PUBLICATIONS

I 30 IEDIT/PREPARE PROFESSIONAL ARTICLES/REPORTS FOR

IPUBLIC4TION/SUBMISSION

31 IDELIVER/READ TECHNICAL PAPERS AT CONFERENCES/CLASStS/CDNVENTIONS

32 IwRITE USER INSTRUCTIONS FOR NEW EQUIPMENT OR NEW PROCEDURES

33 ATTEND PROFESSIONAL MEETINGS

34 IADVISE LIBRARIAN ON MAINTENANCE AND PURCHASE OF

IMEDICAL/TECHNICAL PUBLICATIONSI1
35 IOISPUSE OF SUPPLIES/INSTRUMENTS/EQUIPMENT AFTER TIME

ILIMIT/EXPIRATIGN DATE

36 IINSPECT THAT SUPPLIES/MATERIALS/ECUIPMENT ARE STOREC PROPERLY

37 CHECK INSTRUMENTS AND SUPPLIES FOR STERILIZATION INDICATORS

38 IDETER41NE ADEQUACY OF STERILIZATICN PROCEDURES

39 ILNSPECT SUPPLIES/EQUIPMENT FOR

IACCEPTABILITY/DAMAGE/LOSS/PILFERAGE

40 IISSUE SUPPLIES/INSTRUMENTS/EQUIPMENT/MATERIALS

41 IMAINTAIN STOCK OF STERILE SUPPLIES

42 IMAINTAIN UNIT/WARD/SECTION FIRST AID AND EMERGENCY EQUIPMENT

43 IMAINTAIN STOCK OF SUPPLIES/MATERIALS/SPARE PARTS FOR UNIT

44 IVERIFY/SIGN OFF ON REQUISITICNS/RECEIPTS FOR

ISUPPLIES/EQUIPMENT/MATERIAL

45 IVERIFY AND CO-SIGN INVENTORY

46 IINSPECT X-RAY FILM QUALITY TO EVALUATE DEVELOPMENT TECHNIQUES

47 IESTABLISH SUPPLY USAGE RATE

48 (ORDER STOCK MEDICATIONS FROM PHARMACY

49 PREPARE AND MAINTAIN ANTIDOTE SECTION/LOCKER

50 ISAFEGUARD POISONS

TURN PAGE

iA



LEFT PAGL T ASK B:O.(LET

TASK NJ. I E1ER RESPONSES TJ. STATEmFs BELO. 1% LEFT Slit OF PAE 6,
CF PESPUNSF ACC.(LET

I I ANSw4R PERSONNEL I'4QUIR ItS RtEOARDING Ml YIN;/ADINl EkLN 1*4J%

2 I INSPECT ORUG STUAAGE IN -ARU/CLINIC/O;-PA12TMENT

3 1 06TA 1 iRUC, $AMPLE S/L ITER AT LRE FRACM CR.Ji, COMPA% Y

4 1 LEL I 1- NARC)T I CS/CONTMOLLEC C'~uGS /A LCCt'CL TC A ,/CL I% I c-THE'
jCE.'Ak TE%rs

5 ISEARCH FUR~ UNACCCUNTAdLE WARU/CLINIC NAkCOTICS/CCNTIRLLEU Jk-

6 ICHECI(/CJUNT %ARC.OTICS/CONTRCLLEO CkUGS

7 IRDER NAR4COTICS AND CCNTRCLLEC CRUGS FROM THlE PHARM4ACY

8 :PERFOAM PREVENTIVE MAINTENANCE

9 1USE AND EVALUATE NEW EQUIP'IET/MATEk IAL (USER-TctIAL I

L 0 ICCONUUCT AUCITS/INVENTORY ALCOHCL..PRECIOuS MET4LS/NARCoTlCS

11 lUETER'4INE EQ.UIPi4ENT/SUPPLIES F99t EMERGENCIES/EXERCISES

L2 IEVALUATE THE 14AINTENANCE ANC USE OF SUPPLIES, EQUIP"ENT AND, WCN(
I SPACE

13 ISUPERVISE ROUTINE EQUIPMENT MAINTENANCE FOR SEcTICN/UNIr

14 ICGNFER/VISIT MANUFACTURERS/CONTRACTORS TO OBTAIN FIRST HAND)
IKNOWLELJGE OF EQUIPMENT/SUPPLIES

15 ICONSULT ON CENTRAL/LOCAL SUPPLY PRCBLEMS/PROCEDURES

16 kCOORDINATE WITH MANUFACTURERS/COINTRACTORS FCR EQUIPMENT
IREPAIR/MAINTENANCE

17 IDETERMINE IF EQUIPMENT NECESSITATES REPAIR/SERVICE

18 lCOORDINATE WITH OTHER SECTIONS FOR ASSISTANCE IN FABRICATING
EQUIPMENT

19 IOROER SUPPLIES/EJUIPMENT THROUGH FEDERAL SUPPLY SYSTEM

20 IRECEIVE AND PROCESS MATERIAL COMPLAINTS

21 IRESEARCH LOCAL MEDICAL/DENTAL SUPPLY PURCHASE RATES

22 IMAKE LOCAL (OPEN) PURCHASE CF SUPPLIES

Z3 1ASSIST IN PRECIOUS METALS/NARCOTICS INVENTORY1

2'. IPREPARE PAPERWORK FOR EQUIPMENT REPAIR/MAINTENANCE

25 IPREPARE LOCAL, OPEN PURCHASE HIGH-DOLLAR ITEMS REPORT.
I (NAVMED-6700/Zb II

GO TO RIGHT HA14D PAGE



I
RIGHT PAGE 6 TASK BCOKLET

TASK NO. I ENTER RtSPONSES TO STATEMENTS BELOw IN RIGHT SIDE OF PAGE

CF RESPONSE BOOKLET

2o lPWEPA.E LINEN INVENTORY INAV4E0-6770/1I

27 IPREPARE LAUNORY LIST INAV4ED-6770/3)

28 IARRANke FOR HOUSEKEEPING/CLEANLINESS OF AREA

29 IOETER'41;4 AN, CONTROL SOuRCES OF BACTERIAL CONTAMINATION

30 IREVIE ANO EVALUATE ASEPTIC TECHNIQUES

31 INSPECT SPACES FCR INSECT INFESTATIUN

32 ICHECK EQJIPMENT FCR ELECTRICAL HAZARCS AND GROUNDS

33 INSPECT FIRE EQUIPMENT

34 IPROVIUE AEVICE CN SAFETY EQUIPMENT IMPROVEMENTS

35 IPERFOR4 ROUTINE SAFETY INSPECTIONS

36 lDC SUPPLY/EQUIPMENT INVENTGRY

37 ISUKVEV' E.JUIPMENT TO DETERMINE CONTINUED SERVICEAAILITY/USABILITY

38 IPKEPARE REQUISITIONS FCR SUPPLIES/EQUIPMENT

39 PREPARE INVENTCRY REPORTS

40 IMAINTAIN A SUPPLY (EQUIPMENTt MATERIALS) INVENTORY SYSTEM

41 IJBTAIN CLARIFICATION CF CONFLICTING DOCTOR'S ORDERS

42 IVERIFY COMPLETENESS OF DOCTOR'S ORDERS, E.G. FOR ALL ROUTINE
1ADMISSION OR PRE-CP ORDERS

43 IVERIFY THAT DOCTOR'S CROERS ARE UP-TO-DATE, E.G. TREATMENT,
IMEDICATIONt DIET

44 IFULLOW UP PATIENT TO DETERMINE IF NEEDED SERVICES wERE OBTAINED

45 (COORDINATE PATIENT TREATMENT PLAN WITH OTHER
IDEPARTMENTS/AGENCIES

46 ,COMPLETE REPORT FORMS ON ADVERSE DRUG REACTION

4? ,COMPILE LIST OF MEDICATION ORDERS REQUIRING OOCTGR'S RENEWAL

48 IINFORM PHARMACIST OF NEW OR RENEWED PRESCRIPTIONS BY TELEPHONE

49 iCONFIRM TELEPHONE INQUIRIES ON REFILLSt NEW PRESCRIPTIONS

50 ICHECK AND SIGN PRESCRIPTIONS

TURN PAGE

I



LEFT PAt 7 TASK -3C2RLET

ITA~SK NIJ. I ENTERt RESPCNSES TO STATE-ENrs bELOW IN LEFT SIOE UF P'AGE 7
OF RESPJ)NSE BQOKLET

1 IASSESS CJMP'LETENESS GF LABORATGlRy REPiORTS

2 K0CRDIN1 .71 ITi SPITAL ON At-ISSICN OF PATIENTS

3 INCTIrY NEXT-1.F-KlIN WiHEN REOOIRECj

4 1ISUPERVISE PATIENT EVACUATION, E.G. ENSURE PATIENT IS -ED[CALLY
ISECURE) FCR TRANSPOR~T5 1 1

S IDETEk'iINE STAFF/PATIENT RATIOS

6 JETAIN CONSENTS FCR PRCCEOURES/AUTOPSY

7 ICOOkOINATE WITH THE APPROPRIATE AUTHORITIES WHEN DEATH OCCURS,
IE.G. CORONTk

a IASSIST PATIEN4TS WHO HAVE CIFFICULTY JEALINS WITH OTHER AGENCIESI

9 IAOVISE PATIENT OF RIGHTS IN REGARD TO MEDICAL BOARDSj

li ICOJNSEL PATIENTS ON AOMINISTqATIVE/LEGAL MATTERS

11 IPERFORM QUALITATIVE ANALYSIS OF HEALTH RECORD

12 IMAINTAIN MEDICAL/DENTAL RECORDS

13 IANSWER TELEPHONE/TAKE MESSAGES, MEMOS

14 IASSIGN WORK TO PATIENTS

15 IARRANGE TRANSPORTATION FOR PATIENTS/PERSONNEL

L6 ICHECK RECORDS FCR UP-TO-DATE IHMUNIZATIONS/X-RAYS/PHYSICALS

17 IFILE CCMPLETEO/RETURNEC CHITS/REPORTS IN PATIENT RECORDj

1e IPROCESS PATIENT AU)MISSIONS/CISCHARGES/TRtANSFERS

19 IARRANGE FOR SPECIAL OR LATE MEALS FOR PATIENTS/VISITOR/STAFF

20 ISCHEDUL.E APPOINTMENTS FOR CLINIC/DEPARTMENTr E.G., MAINTAIN
IAPPOINTMENT BOOK

21 ICONTACT OTHER DEPARTMENTS TO OBTAIN/COORDINATE PATIENT/PERSONNELI
I APPOINTMENTS

22 IINFORM HOSPITAL AUTHORITIES OF PATIENTS CONDITION

23 IIDENTIrY RAD1CGRAPH

24 ICHECK PATIENTS CHART/HEALTH RECORD FCR COPOPLETENESS OF
I FORMS/REPORTS/RECODS

25 lASSEMdLE CHART, REQUISITIONS FOR PHYSICAL EXAMINATION

GO TO RIGHT HAND PAGE



RIHT PA.E 7 %JS :J(LTIASK( B20'(LEI

TAKNO. ) £E'F RESUGNSES TO STATE-" NTS e ~~~ IN Rl,."T SIZE -F P'rE 7

26 ICrELAd/EXAAINATICN REPORTS/HEALTH RECoQCSIC.4ARTS

27 IPPEPARE/UPC:ATE CIE? LIST

2 cl ILOC ANALYSIS R;-SULrS

z1 'IMAINTAIN TECHi%I.;,E CH~ARTS

30 IMAlNTAIN X-RAY FILL LIBRARY/FILE

it f4ALNrAIN CAR:)EX FILE/SYSTE4

32 IPREPARE PERSONAL EFFECTS REPGOIT/RE')UIRED DOCUMENT/PAPERwOR( WHEN
IDEAT1 OCCURS

33 IPREPA-ZE kE.JUISITIC'45 FOR OIAZ.NOSTIC PROCEDURES, E.G. LABj EEC.

34. IREPORT INFECTIONS TO INFECTICN CCmMITTEE

35::OT AIN CENSUS/INFCRMAT:ON TO CGM'4ANDING CFFICER, E.5.

36 CHECK CJNSULTAT IUN RE)uESTS TC INSuRE THiE CCRRECT STuCY IS rJ ii

37 IREVIEW AND FOLLOW THROUGH CN CCmPLETEO CONSULT REPORTS

I33 ILOG IN PATIENTS TO CLENIC/13EPARTMdENT/SICK CALL

39 IRECO'RO AUMINISTRATION OF MECICATICN ON PATIENT HEALTH RECORD

4C I ADJUST /CQGRO N4TE CHANGES IN PATIENT SCHEDULES AS NEEDED

41 IASSIST PEOPLE IN FINDING CLINICS AND SPACES

42 JPREPAAE BIRTH CERTIFICATESPAPERWGRK, WHEN BIRTH CCCURS

43 IPREPARE REPORT' OF MEDICAL EXAmINATION

44 IOBTAI-4/WITNESS PATIENT4S SIGNATURE FOR RELEASE OF MEDICAL
IINFORMATION, E.G.. X-RAYS, RECORDS

45 IPREPARE PATIENT LIB3ERTY LIST

46 IASSEMBLE PATIENT CHART, RECORDS, PAPERWORK FOR NEW
I AOMISSION/OISCHARGE/TRANSFER

47 JASSE49LE PATIENT CHART, RECOFkOS, X-RAYS FCR PRE-OP

48 IOBTAIN PATIENT'S PAST HOSPIIALIZATION RECORDS/9-RAYS

49 IENTER PATIENT IDENTIFICATION INFORMATION ONTO REPORTS/RECORDS

5C ICOORDIMATE PATIENT TRANSFER WITHIN HOSPITAL

TURN PAGE



LEFT PA, 6 TASK BCCKLET
.............................................................................

I TAK NC. I ENTE4 RESPONSES Tu STATE4ENTS ELJ" IN LEFT SIDE t F PA:,E B

OF RwSPUNSE tCCGLET

1 ICUJROINATE PATIcNT TRANSFER PETwEEN 4EZICAL FACILITIES

2 ICHECK RETUxNEO LAB REPCRT FC4 COMPLETION OF RE.JzSTED TFSTS

3 ICCNOUCT LOCKFR CHECKS FOP SECURITY CN LOCKED wAR3S

4 ICONFISCATE UiAUTH7IIZEL :RGSIE.JECTS

5 IHELP LOCATEIPRI]VIOE PATIENT ACCESS TO PATIENT'S tiLCNOINGS

6 INOTIFY SECURITY DEPARTMENT, EG FOR PATIENT ESCAPE, OqUb

ICCNFISCATION

7 lPREPARE PROSTHETIC CASE RECORD (NAVMtD-95ZI

e IARRANGE FOR PATIENT'S ADvISSICN TO HOSPITAL

9 1EXPLAIN CONSENT FORM; OBTAIN PATIENT SIGNATURE, AND SIGN AS
IwITNESS TO SIGNATURE

10 ICONTACT OTHEk FACILITIES Tu CBTAIN/CCORDINATE PATIENT CR DOCTOR

lAPPOI.T*ENTS

11 [SIGN FORMS REOUIRING M.D. SIGNATURE, E.G. INSURANCE, TRANSFER,

ISCHOOL FORMS

LZ INOTIFY HEALTH AUTHGOiTEES OF PATIEr WITH CCMMUNICAzIE DISEASE

13 IGIVE/RECEIVE PATIENT CCNOITION REPORTS

14 ICOUROINATE WITH MOBILE DENTAL JNITS WITHIN THE DISTRICT

PLEASE WRITE IN THE SPACE BELOW ANY TIME CONSUMING

ADMINISTRATIVE TASKS YOU PERFORM WHICH WERE NOT
I INCLUDED IN THIS SECTION.

P I A

I

PROCEED TO PART liB AND START ANSWERING ONI PAGE 09 OF YOUR RESPONSE BOOKLET



I
I

PART II B

I LIST OF PATIENT CARE TASKS

(Pages 09 to 17)I
(ANSWER THE TASKS IN THIS SECTION USING

THE SAME INSTRUCTIONS AS IN PART II A.)



L F T P.~ T A C t

ITAS T2 'I- 4Su3~ . >TATE.-,TS 
4

tjL(3. I' L 
T  

I~ _iFPA

L IA~'PTFfCz CH44T FC4 CCT~IL1AI N -FT--'T.

2 0I'3T A IP A IE T IS L-I EFP C ~L 4 N T

CI-, iT A I bt.,T AL H IS TIY

5 1I66TAIN ?lSYCHJLCCIC4L/EmGTICONAL HISTO>y

5 tC,'TA I i ATIEN4T' S SCI AL AND FAM4ILY Hl STIU~y

7 IRI TE E A A4 1N ATI10% R OGr ES 5/ T E kA P Y N C TES %N 4 TI t NT 9 EC :k O

a IMAKE ETRtIES INTG DENTAL HISTcJPY,I.E. EXISTING
IRESTLRATIOS,CARIES

9 JPEMFJO:M ROUTINE i3ENTAL EXAM4INATION USING MOUI,4 A'NO

I IXLDE
10 IEXAMIfiE 40UT-H AND PHARYNX ;:C LESIONS, SORES, LEUI'2PLAKIA

11 IEAA'I iE FOR CUTANEOUS MANIFESTATICNS OF SYSTEmIC CISEaSE

L2 ITAKE VITAL SIGNS

13 IEXA4INE TEETH FOR PLACUE INOEX

14 ISCORE PLAQUE INDEX

15 ICHART PLAQUE INDEX

16 JEXAMINE MOUTH FOR PERIODONTAL. INDEXJ

17 ISCORE PERIO DISEASE INDEX

18 ICHART PERIODONTAL INDEX

19 1IDENTIFY TEETH ON RADIOGRAPHS

20 IVERIFY IDENTIFICATION OF 6DCY BY CCMPARISON OF DENTAL
ICHART/DENTAL X-RAYS

21 IPALPATE AXILLA FOR MASSES/NCDESI

22 ITAKE INTRA/EXTRAORAL PHCTCGRAPHS

23 1EXAMINE TEETH FOR DECAY AND DEFECTIVE FILLINGS

24 IEXAMINE TEETH FOR 4ANIFESTATICNS OF SYSTEMIC DISEASE I
25 IPALPATE NECK FOR MASSES/NODES

GO TO RIGHT HAND PAGE I



R1;-Hr pA.E 9 TASK BOOKLET

TASK NO. I ENTER RESPONSES T.& STATE"ENTS BELaw IN RIGHT SICE OF PA6E 9
CL 4ESPONSE aOUKLET

26 IPERFOK4 DIGITAL EXAMINATICN CF INTRACRAL TISSUES

27 ISrAI, TEETH TC IDENTIFY CRACNEC/SPLIT TEFT-

28 IPEKFUR4 TRANSILLUMINATION OF TEETH Tu LJCA'E
IuAIEj,tALUL 'S,INFECTION

2 IPERFOJM TRA.NSILLUMINATICN OF SINUSES TO IUENTIFY 6LOCKAGE

3C TEST FJR TOCTH VITALITYE.G. ELECTRICAL TESTING,, HOT-COLO,
IPERCUSSIUN

31 TEST FOR T,!GTm 0JOiILITY

32 EXAMI'iE FOR 'ALCCCLUSION

33 IEXAMINE FOR ATTRITION OF TEETH

j 34 IEXAM4IE TONGUt FOR PATHOLO;Y

35 IEXAMIJE FUN SUPERNUMERARY TEETH

36 EXAMINE FOR SIGNS OF VITAMIN DEFICIENCY

37 PERFORM FOLLOW-UP EXAMINATICN CN PATIENT RECEIVING DENTAL
ITREATMENT

38 IEVALUATE SYMPTOMS OF PATIENT CCMFLAINING OF TCCTH/ORAL CAVITY
JPAIN

39 IEVALUATE SYMPTOMS OF PATIENT CCMPLAINING flF INTRA/EXTRA ORAL
[SWELLING

4C IEVALUATE SYMPTOMS OF PATIENT COMPLAINING OF TROUbLE SWALLOWING

41 IEVALUATE SYMPTCMS JF PATIENT COMPLAINING CF TONGUE IRRITATION

42 IEVALUATE SYMPTCMS OF PATIENT COMPLAINING OF ORAL BLEEDING

43 IEVALUATE SYMPTOMS OF PATIENT COMPLAINING OF SORE GUMS

44 IEVALUATE SYMPTCMS OF PATIENT COMPLAINING OF PAIN IN
ITEMPURO-MANDIBULAR JOINT

45 IEVALUATE SYMPTOMS 'F PATIENT COMPLAINING OF IRRITATICN FROM ORAL

IPROSTHESIS

46 ICHECK PERIODONTAL PACKS

"7 IEVALUATE PATIENT WITH ELEVATED TEMPERATURE

48 IEVALUATE PATIENT'S SUITABILITY TO UNDERGO SURGERY

49 IEVALUATE SYMPTOMS OF PATIENT COMPLAINING OF INCISIONAL PAIN

50 IEVALUATE NEED/SUITABILITY CF PROSTHETIC DENTAL DEVICES FCR
IFATIENT

TURN PAGE



LEFT PAGE LJ TASK BOCKLET

TASK NJ. I ENTER RESPONSES TO STATEMENTS 3ELCw IN lEFT SIE CF PAGL IJ
UF RESPONSE BOOKLET

I ICHECK/EXAMINE INCISICNS/WCUNOS FOR PROGRESS CF HEALIG

2 EVALUATE THE QUANTITY/OUALITY CF SALIVA

3 IEVALUATE INTRA/EXTRACRAL LESICNS j
4 IEVALUATi THE QUANTITYIQUALITY CF FREE ANC ATTACmEO GINGIVAL

TISSUE 1I
5 IEVALUATE THE NEED FCR PROPHYLACTIC MEDICATION

6 JOG TEST CULTURE OF CANAL TO ASSESS THE P-OGRESS OF ENDUDONTIC
ITREATMENT

7 100 TEST CULTURE OF ORAL MUCOSA FOR DETERMINING THE PRESENCE OF

IGINGIVITIS

8 1O TEST CULTURE OF PURULENT MATERIAL FROM ABSCESSED TOOTH I

9 100 ACIDITY TEST ON SALIVA

10 ITAKE 4UCOSAL SCRAPE FOR CANCER TEST

11 ITAKE ORAL SMEARS FOR PHASE CONTRAST MICRCSCOPYI I
12 :EVALUATE PATIENT TO DETERMINE APPROPRIATE METHOD AND TYPE OF

IRADIOLOGIC PROCEDURE FOR 0IAGNOSIS/THERAPY

13 IDETERMINE EXPOSURE TECHNIQUE FOR X-RAY SERIES

14 ISELECT ALTERNATIVE TECHNIQUES IN SETTING X-RAY UNIT

15 ITAKE PANOREX X-RAYS

16 !TAKE OCCLUSAL X-RAYS I

17 ITAKE PERIAPICAL X-RAYS I
Id ITAKE BITE-wING X-RAYS

19 ITAKE INTRA-ORAL X-RAYS

20 IINTERPRET RAOIOGRAPHS

21 IDETECT TISSUE ABNORMALITIES ON X-RAY FILM I

Z2 IDETECT BONE ABNORMALITIES ON X-RAY FILM

Ii

23 'REVIEWIINSPECT X-RAY FILMS FCR DISPOSAL

24 TAKE ROUTINE SINUS X-RAYS I

25 ITAKE EXTRA-ORAL X-RAYS

GO TO RIGHT HAND PAGE

I'



RIGHT PAGE li TASK BA(KLET

I T&SK NO. I ENTER RESPONSES TO STATEmENTS BELO% IN RIGHT SIUE O A E LI
OF PESPGNSE SCOKLET

26 ISUTURE FACIAL LACERATICNS

27 [RESUSCITATE PATIENT USING AWBU BAG

28 IINTJBATE PATIENT'S TRACHEAILARYNX

29 IPERFORM CRICOTHYROTO(

i IAOINISTER OXYGEN THERAPY

3L IGIVE EXTERNAL CARDIAC MASSAGE

32 IGIVE EMERGENCY TREATMENT/FIRST AIC FCR SEVERE DRUG REACTION

33 ISTART I.V. THERAPY

34 JADMINISTER I.V. MEDICATICN CIRECTLY INTO VEIN

35 IMONITOR/REGULATE INTRAVENOUS SOLUTION FLOW RATE

36 ICLAMP BLOOD VESSELS

37 1APPLY TEMPORARY SEDATIVE CROWN ICAP) TO FRACTURED TCCTH

38 IAPPLY TEMPORARY SPLINT TO FRACTURED TOOTH

39 IREDUCE SHARP EDGES OF FRACTURE) TOOTH

40 IOPEN TOOTH FUR DRAINAGE

4( IAPPLY TEMPORARY SPLINTS TO FRACTURED FACIAL BOCNES

42 IGIVE EMERGENCY TREATMENT/FIRST AIC FOR BURNS

43 IEXTRACT RETAINED ROOT (TOOTH) FRAGMENTS

41# ICCNTROL BLEEDING BY PRESSURE DRESSING

45 IGIVE OR HELP PATIENT WITH ORAL I"GIENEP E.G. BRUSH TEETH, CLEAN
IDENTURES. MOUTHWASH

46 [PERFORM ORAL PROPHYLAXIS

47 PERFORM THREE AGENT STANNCUS FLUORICE CARIaSTATIC TREATMENT

48 IBLEACH OISCOLOREO TOOTH

49 IREMOVE SUB-GINGIVAL CALCULUS

50 IPOLISH TEETH

TURN PAGE



LEFT PAE 12 TASK B(KLET

I TASK NO. I ENTE4 RESPONSES TO STATEMENTS BELOW IN LEFT SIJE OF PAGE L2
CF RESPONSE BGCKLET

I JACAPT RUddER CAM TO TEETH

2 IRETRACT GINGIVA FOR RESTORATIVE PROCEDURE

3 IPLACE SEPARATORS TO FACILITATE PLACEMENT CF PRCXIMAL I
RESTURATIONS

4 1EXCAVATE DENTAL CARIES

5 IFLUSH OUT/DRY CAVITY PREPARATION I

6 IPREPARE GOLu FOIL FOR TOCTH RESTORATION
7 PREPARE ZINC OXIDE/EUGENGL CEMENT FOR TOCT) RESTORATION

I
8 ~PREPARE ZINC PHCSPHATE FOR CENTAL RESTORATION I
9 IPREPARE ACRYLIC RESIN FOR DENTAL RESTORATION

IQ IPREPARE SILICATE CEMENT FOR DENTAL RESTORATION

11 IINiERT CEMENT BASE INTO EXCAVATED CAVITY

LZ IlNSERT A4ALGAM INTO EXCAVATED CAVITY

I
13 IINSERT PULP CAP INTO EXCAVATEO CAVITY

14 IINSERT TEMPORARY SEDATIVE FILLING IN CARIOUS TOOTH

I
15 1APPLY VARNISH/LUbRICANT TC PRCTECT SILICATE/RESIN RESTORATION

16 IACID ETCH ENAMEL FOR RETENTION OF RESIN RESTCRATION

17 PREPARE AND PLACE PIT AND FISSURE SEALANTS

Id JPERFORM SILICATE/RESIN RESTCRATIJNtE.G. SINGLE/MULTIPLE

19 IPERFORM SINGLE/MULTIPLE SURFACE ANALGAMISI

20 IPERFORM GOLD FCIL RESTORATION

21 ICCNSTRUCT FULL AMALGAM CROWN I

22 ICONSTRUCT STAINLESS STEEL CROWN

I I
23 INSERT PINS FOR RETENSION OF RESTORATION

24 ICARVE AND RESTORE ANATOMICAL LANCMARKS ON OENTAL RESTORATION [
25 ISMOOTH AND POLISH RESTORATICN

GO TO RIGHT HAND PAGE

Ij



I
RIC.;-T PAGE 10 TASK 'C.JKLEr

I TASK NO. I ENTER RESPONSES TO STATLMtNTS BELOw IN RIGHT SirE C PAGE Lo
LF 0-:SPUd;SE CCKLET

26 1PiF6CR. SIALCRAPHY

27 IDETECT TOOTH ABNORMALITIES CON X-RAY FLtw

za ITAKE AOUTINE FACIAL X-RAYS

29 ITAKU ROUTINE X-RAYS Or MANCIdLE

30 ITAKE ROUTINE A-RAYS OF TEMPERCmANCINULAR JCINTS

31 ISCREE' PATIENT VIA TELEPHCNE TC DETERMINE NEED FGR 'EDICAL
IATTENTION

32 ISCREEN PATIENT ON ARRIVAL TO CETERINE WHICH STAFF ME'4Ek
IPATIENT SHOULO SEE

33 103SERVE/RECORO PATIENT'S PHYSICAL/EmCTICNAL RESPCNSE TO
ITREAT4ENT/OIAGNOSTIC PROCEDURES

34 IASSESS SIGNS AND SYMPTOMS CF

IIRRITABILITYRESTLESSNESSAPPREHENSION

35 IMAKE PATIENT RCUNDS OF WARCS/SECTICN/UNIT/HOSPITAL

36 ASSESS PATIENT'S RESPONSE TC MEDICATION THERAPY

37 IASSESS/EVALUATE PATIENTIS/FAmILY'S UNDERSTANOINGIACZEPTANCE OF
IHEALTH PROBLEMS

38 IEVALUATE PATIENT'S PROGRESS/RESPONSE TO THERAPEUrIC REGIME

39 IDETERMINE IF PERSONNEL AT SICK CALL ARE FIT FOR DUTY

40 IEVALUATE THE NATURE CF PATIENT'S RESISTANCE TO TREATmENT

41 IDETERMINE WHEN TO GIVE P.R.N. MEGICATION, E.G. PAINP SEDATIVE,
ILAXATIVE

42 IDETERMINE PRIORITIES FOR TREATMENT OF PATIENTS

43 IOETERMINE IF PATIENT HAS COMPLIED WITH PRESCRIBED TREATMENT
IREGIMEN

44 IREVIEW TEST/EXAMINATION/CONSULTATION REPORTS FOR ABNORMAL

IIPOSITIVEI FINDINGS

45 JPLAN/4ODIFY DIAGNOSTIC PROCEDURES ACCORDING TO PATIENT'S
IRESPONSE/NEED

46 IRECOMMEND PATIENT'S TRANSFER ACCORDING TO NEED/READINESSPE.G.

IFROM R.R.v TO DELIVERY ROOM

4? ICONFER WITH PATIENT/FAMILY TO PLAN PATIENT CARE

48 IGIVE/RECEIVE VERBAL REPORTS ABOUT PATIENT

49 IREVIEW DOCTOR'S ORDERS ANC INSTRUCTIONS WITH DOCTOR

sO IREFER PATIENT TC NURSE FOR TREATMENTJI
TURN PAGE



I
LEFT PAGE ILi TASK BCOKLET

TASK NO. j ENTER RESPONSES TO STATEMENTS BELOW IN LEFT SIDE OF PAGE 11

OF RESPONSE 6OGKLET

I ICONFER WITH CORPSMAN TO DISCUSS PATIENT

ITEAT'4ENT/PkQGRESS/PRCBLEM I
2 IRECUM4END NEED FOR PARAMECICAL CCNSULT OR REFERRAL, E. . SOCIAL

IWGRKER, O.T., P.T. 1|
3 (RECOMMEND NEED FOR SPECIALTY CONSULT/REFERRAL I
4 MAKE SU3GESTION REGARDING PATIENT CARE, E.G. NEEC OF -EDICATIUN,

ITREATMENT II
5 ICUNSULT DOCTOR OR NURSE TO CiTAIN INFJRMATICN/AOVICE ON PATIENT

ICARE

6 IREAD/REVIEW PATIENTOS HEALT- RECORDi

7 ICCNFE4 WITH ALLIED HEALTH PERSONNEL TO DISCUSS PATIENT

IPRGGRESS/PROBLEMS

d ICONDUCT TEAM/IAkD CONFERENCE (CLASS) ON PROBLEM/PROGRESS OF

IINDIVIDUAL PATIENT

9 IVERIFY IDENTIFICATION OF PATIENT, E.G. FCR TREATMENT,

IMEDICATIGNS, EXAMINATION I
LO IPOSITION/HOLD PATIENT FOR EXAMINATION, TREATMENT, SURGERY

IL IRESTRAIN/CONTROL PATIENT VERBALLY

12 IHELP PATIENT TO RINSE, EXPECTORATE DURING DENTAL PRCCEOURE

13 IGIVE THROAT IRRIGATION/GARGLE

14 IORDER DIAGNOSTIC TESTS

15 IPRESCRIBE MEDICATIONS

L6 1ADMINISTER INJECTION

17 (ADMINISTER ORAL MEDICATION

18 ISET UP UNIT BRACKET TABLE WITH DENTAL INSTRUMENT/MATERIAL

L9 1EXCHANGE BURS, MANORELS9 MOUNTED STONES, DIAMONDS IN DENTAL I
IHANOPIECE

20 (SHARPEN HAND INSTRUMENTS

21 IDETERMINE NEED FOR ADMISSION OF PATIENT TO HOSPITAL I
22 IEVALUATE NEED ruK EMERGENCY TREATMENT

1123 ICHECK PATIENTOS AIRWAY FOR PATENCY/OBSTRUCTION

24 IGIVE EMERGENCY TREATMENT/FIRST AID FOR SHOCK

25 ICLEAN WOUND, CUT, ABRASION

GO TO RIGHT HAND PAGE 11



I
RIGHT PAGE 12 TASK BOOKLET

I TASK NO. I ENTER RESPONSES TO STATEMENTS BELOW IN RIGHT SICE OF PAGE 12
OF RESPONSE BOOKLET

Z6 IOESENSITIZE ERODED AREAS CF TEETH

27 IADAPT MATRIX BAND AND RETAINER TO TEETH

28 IREPAIR DAMAGED RESTORATION WITH SILVER/GOLO

29 ,APPLY MEDICATION TO CARIOUS LESION

30 )PERFORM OCCLUSAL EQUILIBRATION

31 ISTAIN PLAQUE

32 ISCALE TEETH

II
33 IREMOVE SUPRA-GINGIVAL CALCULUS

34 IEXCISE IMPACTED DENTITION

35 ,PERFORM ROOT PLANING

36 IPERFORM GINGIVAL CURETTAGE

37 (PERFORM GINGIVECTOPY

38 IAPPLY PERIODONTAL PACKS

39 IAPPLY TOPICAL SKIN/LIP MEGICATIONP E.G. OINTMENT, POWDER

40 ,APPLY TOPICAL MEDICATION TO MUCOSAL TISSUE, E.G. ORAL, EYE,
ISTOMA

41 1APPLY DEHYDRATING AGENT TO HERPES LABIALIS

42 IGIVE ANTISEPTIC IRRIGATION# E.G. FOR GINGIVITISP VINCENT'S
IDISEASE

43 1IRRIGATE AND INSERT PERICORNITIS DRAIN

44 IAPPLY SPLINTS TO MOBILE TEETH

45 IDETERMINE TYPE9O0SE AND SCHEDULE FOR PRE-OPERATIVE MEDICATIONS

46 1APPLY TOPICAL ANESTHESIA

47 IADMINISTER TISSUE INFILTRATION/LOCAL ANESTHESIA

48 rADMINISTER MANDIBULAR BLOCK ANESTHESIA

49 IAONINISTER REGIONAL BLOCK ANESTHESIA

SO IADOINISTER ANESTHESIA FOR HEMOSTASIS

TURN PAGE



LEFT PAGE 13 TASK BCC'(LET
----------- ------------------------------------------------ ------

I TASK NO. I ENTER RESPONSES TO STATEMENTS BELCo IN LEFT SIOE OF PAGE LI
GF RESPONSE BUCKLET

I IAJIfIIiTER ANESTHESIA FOR OEBRIDEMeNT OF CARIOUS PULP EXPOSURE

II
2 ISTIMULATE/AROUSE PATIENT AFTER ANESTHESIA

3 IFLASH STERILIIE INSTRUPENTS j
4 IPREPA-CE SKIN SITE wITH ANTISEPtIC SOLUTICN PRIGR TC

IINCISION/SUTURING/TREATMET GR EXAMINATION 1
5 IGLIVE FOR STERILE PROCEDURE

6 ISCRUB FOR SURGERY/STERILE PR'CECURE I

7 IGGWN FOR STERILE PROCEDURE

8 IMAKE INCISICN FOR MINOR SURGERY I

9 PERFORM TRACHEOTOMY/TRACHEOSTO4Y I

10 IEXTRACT TOOTH

I1 IiUTURE 4UCOSAL TISSUE

LZ ISUTURE FASCIA

13 IPREPARE AND POSITION PROSTHESIS/GRAFT TISSUE DURING SURGICAL !

IPROCEDURE

14 !PERFORM BONE BURNISHING TO CCNTRCL ELEEGING i

15 )REMOVE FLUID FROM SURGICAL SITE WITH SPONGES GR SUCTION

16 ICUT SUTURES AT SURGICAL SITE

17 IDRIVE IN SURGICAL PIN/ROO/FASTENER

18 !POSITION/HOLO RETRACTORS TO MAINTAIN OPEN INCISION

19 ITIE SUTURES/LIGATUkES FOR HEMOSTASIS [
20 IREMOVE SUTURES II
21 ICONTRUL MINOR BLEEDING, E.G. AFTER EXTRACTION OR INCISION

22 ICAUTERIZE BLEEDERS WITH ELECTRIC CAUTERY (BOVIES

23 ICAUTERILE BLEEDERS WITH CHEMICAL AGENT

24 IAPPLY WIRE SPLINTS TO REDUCED MANDIBLE AND MAXILLA

25 IREOUCE DISLOCATED MANDIBLE

00 TO RIGHT HAND PAGE



I
RIGHT PAGE 13 TASK SCOKLET

TASK NC. I ENTER RESPONSES TO STATEMENTS BELOW IN RIGI-T SIDE OF PA.--- 
Or RESPUNSE BOOKLET

26 IIRRIGATE AND PACK DRY SOCKET

27 IIRRIGATE WOUND

28 IDEdRIDE WOUNO/BURN

29 IPACK INCISION/WOUNO/CAVITY

30 IESTABLISH DRAINAGE IN PERIAPICAL ABSCESS

31 IESTABLISH DRAINAGE IN PERIODONTAL CYST/ABSCESS

32 IINSERT DRAIN/WOUND CATHETER

33 IREMOVE/SHORTEN DRAIN

34 IPERFORM CURETTAGE/REMOVAL CF ORAL ABSCESS/CYST

35 IREMOVE MINOR CRAL LESICNSE.G. MUCOCELE

36 IEXCISE POLYP

37 IPERFORM OPEN/CLOSED TOOTH EXTRACTION

38 IPERFCR4 REMOVAL OF IMPACTED DENTITION

39 PERFORM REMOVAL OF TORI

40 IPERFORM SUBPERIOSTEAL ABSCESS DISSECTION

41 IPERFORM DRAINAGE INSERTION FOR OSTEOMYELITIS

42 IPERFORM GRANULECTOMY

43 IPERFORM SOFT TISSUE GRAFT

44 IPERFORM REPAIR OF SOFT TISSUE FACIAL INJURY

45 PERFORM EXCISION OF SALIVARY GLANC

46 IPERFORM TOOTH TRANSPLANT

47 IPERFORM REMOVAL OF SALIVARY CALCULUS ISTONE)

48 IPERFORM APICOECTOMY

49 IPERFORM ALVEOLECTOMY

so IPERFORM BIOPSY OF ORAL LESION

TURN PAGE



L E FT PAGF 14 TASK 8 ~LT

I ASK~ NO. I ENTER AES"UNSES fTU StATE4ENTS e3ELJ4 1*4 LEfE SID3E CF PAM 1,
LF RESPL;NSE BOOKLET

I IP~kFO4'4 FREhiECTOMY

2 IPEkF.-AM PEOI300NTAL SOFT TISSuE FLAP PAJCECUAES

3 jPt, F,344 3JYTCPLASTYj

4 IRERNFCR4 ,'I~VCPLASTY

5 IP;RJRM~ PERIAPICAL CUQETTAGE

6 IPtRFUR4 1MANDIBULAR PROGNATHIC RECUCrItJNII
II

a IPERFORM 4ANU16ULAR OSrEOTOMY

9 IPER~Fl.-4 ZENIUPLASTY

to) IPEF04&M MAXILLARY OSTEOTOMY

it IPERFORM MANDIBULAR VESTIBULCPLASTYj

LZ IPE.RFOR4 VEST1IBULGPLASTY AND MCUTH FLOOR PLASTY

13 (PERFORM ATROPHItC MA 4IbULAR PIGGE AUGMENTATIUN

14 IPERFCARM SUBMUCCUS RESECTICN

is IPERFUA'4 MAXILLARY VESTIBULOPLASTY

16 IPERFORM MAXILLARY ALVEOLAR RIDGE AUGMENTATION

17 (PERFORM CLOSED REDUCTION OF MAXILLARY/MANDIBULAR FRACTURE

18 IPERFORM OPEN REDUCTION OF MAXILLARY/MANOIBULAR FRACTURE

19 IPERFORM TREATMENT OF MIOFACIAL FRACTUREI[
20 IPERFORM RANULA REPAIR

2L (PERFORM BONE GRAFT

22 (REPAIR CLEFT LIP

23 IREPAIR CLEFT PALATEI

24 IPERFOAM LIP $HAVE

11



II

RIGHT PAGE 14 TASK BCOKLET

I TASK NO. I ENTER RESPONSES TO STATEMENTS BELOW IN RIGHT SIDE CF PAGE 14.

C, RESPONSE BCCKLET

26 1LCCATE TOOTH CANAL

27 ICUT TJOTH TO ACCESS CANAL FOR ENOCOONTIC TREATMET

28 IPERFORM APEXIFICATION

29 PERFORM PULPECTOMY

3C IPERFOkM PULPOTCMY

31 IINSTRUMENT AND DEBRIDE ROOT CANAL

32 IMEDICATE CHAMBER AND RGOT CANAL

j 33 IFIT AND FILL RCOT CANAL

34 IPERFORM RCOT RESECTION

35 ICREATE ARTIFICIAL FISTULA

36 IPERFORM TOOTH HEMISECTION

37 IPERFORM TOOTH REIMPLANTATION

38 IFIT TEMPORARY CROWN/BRIDGE

39 IISOLATE TEETH FOR IMPRESSION

40 IRETRACT GINGIVA FOR IMPRESSION

41 ITAKE IMPRESSIONS FOR TEMPORARY BRICGE

42 ITAKE DIRECT WAX PATTERNS

43 IPREPARE/CUT TEETH FOR CROWN/INLAY/BRIDGE

44 IPREPARE AND OPAQUE METAL FOR PYROPLAST

45 IPREPARE/APPLY PYROPLAST TO GOLD CASTING

46 IPREPARE AND OPAQUE METAL FOR PORCELAIN

47 IPREPARE/APPLY PORCELAIN TO METAL CASTING

48 IPREPARE/APPLY STAIN TO PYROPLAST FACING

49 IPREPARE/APPLY STAIN TC PORCELAIN FACING

so IPROCESS/BAKE PYROPLAST/ACRYLIC FACING

TURN PAGE



LEFT PA , I: TASK L: JLET

T -ISK NC. E-iTER RESl '4SE S TU TATE ',TS R LJ Ij . LEfT )1 I
U PESPUNSE b'1tKLET

I I PwCESS/F[RE P.RCELAIN FALI N ,

2 CCN TAuCT ALGA DIES AN], TQl4

3 LNSTR uCT STOE 0IES A NO TkI I
4 ICCNSTRuCT COPPER PLATEC jlES AND TRIM i

5 ICCNSTRUCT PLASTIC CCPINGS

6 CONSTRuCT METAL COPINGS I

7 IAX UP AN) SPRUE CRO4N/BRIOGE/INLAY

8 IINVEST AND BURN OUT CROWN/BRIUGE/INLAY !

$ ICAST CROWN/BRIDGE/INLAY IN GOLD I
it IPICKLE GOLD APPLIANCES

11 IREPLACE BROKEN FACINGS I

1z IGCLD PLATE CRCWN/BRICGE

I
13 ISOLOER BRIDGE

14 JGRIND/POLISH CRCWN

15 ISELECT SHADE FOR VENEERS/FACINGS

lb IMODIFY/STAIN VENEERS IN THE MOUTH I

17 ISEAT,FINISHCEMENT CROWN/BRIDGE/INLAY IN THE MCUTH

18 IPREPARE ROOT CANAL FOR DOWEL

II
19 IFIT CAST DOWEL

20 ICEMENT CAST DOWEL I!
21 IREPLACE BROKEN FACINGS I

22 IRECEMENT LOOSE CROWN/BRIDGE

23 IREMOVE DEFECTIVE CROWN/BRICCE I!
24 IPREPARE-MIX IMPRESSION MATERIAL

25 ICONSTRUCT CUSTCM IMPRESSION TRAYS

GO TO RIGHT HAND PAGE

11



RIGHT PAGE 15 TAS. 6:2"-LET

I TAbK %0. I *NT R RESP,;NSES TO STATE"ENTS BELCw IN RIvHT SIDE CF PAG, 15
Ci AESPONSE .OALET

I 26 t-IT CJSTOM TRAYS TO MruT,

27 ITAIE IMPRESSICNS FOR OENTURE QEPAIR

28 T_(E WAA BITE REGISTRATICtI

2S ITAKE IMPRESSIGS FOR STUDY CAST

30 ITAAE IMPRESSIONS FCR MCUTH GUARCS

31 ITAKE FINAL IMPRESSIONS

32 IFABRICATE TEMPORARY BRIDGE-PLASTIC

33 IFABRICATE FRACTURE SPLINT

S34 IFABRICATE CLEFT PALATE PRGSTHETIC APPLIANCE

35 ICCNSTRUCT PROTECTIVE MOUTH GUAROS E.G. BCXING LUAi%

I36 ICONSTRUCT MOULDS FCR PROTCTYPE
I

37 IFABRICATE PLASTIC HEAD CAPSI I

38 IFABRICATE PROSTHETIC AIDS USED IN RAG!OTHER.APY

39 1PREPARE CEMENT E.G. LINERS PRIMERS INSULATION

40 IPLAN/DESIGN INTRA-ORAL PRCSTHESIS

I 41 PREPARE DIAGNOSTIC CAST

42 (LOCATE HINGE AXIS

43 (PERFORM HINGE AXIS-FACE BOW TRANSFER

I 44 MOUNT AND ADJUST CASTS ON ARTICULATOR

45 IMAKE PANTOGRAPHIC TRACINGS

46 IMAKE INTEROCCLUSAL RECORDS

47 IDESIGN FRAMEWORK FOR REMOVABLE PARTIAL CENTURE

48 (WAX PATTERN FOR REMOVABLE PARTIAL CENTURE

49 ISPRUE WAX PATTERN FOR REMOVABLE PARTIAL DENTURE

5C IINVEST WAX PATTERN OF PARTIAL DENTURE

TURN PAGE



I I 1PA E I.. T I T

1 TASK NO. I ENTR S 0 '. SES TJ 3TAT r IS IL 0 1%. LEFT Slf L_ PA;t 1'
2rd 1',CNE :3J2(,LET

.............................................................................

I I kAST .RE"'JVAiL L PAR TIAL :) %

6

2 1SAN HLAST PAPTIAL DENT'JjE F A.E.CR( CASTING

1 FIT CAST F A E.] k RE'4.VA;;LE PArTIAL f;ENTJRt 1% PATIENT'S

4 I"AKE ALTEPED CAST IMPRESSIJ .

5 AkRAN3E TEETH CN FINAL CAST

0 ItLIMINATt WAX 114 BURN OUT FLPNACE

7 IPREPARE OESIkAdLE UNDERCUTS FOR RETENTION

8 IPREPAAE ABUTMENT TEETH FCR PRCSTHETIC DEVICE I!

9 I.AX CJNTijUR DENTURE FCR PRCCESSING

LC ICCNSTRUCT RECORD BASES - ACRYLIC, WAX, SHELLAC

LI ICHECK RETENSION/EXTENSION/STABILITY GF RECCRD BASES Ii
12 SELECT TEETH FCR DENTURES

13 ITRY IN AND tUJIFY .AXEC TRIAL CENTURE

L4 IPERFOR4 PHCENETIC TESTS WITH DENTURE IN PATIENT'S MOUTH

15 ISPRUE MOLD FOR FLUID RESIN DENTURE

16 IBOIL YjT AND REMOVE WAX FRO4 THE MOULD

17 IPREPARE CAST FOR FLUID RESIN DENTURE

II
18 IPERFORM FLASKING CF DENTURE

19 ICHECK TISSUE ADAPTATION OF DENTURE USING PRESSURE INDICATOR
IPASTE

20 IEQUILIBRATE OCCLUSION CF ORAL PROSTHESIS IN biE MOUTH

21 IREFINE OCCLUSICN CF ORAL PRCSTHESIS CN ARTICULATOR J|
22 IRELIEVE SORE SPOTS FRCM DENTURE

23 IREBASE DENTURE

24 IREPAIR DENTURE

25 IRE;'LACE BROKEN FACINGS

GO TO RIGHT HAND PAGE

I;



RlI"T v'A E 1 TASK BG LET

I TASK NO. I ENTER RESPONSES TO STATE4ENTS BELOW IN QIGHT SIBE CF PAGF 10

CF RESPONSE BGCKLET

26 1ODIFY DENTURE TO ADD SUBSEQUENTLY LOST TEETH

27 IrtLINE DENTURE

2B :FABRICATE )RTmCOLNTIC APPLIANCE-HAwLEY

29 ADJUST ORTHODONTIC APPLIANCES

30 IRECONTOUR NATURAL TOOTH BY STRIPPING/OISCING

31 IPERFORM MINOR ORTHODONTICS TO REPOSITION ABUTMENT TEETH

32 IINSERT SPACE MAINTAINERS

33 IREINFJRCE PATIENT'S POSITIVE RESPONSE TO THERAPY

34 IEXPLAIN MAJOR SURGICAL PROCEDURE/OPERATICN TC PATIENT/FAMILY

35 1EXPLAIN MINOR SURGICAL PRCCEOURE/OPERATION TO PATIENT/FAMILY

36 1EXPLAIN TO PATIENT/FAMILY PCST-CP PRCCEDURES/CARE FOR RACICAL

ISURGERY

37 ITEACH PATIENT/FAMILY WARNING SIGNS OF CANCER

38 ITEACH PATIENT/FAMILY HEALTH PROMOTION PRACTICES, E.G. ROUTINE
IPHYSICALS, EXERCISE, DIET

39 ICCUNSEL AND INSTRUCT PATIENT IN THE SELECTION OF NUTRITIONAL

IFOODSI1
40 IEXPLAIN/ANSWER PATIENT'S QUESTIONS REGARDING

ISYMPTMS/DISEASE/TREATMENT

j41 ICCUNSEL PATIENT/FAMILY ON WHEN ANO WHERE TO SEEK MEDICAL CARE

42 IINFORM PATIENT CF PROCEDURES REQUIRED PRIOR TO/DURING

I EXAMINATION/TEST/TREATMENTII
43 IINFORM PATIENT ON AVAILABILITY OF SERVICES IN THE COMMUNITY,

E.G. LEGAL AID, EMPLOYMENT

44 IEXPLAIN/ANSWER PATIENT/FAMILY QUESTIONS ABOUT MEDICATIONS, E.G.

IPURPOSE, DOSE, SCHEDULE

45 ITEACH PATIENT/FAMILY SIDE EFFECTS OF MEDICATIONE.G.

IDROWSINESSPURINE DISCOLORATIONII 46 ICOUNSEL PATIENT WITH PSYCHOSOMATIC COMPLAINT

47 IREASSURE/CALM APPREHENSIVE (ANXIOUS) PATIENT

48 ITEACH PATIENT/FAMILY SELF USE OF THERAPEUTIC EQUIPMENT/DEVICES

49 ITEACH PATIENT SELF-CARE PREVENTIVE DENTISTRY MEASURESP E.G. USEIOF TOOTHBRUSHt WATER PIC

50 IREASSUe/CALM PATIENT BEFORE SURGERY

I
TURN PAGE



TASO '.J. I F1Tt RESPONSES TO STATEMEN.TS o3ELCp 11, LEFT SIDJE OF PAGE 1?
C&- RtSDNSE eCCKLET

L 1.,k1TE STANJARD INSTRUCTIONS FOR *'ATIENT CC'.CERNING

I EXAAINATICNS/T -RAPY OR PROCEUJRES

2 1 1 NFJ4 APA TI E NT OF PR SR E SS C;: TH PA PY

3 ljPLAIWN/A oER .QUFSTICNS A8CuT T-kEAT4EN.T PRCCEDUkE VIA TELEP4CNE

1. PmPA4E PATIENT PSYCHQL06ACALLY FC'R LCNG TER". TREATMENT. E.G.,
0 1IAL Y S1S

5 ITEAC~4 .-.4ILY HC.4 TO CARE FOR PATIENT AT HCmE

ICLJNSEL IATIENT/FAMILY ABCUT THE NEEC FOR CRTHCOCNTIC CAREI

7 IEXPLAiN/ANSWER QUESTIONS AM~CoT THiERAPEUTIC CIETS TO
IPATIE.iT/FAMILY

8 1IlNST'RJCT PATIENT IN CARE GF INCISIONI

9 IINST'RJCT PATIENT IN CARE CF CR,)WN/BR lOGE/DENTURE

11
1 ITE PAIN LQERMOIGPOEUE

EN OFTSIOKE



I
Please write in the space below any time consuming patient-

care tasks you perform which were not included in this task

I booklet. When you are through, please put Task and Response

Booklets in the accompanying self-addressed envelope. Seal

and return to the officer who gave you this package.

I THANK YOU FOR YOUR PARTICIPATION

I
I
I
I
I
I
I
I

I
I
I

I

I xiii


