
 

 

Ortho Front Office Coordinator Test Study Guide 

 

1. Phones should be answered in 3 rings with a friendly and upbeat manner.  

2. The appropriate way to handle an upset parent over the phone, who’s concern you are 

unable to resolve, is to politely ask the parent to hold and transfer the call to the 

practice manager. 

3. FOC is responsible for tidiness of lobby, front reception area and patient restrooms. 

4. A social security number or member ID and date of birth are necessary to verify 

insurance coverage. 

5. When a parent calls to make an emergency appointment you should always try to 

work them in the same day.  

6. Check with the Doctor/PM if patient can still be seen if a parent calls and says they 

are running 25 minutes late. (We will always see patients that are up to 20 minutes late)  

7. When accepting cash payments, the parent receives a copy of the receipt and the 

office keeps one as well.    

8.  D4C Dental Brands requires a medical history form to be updated every 3 years. 

9.  We can not give a patient’s x-rays to just anyone that asks for them.      
10.  A phone number, address and email address should be obtained from       the   

guardian during the new patient call and confirmed at every visit. 

11.  “How was your visit” must be asked before the patient is checked-out.  

12.  The HIPAA form is completed on the initial visit and whenever there is a   change 

with the information listed.  

13.  Recall reports should be worked daily, weekly and monthly. 

14.  The orthodontic treatment agreement/contract must be signed by the parent or      

legal guardian.   

15. When calling a patient regarding a balance, never leave a message regarding the 

balance or account information on a voice mail.   

16. FOC should work no-show and recall/observations and daily collection reports. 

17. The TC is responsible for calling new patients that have been seen for a consult, but 

have not started treatment. 

18. 3:00pm is too late to schedule a banding/bonding appointment. 

19. The parent/patient id and insurance card should be scanned in at the initial exam 

appointment by the FOC. 

20.  FOC and TC are both responsible for completing the End of Day process. 

21. The morning is the ideal time to schedule the delivery of an appliance. 

22. To register a new patient you will need to obtain patient’s full name, date of birth, last 

dental visit, address, phone number and email, etc. 



23.  The Deband Consent Form must be signed before braces are removed. 

24.  When you are checking a patient out and the phone rings, you should answer the    

call and politely ask the caller to hold, as you are currently assisting a patient.    

25.  The PM and the RDO must be informed and approve closing the office early or 

closing the day, even if the doctor is making this request.  

 


