
 
 

 

Front Office Coordinator Test Study Guide 

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

2. When an upset parent is on the phone whose concern you are unable to resolve 

politely ask the parent to hold and transfer the call to the practice 

manager 

3. D4C Dental Brands offers a 25% discount to parents who have no dental 

insurance and pay their visit in full. 

4. A social security number is not necessary to set up a new patient. 
5. When a parent calls to make an emergency appointment you should check in the 

software to see if the patient has been here before and ask the parent if the child 
is experiencing extreme pain, has swelling, is bleeding, is unable to eat or 
unable to sleep. 

6. Always check with the Doctor to see if a patient can still be seen when they 

are more than 20 minutes late for their appointment. 

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

the office keeps one as well. 

8. On the schedule, unconfirmed patients with state insurance should be 

moved off by 12:00pm the day before the appointment. 

9. D4C Dental Brands require a medical history form to be updated every 3 years 

in DV and every visit in ES. 

10. State/Medicaid insurance and commercial insurance are verified at every 

appointment. 

11. We cannot give a patient’s x-rays to just anyone that asks for them. 
12. For patients with state/Medicaid insurance, the patient’s information must be 

entered as the “policy holder information” 

13. For patients with commercial insurance, the policy holder’s information 
     must be entered as the “policy holder information” 

14. Office Products are charged under the treating provider’s hygiene 
     number in Dental Vision and under the treating provider’s name in Eaglesoft. 

15. A Doctor/Hygienist who recommend AM only is suggesting the patient be 

scheduled before lunch time. 

16. An email address should be obtained from the guardian during the new patient 

call and verified every visit. 

17. Demand Force or Lighthouse is used for sending emails and text 

messages for confirmation and unscheduled recall reminders. 



18. “How was your visit” must be asked before the patient is dismissed. 

19. Phone number, address, and insurance need to be verified at every visit. 

20. The router is verified against the ledger before being scanned into the 

patient’s Document Center. 

21. Unscheduled treatment plan reports should be worked starting on Monday for 

the previous week’s timeframe. 

22. You should NEVER ask the parent or guardian if they would like to schedule their 
child’s treatment. 

23. An employee CANNOT decline the Tuberculosis skin test. 

24. The HIPAA form is completed on the initial visit and whenever there is 

change with the information listed. 

25. A 6 –month recall is scheduled when the patient checks in. 

26. A router must have the indicator strip attached before scanning into the 

document center. 

27.  Today’s date belongs to routers and treatment plans when scanned in. 
28. Recall reports should be worked weekly based on the calendar plan and a patient 

is inactivated at 13 months past due. 

29. The original treatment plan must be signed by the parent or legal guardian. 

30. When calling a patient regarding a balance, never leave a message 

regarding the balance or account information on a voice mail. 

31. A hold check is not an option for large out of pocket payments. 

32. The Hepatitis B vaccination is a three shot series. 

33. Personal Protective Equipment (PPE) must be worn in the clinical, 

sterilization and radiology areas. 

34. 85% is the company’s best practice for retention. 

35. If a patient drives to their appointment, they are not permitted to have 

nitrous oxide during their visit. 

36. D4C Dental Brand’s vision is Raising the Standard in Children’s Oral 

Health. 

37. We guarantee sealants for 3 years as long as the patient returns for their 

routine hygiene visit every 6 months. 

38. The broken appointment policy states that after 2 broken appointments in a 12 

month period, the patient is placed on a Same Day Only status. 

39. A pre-authorization can be submitted upon a parent’s request. 

40. The Front Office Coordinator should be dressed in professional business like 

attire with their name tag. 

 

 

 

 

 

 

 

 



 

 

 


