
                                                        

   

 

  Practice Manager Test Study Guide 

1. A Collection Ratio of 98% should be maintained.  

2. The Practice Manager cannot change the schedule without approval from their RDO.   

3. Team meetings should be held monthly. 

4. The Practice Manager is responsible for proper staff training.  

5. NPS is used to monitor what our patients think of our practice.  

6. An account should be inactivated after attempting to contact the patient when they are 

13 months past due for hygiene. 

7. The insurance company must be contacted and a thorough breakdown must be 

completed if an insurance policy cannot be located within the software system.  

8. The policy holder whose birthday month and day comes first is the primary 

insurance for a patient with two commercial insurances.  

9. During an office emergency situation, the Regional Director of Operations, Chief 

Compliance Officer, and Doctor Owner should be notified immediately.   

10. The Practice Manager is responsible for obtaining a worker’s compensation claim 

number when necessary.  

11. Water lines should be flushed for 30 seconds by the Hygienist in between patients on 

the hygiene side.  

12. Messages regarding Account balances should never be left on a voice message when 

contacting a parent/guardian regarding a patient’s account.  

13. The Company will replace scrubs once per 12 months as needed. 

14. A patient with inactive insurance can be seen but only with a different active 

insurance or as a self-pay patient 

15.  The doctor’s daily production should be sent to the D4C doctor(s) working in the 

office that day, doctor owner and the RDO. 

16. Patients with state funded insurance receiving a service that is not covered 

require a Non-Covered Service form to be signed.   

17. Key performance indicators include patient retention, case acceptance, labor cost, 

supply cost, conversion rate, starts and collections ratio. 

18. Huddle should be conducted every day.   

19. Recall due the following week and unscheduled treatment from the prior week 

should be printed and worked every Monday.   

20. The Front Office Coordinator uniform consist of professional business like attire and 

name tag.   

21. Each office should have a flashlight in the front desk and clinical areas. Battery life of 

flashlights should be checked weekly. 



22. The “Financial Responsibility” line should always be signed every time a new or 

updated medical history is filled out.   

23. A purchase order # is required for orders over $100. 

24. If a treatment plan is signed but the legal guardian is not present, it is ok to proceed 

with the scheduled appointment.   

25. The benchmark for dental supplies is 4%. 

26. The Practice Manager is responsible for notifying patients in the event of inclement 

weather.  

27. Only the Parent/Legal Guardian is allowed to complete New Patient paperwork.   

28. The Ortho TC report that is worked every Friday is the Pending Ready list.  

29. The Practice Manager is responsible for discipline of a staff member.   

30. The Company Broken Appointment Policy states after 2 BA’s in a 12 month period, 

the patient is placed on a Same Day Only status. 

31. The Company Policy for re-treating guarantees restorative fillings (excluding 

new decay), fillings that fail and turn into crowns and fillings or crowns that need 

to be extracted for one year. 

32. The Ortho FOC report that is worked every Friday is the Recall list. 

33. Sealants are guaranteed for 3 years if the patient stays current with their 6 month 

recall visits. 

34. Patients that drive themselves to a dental appointment are not allowed to have nitrous 

oxide administered.  

35. The Treating Provider will provide the caries risk and radiographs due at next visit 

during a patient’s exam.   

36. It is recommended that patients have their first panoramic film at age 6.  

37. On call is for established patients in need of emergency care after hours.   

38. The company’s vision is Raising the Standard in children’s oral healthcare. 

39. The operating dentist must be present while Protective Stabilization is in use.  

40. The company’s best practice retention % is 85%. 

 

 

 

 

 

 

 

 

 

 

 



 

 



 


