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COURSE DESIGN
COURSE TITLE
:
DENTAL TECHNOLOGY 
NOMINAL DURATION 
:
3499 hours + 1056 hours OJT*
QUALIFICATION LEVEL 
:
NC IV
COURSE DESCRIPTION
:
This course is designed to enhance the knowledge, skills and attitudes of a dental technologist in accordance with industry standards. It covers the fabrication/construction and repair of crowns, bridges, dentures and other dental prosthetics/appliances based on dentist’s prescriptions; management functions in dental laboratory production and operation; performing administrative functions; and career advancement through continuous professional growth and development.

This course is also designed to enhance the basic and common knowledge, skills and attitudes of an individual in the field of dental technology.

To obtain this, all units prescribed for this qualification must be achieved.

This course satisfies the prescribed two (2) year program and six (6) months on-the-job training (OJT) of Republic Act 9484.

Pursuant to the provision of Republic Act (RA) 9484, the Dental Technology NC IV program shall be registered in Unified Training Program Registration and Accreditation System (UTPRAS) to a recognized and legally constituted college, or school of dentistry.

Completion of this two-year course that includes six-month on-the-job-training is required for those applying for the PRC licensure exam.

Dental Technology NC IV maybe offered as accumulation of qualifications in Dental Laboratory Technology Services NC I, Dental Laboratory Technology Services (Removable Dentures/Appliances) NC II and Dental Laboratory Technology Services (Fixed Dentures/Restorations) NC II and the three units of competency for the laboratory management of Dental Technology NC IV provided that all the competency requirements for the abovementioned qualifications are all complied with. Thus trainees may complete the basic, common and core competency requirements for Dental Laboratory Technology Services NC I then proceed to Dental Laboratory Technology Services (Removable Dentures/Appliances) NC II and Dental Laboratory Technology Services (Fixed Dentures/Restorations) NC II and thereafter proceed to Dental Technology NC IV.

*Note:  
The six-month OJT is required for all graduates of this course applying for the Dental Technology licensure, as per the provisions of RA 9484. This OJT component is considered separate from the two-year Dental Technology NC IV program, as per the policy set by the Board of Dentistry-PRC.

ENTRY REQUIREMENTS:
Trainees or students should posses the following requirements:
· Must be physically and mentally fit (specifically on eye and hand coordination); 
· Must possess good moral character; and

· Must be able to communicate both orally and in written form.
COURSE STRUCTURE:
BASIC COMPETENCIES

128 hours
	Unit of

Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1. Receive and Respond to Workplace Communication
	1.1
Receiving and Responding to Workplace Communication
	1.1.1 Follow routine spoken messages

1.1.2 Perform workplace duties following written notices
	4 hours

	2. Work with Others     
	2.1
Working with Others     
	2.1.1 Develop effective workplace relationship.

2.1.2 Contribute to work group activities.
	4 hours

	3.
Demonstrate Work Values
	3.1
Demonstrating Work Values
	3.1.1 Define the purpose of work

3.1.2 Apply work values/ethics

3.1.3 Deal with ethical problems

3.1.4 Maintain integrity of conduct in the workplace
	4 hours

	4.
Practice Housekeeping Procedures
	4.1
Practicing housekeeping procedures
	4.1.1 Sort and remove unnecessary items

4.1.2 Arrange items

4.1.3 Maintain work area, tools and equipment

4.1.4 Follow standardized work processes and procedures

4.1.5 Perform work spontaneously
	6 hours


	5. Participate in Workplace Communication
	5.1
Participating in Workplace Communication
	5.1.1 Obtain and convey workplace information

5.1.2 Participate in workplace meetings and discussions

5.1.3 Complete relevant work related documents
	4 hours

	6. Work in a Team Environment
	6.1
Working in a Team Environment
	6.1.1 Describe and identify team role and responsibility in a team

6.1.2 Describe work as a team member

	4 hours

	7. Practice Career Professionalism
	7.1
Practicing Career Professionalism
	7.1.1 Integrate personal objectives with organizational goals

7.1.2 Set and meet work priorities

7.1.3 Maintain professional growth and development
	4 hours

	8. Practice Occupational Health and Safety Procedures
	8.1
Practicing Occupational Health and Safety Procedures
	8.1.1 Evaluate hazards and risks

8.1.2 Control hazards and risks

8.1.3 Maintain occupational health and safety (OHS) awareness


	6 hours


	9. Utilize Specialized Communication Skills
	9.1 Utilizing Specialized Communication Skills
	9.1.1 Apply communication strategies to meet specific needs of internal and external client

9.1.2 Represent the organization in internal and external forums

9.1.3 Facilitate group discussion

9.1.4 Conduct interview


	20 hours

	10. Develop Teams and Individuals
	10.1 Developing Teams and Individuals
	10.1.1 Determine development needs. 

10.1.2 Foster individual and organizational growth 

10.1.3 Monitor and evaluate workplace learning 

10.1.4 Develop team commitment and cooperation

10.1.5 Facilitate accomplishment of organizational goals
	20 hours

	11. Apply Problem Solving Techniques in the Workplace
	11.1 Identifying Possible Solution
	11.1.1 Analyze the problem

11.1.2 Identify fundamental cause of the problem

11.1.3 Determine possible solution
	6 hours

	
	11.2
Recommending and Implementing Solution
	11.2.1 Prepare communication or documentation report
11.2.2 Present recommendation to appropriate personnel

11.2.3 Implement solution

	6 hours

	12 Collect, Analyze and Organize Information
	12.1 Collecting, Analyzing and Organizing Information
	12.2.1 Study information requirements

12.2.2 Process data

12.2.3 Analyze, interpret and organize information gathered

12.2.4 Present findings / recommendations

	10 hours

	13 Plan and Organize Work
	13.1 Planning and Organizing Work
	13.2.1 Set work objectives

13.2.2 Plan and schedule work activities

13.2.3 Implement and monitor plans/activities

13.2.4 Review and evaluate work plans and activities
	10 hours

	14 Promote environmental protection
	14.1 Promoting environmental protection
	14.2.1 Study guidelines for environmental concerns

14.2.2 Implement specific environmental programs

14.2.3 Monitor activities on environmental protection/ programs

	20 hours


COMMON COMPETENCIES

75 hours
	Unit of

Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1. Maintain Instruments and Equipment in Work Area 
	1.1 Maintaining   instruments and equipment in work area
	1.1.1 Prepare to clean dental laboratory instruments and work area

1.1.2 Clean and dry dental laboratory instruments
	9 hours



	
2. Assist in Dental Laboratory Procedures
	2.1   Assisting in dental laboratory procedures
	
2.1.1 Identify dental laboratory procedures
2.1.2 Use dental terminology in communication within the health care setting
	8 hours

	
3. Assist with Administration in Dental Laboratory Practice
	3.1   Assisting with Administration in Dental Laboratory Practice
	
3.1.1 Communicate effectively with clients and other persons

3.1.2 Respond appropriately to inquiries from clients and visitors

3.1.3 Allocate appointments appropriate to client and organization requirements

3.1.4 Calculate and record basic financial transactions

3.1.5 Handle cash and record financial transactions

3.1.6 Maintain client records

	6 hours

	4. Apply Quality Standards
	4.1
Applying Quality Standards
	4.1.1 Assess quality of received materials
4.1.2 Assess own work 
4.1.3 Engage in quality improvement
	6 hours



	5. Maintain an Effective Relationship with Clients and Customers 
	5.1
Maintaining an Effective Relationship with Clients and Customers 
	5.1.1 Maintain a clean and hygienic environment
5.1.2 Maintain a clean and hygienic environment
5.1.3 Meet client/customer requirements
5.1.4 Build credibility with customers/clients

	9 hours




	Unit of

Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	6. Manage own Performance
	6.1
Managing own Performance
	6.1.1 Plan for completion of own workload
6.1.2 Maintain quality performance
6.1.3 Build credibility with customers/clients


	9 hours



	7. Follow Occupational Health and Safety Policies in Dental Facilities
	7.1 Following Occupational Health and Safety Policies in Dental Facilities
	7.1.1 Apply workforce procedures for hazard identification and risk control
7.1.2 Utilize and implement strategies as directed to prevent infection in the workplace
7.1.3 Work in a safe manner


	6 hours



	8. Maintain Infection Control in Dental Practice
	8.1
Maintaining Infection Control in Dental Practice
	8.1.1 Monitor and maintain the cleanliness of the dental laboratory rooms
8.1.2 Clean and maintain dental instruments and equipment
8.1.3 Maintain hygiene and personal protection
8.1.4 Dispose of dental laboratory waste safely
8.1.5 Disinfect and clean impressions
	12 hours



	
9. Operate a Personal Computer
	9.1
Operating a Personal Computer
	9.1.1. Start and Shutdown the computer
9.1.2. Arrange and customize desktop/windows setting
9.1.3. Work with files and folders (or directories)
9.1.4. Work with user application programs
9.1.5. Print information

	10 hours


CORE COMPETENCIES
3,296 hours
	Unit of

Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1.
Fabricate Models
	1.1
Fabricating Models
	1.1.1 Verify integrity of impressions 

1.1.2 Select and prepare model materials

1.1.3 Pour impressions

1.1.4 Finish model 
1.1.5 Duplicate model

	200 hours



	2.
Fabricate Custom Impression Trays

	2.1
Fabricating Custom Impression Trays
	2.2.1 Prepare model
2.2.2 Select and prepare materials

2.2.3 Fabricate custom impression trays

	198 hours



	3.
Fabricate Registration Bite Rims
	3.1
Fabricating Registration Bite Rims 
	3.1.1 Select and prepare materials

3.1.2 Fabricate base

3.1.3 Fabricate registration bit rims
3.1.4 Prepare face-bow (if required)

	200 hours



	4. 
Articulate Models and Transfer Records 
	4.1
Articulating Models and Transfering Records 
	4.1.1 Select and prepare articulator

4.1.2 Select and prepare materials

4.1.3 Transfer oral records to articulator


	156 hours



	5.
Fabricate Mouthguard
	5.1
Fabricating Mouthguard 
	5.1.1 Prepare model for procedure

5.1.2 Check the dental mouthguard prior to insertion

5.1.3 Fit and evaluate the mouthguard

5.1.4 Alter mouthguard if required
	176 hours



	6.
Arrange Artificial Teeth for Complete Dentures
	6.1
Arranging Artificial Teeth for Complete Dentures
	6.1.1 Prepare case for setting of teeth

6.1.2 Arrange artificial teeth
6.1.3 Wax up denture for try-in

	120 hours



	7. Set-up and Wax Removable Partial Dentures
	7.1
Setting-up and Waxing Removable Partial Dentures
	7.1.1 Design acrylic removable partial denture

7.1.2 Select and prepare materials

7.1.3 Arrange artificial teeth
7.1.4 Fabricate retainer units Arrange artificial teeth

	300 hours

	8. Wax, Process and Finish Acrylic Dentures and Appliances
	8.1 Waxing, Processing and Finishing Acrylic Dentures and Appliances
	8.1.1 Wax case for finish consistent with work order

8.1.2 Select and prepare materials and processing

8.1.3 Process denture or appliance

8.1.4 Grind dentures and appliances selectively

	120 hours



	9. Fabricate Thermo-formed Bases and Appliances
	9.1 Fabricating Thermo-Formed Bases and Appliances
	9.1.1 Prepare model

9.1.2 Thermo-form appliance or base

9.1.3 Trim, shape and finish

	82 hours

	10. Repair and Modify Dentures and Appliances
	10.1 Repairing and Modifying Dentures and Appliances
	10.1.1 Prepare model

10.1.2 Repair denture or appliance

10.1.3 Modify denture or appliance

10.1.4 Trim, shape and finish denture or appliance
	80 hours

	11. Fabricate Oral Splints
	11.1 Fabricating Oral Splints
	11.1.1 Fabricate splint
11.1.2 Trim, shape and finish
	80 hours

	12. Fabricate Orthodontic Appliances
	12.1 Fabricating Orthodontic Appliances
	12.1.1 Select or fabricate and assemble components and materials

12.1.2 Fabricate orthodontic appliance

12.1.3 Finish orthodontic appliance


	300 hours

	13. Fabricate Cast Metal Removable Partial Denture Framework
	13.1 Fabricating Cast Metal   Removable Partial Denture Framework
	13.1.1 Prepare master model

13.1.2 Fabricate refractory model

13.1.3 Wax and invest removable partial denture framework

13.1.4 Burn out, cast and finish removable partial denture framework

	300 hours

	14. Fabricate Metal Crown and Bridge Structures
	14.1 Fabricating Metal Crown and Bridge Structures


	14.1.1 Prepare sectionalized models

14.1.2 Wax and invest fixed partial dentures and structures

14.1.3 Burn-out cast and finish alloy fixed partial dentures and structures

	200 hours



	15. Fabricate Ceramic Restorations 
	15.1 Fabricating Ceramic Restorations
	15.1.1 Prepare sub-structures

15.1.2 Select and apply ceramics

15.1.3 Trim, shape and finish
	300 hours

	16. Fabricate Indirect Composite/ Polymer Fixed Restorations 
	16.1 Fabricating Indirect Composite/ Polymer Fixed Restorations
	16.1.1 Prepare model

16.1.2 Fabricate restoration

16.1.3 Trim, shape and finish
	154 hours

	17. Join Alloy Structures 

	17.1 Joining Alloy Structures


	17.1.1 Solder components
17.1.2 Weld components


	90 hours

	18. Manage Dental Laboratory Production and Operation
	18.1 Managing Dental Laboratory Production and Operation
	18.1.1 Supervise laboratory technician
18.1.2 Manage dental laboratory maintenance program
18.1.3 Manage dental laboratory facilities and space requirements
18.1.4 Comply with dental ethics and jurisprudence

	150 hours

	19. Perform Administrative Functions
	19.1 Performing Administrative Functions
	19.1.1 Analyze market
19.1.2 Plan dental product ranges
19.1.3 Market dental products and services
19.1.4 Regulate dental quality control


	60 hours

	20. Continue Professional Growth and Development
	20.1 Continuing Professional Growth and Development
	20.1.1 Update dental laboratory skills and technologies
20.1.2 Improve professional practices
20.1.3 Establish basis for career advancement
	30 hours

	
	
	
	

	OJT:       
	1,056           


Refer to OJT Guidelines at Section 3 of the Training Standard.

RESOURCES:

	TOOLS
	EQUIPMENT
	SUPPLIES and MATERIALS

	Alcohol Lamp
	Air Compressor (2 Hp)
	Abrasive (assorted)

	Alcohol Torch
	Air Turbine
	Acrylic Resin

	Base Former (upper, lower 
	Articulator, Non-Adjustable
	Adhesives

	quadrant)
	Articulator, Semi-Adjustable
	Alcohol

	Bunsen Burner
	Articulator, Fully Adjustable
	Articulating Paper

	Caliper
	Bunsen Burner
	Acrylic Products (assorted)

	Carbide Burs                                                
	Boil-out unit    
	Aluminum Oxide                                                                   

	Chisel
	Casting Machine / Burn-out 
	Artificial teeth                                                                      

	Castiing Rings                                        
	oven & Accessories                     
	Artist Brush / Brushes                                                 

	Ceramic Hand Instruments
	Casting Torch
	(assorted)

	Denture/Bantam Flask                                                         
	Cast Trimmer
	Bonding Agent                                      

	Die Saw
	Cleaning Unit
	Cement Spatula                                    

	Die Opening Burs
	Electroplater                                                                         
	Ceramic Powders and Paste (assorted)

	Duplicating Flask    
	High Speed Grinder                                                           
	Composite Resin                                  

	Flask carrier                                                                          
	Hydraulic/Bench Presser         
	Contact Markers

	Glass Slab
	* Injection Moulding Machine 
	Cutting Discs

	Graduated Cylinder
	/ Flexibles and accessories
	Dental Lab Waxes (assorted)

	Guide or Template
	Lathe Machine
	Debubblelizer

	Hemostat  
	Light Curing Machine and                                                             
	Die Hardener / Conditioner 

	Laboratory Scissors
	accessories
	(120 ml.)

	Magnifiers
	Micro Motor
	Die Spacer

	Mandrel
	Pin Drilling Machine
	Die Separator

	Ortho Pliers (assorted)                                                          
	Pinblaster
	Disinfecting Solution

	Plaster Cutters
	Porcelain Furnace
	Duplicating Materials

	Plaster Knife
	Pressure Pot and accessories
	(assorted)

	Safety Accessories
	Sandblaster and accessories
	Duplicating Gel

	Scalpel
	Soldering Torch
	Duplicating Tray

	Shade Guide
	Steamer
	Electro Plating Solution                                                        

	Sprue Base                                             
	Surveyor
	Gloves

	Waxing Instrument Set /
	Ultrasonic
	Goggles

	(assorted)
	Vacuum Forming Machine
	Gypsum Products 

	
	and Accessories
	(type 1,2,3,4)

	
	Vacuum Mixer
	Investment materials

	
	Vibrator
	Impression Tray or

	
	Wax Pot
	Stock Tray

	
	Weighing Scale
	Laboratory Gown

	
	
	Laboratory Gases

	
	
	Lab Pans

	
	
	Lead Free Pencil

	
	
	Light Cure Materials                                   

	
	
	LPG

	
	
	Masks

	
	
	Metal Alloy

	
	
	(non-precious/precious)

	* Optional
	
	


	TOOLS
	EQUIPMENT
	SUPPLIES and MATERIALS

	
	
	Mixing Bowl

	
	
	Mouthguard Material                                    

	
	
	Nickel chrome/Chrome                                

	
	
	cobalt alloy

	
	
	Orthodontic wire                                                                   

	
	
	Oxygen

	
	
	Pins with Sleeves                                         

	
	
	Plaster Spatula

	
	
	Polishing Paste and

	
	
	compound (assorted)

	
	
	Polishing Materials (assorted)

	
	
	Pontic

	
	
	Pumice

	
	
	Separating Medium                                      

	
	
	Soldering Materials

	
	
	Thermoplastic Materials                                                       

	
	
	Wax(assorted)                                        


ASSESSMENT METHODS:

· Written examination

· Demonstration of practical skills

· Direct observation

· Interview

COURSE DELIVERY:
· Modular

· Demonstration

· Lecture

· Discussion

· Dual training

· Distance learning

· OJT

TRAINERS QUALIFICATIONS – HEALTH SERVICES SECTOR
DENTAL TECHNOLOGY – NC IV
TRAINER QUALIFICATION 
Technical
· Must be a licensed Dentist with experience in managing dental laboratory or licensed Dental Technologist
· Must have completed Trainer’s Methodology Course 

· Must be a holder of Dental Laboratory Technology Services NC I; Dental Laboratory Technology Services NC II (Fixed Dentures/Restorations) and Dental Laboratory Technology Services (Removable Dentures/Appliances)
Non-Technical
· Must have 18 units in Education
MODULES OF INSTRUCTION

BASIC COMPETENCIES

UNIT OF COMPETENCY
:
RECEIVE AND RESPOND TO WORKPLACE     COMMUNICATIONS
MODULE TITLE
:
RECEVING AND RESPONDING TO WORKPLACE COMMUNICATIONS
MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to receive, respond and act on oral and written communication.

NOMINAL DURATION
:
4 hours
QUALIFICATION LEVEL
:
NC I

SUMMARY OF LEARNING OUTCOMES:



Upon completion of this module, the students/trainees must be able to:

LO1.
Follow routinary speaking and messages

LO2.
Perform workplace duties following written notices

LO1.
FOLLOW ROUTINE SPOKEN MESSAGES

ASSESMENT CRITERIA:

1. Speaking in a workplace is well explained and understood.


2. Instructions are acted upon in accordance with information received and organizational guidelines.

3. Clarification is sought from workplace supervisor on all occasions when any instructions/procedure is not understood.

CONTENTS:

· Organizational policies and guidelines

· Work practices in handling communications 

· Communication processes 

· Receiving and clarifying communications, messages and information.

· Recording messages and information 

CONDITION:


The students/trainees must be provided with the following:

· Dictionary

· References (books)

· Writing materials

· Manuals

· Journals/articles

· Printed materials

· Electronic mail

· Briefing notes

METHODOLOGIES:

· Lecture 

· Group discussion

· Demonstration

· Modular

ASSESSMENT METHODS:

· Written 

· Practical 

LO2.
PERFORM WORKPLACE DUTIES FOLLOWING WRITTEN NOTICES

ASSESMENT CRITERIA:

1. Written notices and instructions are read and interpreted correctly

2. Routine written instructions /procedures are followed in sequence

3. Clarification is sought from workplace supervisor on all occasions when any instruction /procedure is not understood.

CONTENTS:

· Knowledge of organizational policies/guidelines in regard to processing internal/external information.

· Work practices in handling communications 

· Communication processes 

· Receiving and clarifying communications, messages and information.

· Recording messages 

CONDITION:


The students/trainees must be provided with the following:

· Written policy/procedures

· Information and documentation procedures

· Memos 

· Manuals

· Journals/articles

· Printed materials

· Electronic mail

· Briefing notes

· General correspondence

METHODOLOGIES:

· Lecture 

· Group discussion

· Demonstration

· Modular

ASSESSMENT METHODS:

· Written 

· Practical 

UNIT OF COMPETENCY
:
WORK WITH OTHERS     
MODULE TITLE
:
WORKING WITH OTHERS 

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required in a group environment. It deals with developing effective workplace relationship.

NOMINAL DURATION
:
4 hours
QUALIFICATION LEVEL
:
NC I

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the students/trainees will be able to:

LO1.
Develop effective workplace relationship.

LO2.
Contribute to work group activities.

LO1.
DEVELOP EFFECTIVE WORKPLACE RELATIONSHIP

ASSESSMENT CRITERIA:

1. Duties and responsibilities are done in a positive manner to promote cooperation and good relationship.

2. Assistance is sought from work group when difficulties arise and addressed through discussions.

3. Feedback provided by others in the team is encouraged, acknowledged and acted upon.

4. Difference in personal values and beliefs are respected and their values acknowledged in the development.


CONTENTS:

· Job description and employment arrangement.

· Organization’s policy relevant to work role

· Team structure 

· Supervision and accountability requirements including OHS

· Code of conduct

· Assisting a colleagues

· Open communication channels

· Acknowledging satisfactory/unsatisfactory performance

· Formal/informal performance appraisal

· Obtaining feedback from supervisor and colleagues and clients

· Personal reflective behavior strategies

· Routine organization methods for monitoring service delivery

· Ethical sentences

CONDITION:
 

The students/trainees must be provided with the following:

· Work group 

-
supervisor or manager

-
peer/work colleagues

-
other members of the organization

METHODOLOGIES:


· Direct observation

· Simulation/role playing

· Case studies 

ASSESSMENT METHODS:

· Written 

· Practical

LO2.
CONTRIBUTE TO WORK GROUP ACTIVITIES

ASSESSMENT CRITERIA:

1. Support is provided to team members to ensure work group goals are met.

2. Constructive contributions to work group goals and task are made according to organizational requirements.

3. Information relevant to work is shared with team members to ensure designated goals are met.

CONTENTS:

· Explaining /clarifying.

· Helping colleagues

· Providing encouragement

· Undertaking extra task if necessary

· Goals, objectives, plans system and process

· Legal and organizational policy/guidelines and requirements

· Define resources parameters

· Quality and continues improvement processes and standard

· Clarifying the organization’s preferred task completion methods

· Open communication

· Encouraging colleagues

· Acknowledging satisfactory/unsatisfactory performance

· Workplace hazards, risks and control 

CONDITION:


The students/trainees must be provided with the following:

· Simulated work place with work group :

· supervisor or manager

· peer/work colleagues

· other members of the organization

METHODOLOGIES:

· Direct observation

· Simulation/role playing

· Case studies 

ASSESSMENT METHODS:

· Written

· Practical

UNIT OF COMPETENCY
:
DEMONSTRATE WORK VALUES
MODULE TITLE
:
DEMONSTRATING WORK VALUES
MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required in demonstrating proper work values. 

NOMINAL DURATION
:
4 hours
QUALIFICATION LEVEL
:
NC I

SUMMARY OF LEARNING OUTCOMES:



Upon completion of this module, the students/trainees will be able to:

LO1.
Define the purpose of work

LO2.
Apply work values/ethics

LO3.
Deal with ethical problems

LO4.

Maintain integrity of conduct in the workplace 

LO1.
DEFINE THE PURPOSE OF WORK

ASSESSMENT CRITERIA:

1. One’s unique sense of purpose for working and the why’s of work are identified, reflected on and clearly defined for one’s development as a person and as a member of society.

2. Personal mission is in harmony with company’s values.

CONTENTS:

· Occupational health and safety

· Work responsibilities/job functions

· Corporate social responsibilities

· Company code of conduct/values
CONDITIONS:


The students/trainees must be provided with the following:

· Writing materials (pens & paper)

· References (books)

· Modules

METHODOLOGIES:


· Lecture 

· Group discussion

· Written 

· Role play

· Self-paced learning

ASSESSMENT METHODS:

· Written 

· Demonstration

· Observation

· Interviews/questioning

LO2.
APPLY WORK VALUES/ETHICS

ASSESSMENT CRITERIA:

1. Work values/ethics/concepts are identified and classified in accordance with companies ethical standard guidelines.

2. Work policies are undertaken in accordance with company’s policies, guidelines on work ethical standard.

3. Resources are used in accordance with company’s policies and guidelines.

CONTENTS:

· Concept of work values/ethics

· Company policies and guidelines

· Work ethical standard

· Company/industry resources

· Work practices

CONDITION:


The students/trainees must be provided with the following:

· Writing materials (pens & paper)

· References (books)

· Modules

METHODOLOGIES:


· Lecture 

· Group discussion

· Written 

· Role play

· Self-paced learning

ASSESSMENT METHODS:

· Written 

· Demonstration

· Observation

· Interviews/questioning

LO3.
DEAL WITH ETHICAL PROBLEMS

ASSESSMENT CRITERIA:

1. Company ethical standards, organizational policy and guidelines on the prevention and reporting of unethical conduct/behavior are followed.

2. Work incidents/situations are reported according to company protocol/guidelines.

3. Resolution and/or referral of ethical problems identified are reported/documented based on standard operating procedure

CONTENTS:

· Company’s identified ethical problems

· Work incidents/situation

· Standard operating procedures

· Report writing and documentation

CONDITION:


The students/trainees must be provided with the following:

· Writing materials (pens & paper)

· References (books)

· Modules

METHODOLOGIES:

· Lecture 

· Group discussion

· Role play

· Self-paced learning

ASSESSMENT METHODS:

· Demonstration

· Observation

· Interviews/questioning

LO4.
MAINTAIN INTEGRITY OF CONDUCT IN THE WORKPLACE

ASSESSMENT CRITERIA:

1. Personal behavior and relationships with co-workers and/or clients are demonstrated consistent with ethical standards, policy and guidelines.

2. Work practices are satisfactorily demonstrated and consistent with industry work ethical standards, organizational policy and guidelines.

3. Instructions to co-workers are provided based on ethical lawful and reasonable directives

CONTENTS:

· Fundamental rights at work including gender sensitivity

· Work responsibilities/job functions

· Corporate social responsibilities

· Human Relations

· Interpersonal Relations

· Value Formation

· Professional Code of Conduct and Ethics
CONDITION:

The students/trainees must be provided with the following:

· Writing materials (pens & paper)

· References (books)

· Modules

METHODOLOGIES:

· Lecture 

· Group discussion

· Role play

· Self-paced learning

ASSESSMENT METHODS:

· Written 

· Demonstration

· Observation

· Interviews/questioning

UNIT OF COMPETENCY
:
PRACTICE HOUSEKEEPING PROCEDURES
MODULE TITLE
:
PRACTICING HOUSEKEEPING PROCEDURES
MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required in performing housekeeping procedures.

NOMINAL DURATION
:
6 hours
QUALIFICATION LEVEL
:
NC I

SUMMARY OF LEARNING OUTCOMES:



Upon completion of this module, the students/trainees will be able to:

LO1.
Maintain work areas, tools and equipment

LO2.
Follow standard work processes and procedures 

LO1.
MAINTAIN WORK AREAS, TOOLS AND EQUIPMENT

ASSESSMENT CRITERIA:

1. The basic procedures of 5S are demonstrated in the workplace.

2. Removing and disposing of unnecessary items according to company or office procedures are followed.

3. Reusable and recyclable materials are sorted according to company/ office procedures.

4. Items are arranged in accordance with company/office housekeeping procedures.

5. Items arranged are provided with clear and visible Identification marks based on procedures.

CONTENTS:

· Principles of 5S

· Safety signs and symbols

· Environmental requirements relative to work safety

· Accident/Hazard reporting procedures

CONDITION:

The students/trainees must be provided with the following:

· Writing materials 

· References 

· Modules

METHODOLOGIES:

· Lecture 

· Group discussion

· Role play

· Self-paced learning

ASSESSMENT METHODS:

· Demonstration

· Observation

· Interviews/questioning

LO2.
FOLLOW STANDARD WORK PROCESSES AND PROCEDURES
ASSESSMENT CRITERIA:

1. Commonly used materials are maintained in designated area according to procedures.

2. Work is performed according to standard work procedures, as per instruction and according to occupational health and safety (OHS) requirements

3. Incidents are reported to immediate supervisor.

CONTENTS:

· Work processes and procedures

· General occupational health and safety principles and legislation

· Accident/hazard reporting procedures

CONDITION:


The students/trainees must be provided with the following:

· Writing materials 

· References 

· Modules

METHODOLOGIES:

· Lecture 

· Group discussion

· Self-paced learning

ASSESSMENT METHODS:

· Written

· Demonstration

· Observation

· Interviews/questioning

UNIT OF COMPETENCY
:
PARTICIPATE IN WORKPLACE COMMUNICATIONS

MODULE TITLE
:
 PARTICIPATING IN WORKPLACE COMMUNICATIONS

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to obtain, interpret and convey information in response to workplace requirements.

NOMINAL DURATION
:
4 hours
QUALIFICATION LEVEL
:
NC II
PREREQUISITE
:
Receive and Respond to Workplace Communication. (NCI)

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/ trainees must be able to:

LO1.  Obtain and convey workplace information 

LO2.  Complete relevant work related documents. 

LO3.  Participate in workplace meeting and discussion.

LO1.
OBTAIN AND CONVEY WORKPLACE INFORMATION

ASSESSMENT CRITERIA:

1.
Specific relevant information is accessed from appropriate sources.

2.
Effective questioning and active listening and speaking are used to gather and convey information.

3.
Appropriate medium is used to transfer information and ideas.

4.
Appropriate non-verbal communication is used.

5.
Appropriate lines of communication with superiors and colleagues are identified and followed.

6.
Defined work procedures for the location and storage of information are used.

7.
Personnel interaction is carried out clearly and concisely.

CONTENTS:

· Parts of speech

· Sentence construction

· Effective communication

CONDITIONS:

The students/ trainees must be provided with the following:

· Writing materials (pen & paper)

· References (books)

· Manuals

METHODOLOGIES:

· Group discussion/interaction

· Assignment method

· Self-paced learning

ASSESSMENT METHODS:

· Written 

· Practical 

· Interview

LO2.
COMPLETE RELEVANT WORK RELATED DOCUMENTS


ASSESSMENT CRITERIA:

1.
Ranges of forms relating to conditions of employment are completed accurately and legibly.

2.
Workplace data is recorded on standard workplace forms and documents.

3. Basic mathematical process is used for routine calculations.

4. Errors in recording information on forms. Documents are identified and rectified.

5.
Reporting requirements to superior are completed according to enterprise guidelines.

CONTENTS:

· Basic mathematics

· Technical writing

· Types of forms

CONDITIONS:

The students/trainees must be provided with the following:

· Paper

· Pencils / ball pen

· Reference books

· Manuals

METHODOLOGIES:

· Group discussion/interaction

· Assignment method

· Self-paced learning

ASSESSMENT METHODS:

· Written 

· Practical

· Interview

LO3.
PARTICIPATE IN WORKPLACE MEETING AND DISCUSSION

ASSESSMENT CRITERIA:

1.
Team meetings are attended on time.

2.
Own opinions are clearly expressed and those of others are listened to without interruption.

3.
Meeting inputs are consistent with the meeting purpose and establish protocols.

4.
Workplace interaction are conducted in a courteous manner appropriate to cultural background and authority in the enterprise procedures.

5.
Questions about simple routine workplace procedures and matters concerning conditions of employment are asked and responded.

6.
Meeting outcomes are interpreted and implemented.

CONTENTS:

· Sentence construction

· Technical writing

· Recording information

CONDITIONS:

The students/trainees must be provided with the following:

· Paper

· Pencils/ball pen

· References (books)

· Manuals

METHODOLOGIES:

· Group discussions/interaction

· Assignment method

· Self-paced learning

ASSESSMENT METHODS:

· Written 

· Practical 

· Interview

UNIT OF COMPETENCY
:
WORK IN A TEAM ENVIRONMENT

MODULE TITLE
:
WORKING IN A TEAM ENVIRONMENT
MODULE DESCRIPTOR
:
This module covers the knowledge, skills, and attitudes required in order to relate in a work-based environment. 

NOMINAL DURATION
:
4 hours
QUALIFICATION LEVEL
:
NC II

PREREQUISITE
:
Teamwork (NC I)

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/ trainees must be able to:

LO1.   Describe and identify team role and responsibility in a team.

LO2.   Describe work as a team member.

LO1.
DESCRIBE AND IDENTIFY TEAM ROLE AND RESPONSIBILITY IN A TEAM

ASSESSMENT CRITERIA:

1.
Role and objective of the team is identified.

2.
Team parameters, relationships and responsibilities are identified.

3.
Individual role and responsibilities within team environment are identified.

4.
Roles and responsibilities of other team members are identified and recognized.

5.
Reporting relationships within team and external to team are identified.

CONTENTS:

· Team role.

· Relationship and responsibilities

· Role and responsibilities with team environment.

· Relationship within a team.

CONDITIONS:

The students/ trainees must be provided with the following:

· SOP of workplace

· Job procedures

· Client / supplier instructions

· Quality standards

· Organizational or external personnel

METHODOLOGIES:

· Group discussion/interaction

· Case studies

· Simulation

ASSESSMENT METHODS:

· Written 

· Observation

· Simulation

· Role playing

LO2.
DESCRIBE WORK AS A TEAM MEMBER

ASSESSMENT CRITERIA:

1.
Appropriate forms of communication and interactions are undertaken.

2.
Appropriate contributions to complement team activities and objectives were made.

3.
Reporting using standard operating procedures followed.

4.
Development of team work plans based from role team where contributed.

CONTENTS:

· Communication process

· Team structure / team roles

· Group planning and decision making

CONDITIONS:

The students I trainees must be provided with the following:

· SOP of workplace

· Job procedures

· Organization or external personnel

METHODOLOGIES:

· Group discussion/interaction

· Case studies

· Simulation

ASSESSMENT METHODS:

· Observation of work activities

· Observation through simulation or role play

· Case studies and scenarios.

UNIT OF COMPETENCY
:
PRACTICE CAREER PROFESSIONALISM

MODULE TITLE
: 
PRACTICING CAREER PROFESSIONALISM
MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes in promoting career growth and advancement, specifically; to integrate personal objectives with organizational goals set and meet work priorities and maintain professional growth and development.

NOMINAL DURATION
:
6 hours
QUALIFICATION LEVEL
:
NC II
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.   Integrate personal objectives with organizational goals

LO2.   Set and meet work priorities

LO3.   Maintain professional growth and development

LO1.
INTEGRATE PERSONAL OBJECTIVES WITH ORGANIZATIONAL GOALS 

ASSESSMENT CRITERIA:

1. Personal growth and work plans towards improving the qualifications set for professionalism are achieved.

2. Intra- and interpersonal relationship in the course of managing oneself based on performance evaluation is maintained.

3. Commitment to the organization and its goal is demonstrated in the performance of duties.

4. Practice of appropriate personal hygiene is observed.

5. Job targets within key result areas are attained.

CONTENTS:

· Personal Development-Social Aspects: Intra and Interpersonal Development

· Organizational Goals

· Personal Hygiene and Practices

· Code of Ethics

CONDITIONS: 

The students/ trainees must be provided with the following:

· Workplace

· Code of Ethics

· Organizational Goals

· Hand outs and PD-Social Aspects

· CD’s, VHS tapes, transparencies

METHODOLOGIES:

· Group discussion/interaction

· Simulation

· Demonstration/practical hands-on exercises

ASSESSMENT METHODS:

· Role play

· Interview

· Written 

LO2.
SET AND MEET WORK PRIORITIES

ASSESSMENT CRITERIA:

1.
Competing demands to achieve personal, team and organizational goals and objectives are prioritized.

2.
Resources are utilized efficiently and effectively to manage work priorities and commitments.

3.
Practices and economic use and maintenance of equipment and facilities are followed as per established procedures.

4.
Job targets within key result areas are attained.

CONTENTS:

· Organizational KRAs

· Work Values and Ethical Standards

· Company policies on the use and maintenance of equipment

CONDITIONS: 

The students/ trainees must be provided with the following:

· Organizational KRA

· Work values and ethics

· Company policies and standards

· Sample job targets

· Learning Guides

· CD’s, VHS tapes, transparencies

METHODOLOGIES:

· Group discussion/interaction

· Structured activity

· Demonstration/practical hands-on exercises 

ASSESSMENT METHODS:

· Role play

· Interview

· Written 

LO3.
MAINTAIN PROFESSIONAL GROWTH AND DEVELOPMENT

ASSESSMENT CRITERIA:

1. Training and career opportunities relevant to the job requirements are identified and availed.

2. Licenses and/or certifications according to the requirements of the qualifications are acquired and maintained

3. Fundamental rights at work including gender sensitivity are manifested/observed

4. Training and career opportunities based on the requirements of industry are completed and updated.

CONTENTS:

· Qualification Standards

· Gender and Development (GAD) Sensitivity

· Professionalism in the Workplace

· List of Professional Licenses

CONDITIONS:

The students/ trainees must be provided with the following:

· Quality Standards

· GAD handouts

· CD’s, VHS tapes on Professionalism in the Workplace

· Professional Licenses samples

METHODOLOGIES:

· Group discussion/interaction

· Film viewing

· Role play/simulation

ASSESSMENT METHODS:

· Demonstration

· Interview

· Written

UNIT OF COMPETENCY
:
PRACTICE OCCUPATIONAL HEALTH AND SAFETY PROCEDURES

MODULE TITLE
:
PRACTICING OCCUPATIONAL HEALTH AND SAFETY PROCEDURES
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required to comply with the regulatory and organizational requirements for occupational health and safety such as identifying, evaluating and maintaining OH & S awareness.

NOMINAL DURATION
:
4 hours
QUALIFICATION LEVEL
:
NC II
SUMMARY OF LEARNING OUTCOMES:


 Upon completion of this module, the trainee/student must be able to:

LO1.   Evaluate hazards and risks 

LO2.   Control hazards and risks

LO3.   Maintain occupational health and safety awareness

LO1.
EVALUATE HAZARDS AND RISKS
ASSESSMENT CRITERIA:

1. Terms of maximum tolerable limits are identified based on threshold limit values (TLV)

2. Effects of hazards are determined.

3. OHS issues and concerns are identified in accordance with workplace requirements and relevant workplace OHS legislation.

CONTENTS:

· TLV table

· Phil OHS Standards

· Effects of hazards in the workplace

· Ergonomics

· Employees Compensation Commission (ECC) regulations

CONDITIONS: 

The students/trainees must be provided with the following:

· Handout on

· Phil. OHS Standards

· Effects of hazards in the workplace

· Ergonomics

· ECC regulations

· TLV Table

· CD’s, VHS tapes, transparencies

METHODOLOGIES:

· Group discussion/interaction

· Situation analysis

· Symposium

· Film viewing

· Group dynamics

ASSESSMENT METHODS:

· Interview

· Written 

· Simulation

LO2.
CONTROL HAZARDS AND RISKS

ASSESSMENT CRITERIA:

1. OHS procedures for controlling hazards and risk are strictly followed.

2. Procedures in dealing with workplace accidents, fire and emergencies are followed in accordance with the organization’s OHS policies.

3. Personal protective equipment is correctly used in accordance with organization’s OHS procedures and practices.

4. Procedures in providing appropriate assistance in the event of workplace emergencies are identified in line with the established organizational protocol.

CONTENTS:

· Safety Regulations

· Clean Air Act

· Electrical and Fire Safety Code

· Waste management

· Disaster Preparedness and Management

· Contingency Measures and Procedures

CONDITIONS:

The students/trainees must be provided with the following:

· Handouts on

· Safety Regulations

· Clean Air Act

· Electrical and Fire Safety Code

· Waste management

· Disaster Preparedness and Management

· Contingency Measures and Procedures

· OHS Personal Records

· PPE

· CD’s, VHS tapes, transparencies 

METHODOLOGIES:

· Group discussion/interaction

· Symposium

· Film viewing

· Group dynamics

· Self pace learning

ASSESSMENT METHODS:

· Written

· Interview

· Case/Situation Analysis

· Simulation

LO3.
MAINTAIN OCCUPATIONAL HEALTH AND SAFETY AWARENESS

ASSESSMENT CRITERIA:

1. Procedures in emergency related drill are strictly followed in line with the established organization guidelines and procedures.

2. OHS personal records are filled up in accordance with workplace requirements.

3. PPE are maintained in line with organization guidelines and procedures.

CONTENTS:

· Operational health and safety procedure, practices and regulations

· Emergency-related drills and training

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace

· PPE

· OHS personal records

· CD’s, VHS tapes, transparencies

· Health record

METHODOLOGIES:

· Group discussion/interaction

· Simulation

· Symposium

· Film viewing

· Group dynamics

ASSESSMENT METHODS:

· Demonstration

· Interview

· Written examination

· Portfolio assessment

BASIC COMPETENCY
:
COMMUNICATIONS

UNIT OF COMPETENCY
:
UTILIZE SPECIALIZED COMMUNICATION SKILLS
MODULE TITLE
:
UTILIZING SPECIALIZED COMMUNICATION SKILLS

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to use specialized communication skills to meet specific needs of internal and external clients, conduct interviews, facilitate group discussion, and contribute to the development of communication strategies.

NOMINAL DURATION
: 
20 hours
QUALIFICATION LEVEL
:
NC IV
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module the students/trainees will be able to:

LO1.
Apply communication strategies to meet specific needs of internal and external client

LO2.
Represent the organization in internal and external forums

LO3.
Facilitate group discussion

LO4.
Conduct interview

LO1.
APPLY COMMUNICATION STRATEGIES TO MEET SPECIFIC NEEDS OF INTERNAL AND EXTERNAL CLIENT

ASSESSMENT CRITERIA:

1. Specific needs of client and colleagues are identified and met.

2. Different strategies are used to meet communication needs of clients and colleagues.

3. Conflict is addressed in a timely way and in a manner which does not compromise the standing of the organization.

4. Strategies for external and internal dissemination of information are developed, promoted, implemented and reviewed as required.

5. Channel of communications are reviewed and established regularly.

6. Coaching in effective communication is provided.

7. Work related network and relationship are maintained.

8. Negotiation and conflict resolution strategies are used.

9. Communication with client's colleagues is appropriate to individual needs and organizational objectives.

CONTENTS:

· Communication process

· Full range of communication

· Active listening

· Feedback

· Interpretation

· Role boundaries setting

· Negotiation 

· Establishing empathy

CONDITIONS:


     The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector /OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO2.
REPRESENT THE ORGANIZATION IN INTERNAL AND EXTERNAL FORUMS

ASSESSMENT CRITERIA:

1. Presentation is relevant, appropriately researched and presented in a manner that promotes the organization.

2. Presentation is cleared and sequentially delivered within a predetermined time.

3. Utilized appropriate media to enhance the presentation.

4. Written communication is consistent with organizational standards.

5. Differences in views are respected and inquiries are responded in a manner consistent with organizational standard.

CONTENTS:

· Presentation techniques

· Developing a presentation

· Multi-media utilization in presentation 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO3.
FACILITATE GROUP DISCUSSION

ASSESSMENT CRITERIA:

1. Mechanisms which enhance effective group interaction are defined and implemented.

2. Strategies which encourage all group members to participate are used routinely.

3. Objectives and agenda for meetings and discussions are routinely set and followed

4. Relevant information is provided to group to facilitate outcomes.

5. Evaluation of group communication strategies is undertaken to promote participation of all parties.

6. Specific communication needs of individuals are identified and addressed.
CONTENTS:

· Facilitating group discussion

· Encouraging group members participation

· Presenting information

· Evaluating group communication strategies

· Identifying communication needs 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO4.
CONDUCT INTERVIEW

ASSESSMENT CRITERIA:

1. Appropriate communication strategies are employed.

2. Records of interviews are made and maintained in accordance with organizational procedures.

3. Effective questioning, listening and nonverbal communication techniques are used to ensure that required messages are communicated.

CONTENTS:

· Conducting an interview

· Establishing rapport

· Facilitating resolution of issues

· Developing action plans

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Interview 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

BASIC COMPETENCY
:
TEAM WORK

UNIT OF COMPETENCY
:
DEVELOP TEAM AND INDIVIDUALS

MODULE TITLE
:
DEVELOPING TEAM AND INDIVIDUALS

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to determine individual needs and develop team for a work group.

NOMINAL DURATION
:
20 hours
QUALIFICATION LEVEL
:
NC IV
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module the students/trainees will be able to:

LO1.
Determine development needs

LO2.
Foster individual and organizational growth 

LO3.
Monitor and evaluate workplace learning

LO4.
Develop team commitment and cooperation

LO5.
Facilitate accomplishment of organizational goals

LO1.
DETERMINE DEVELOPMENT NEEDS

ASSESSMENT CRITERIA:

1. Learning and development needs are systematically identified and implemented in line with organizational requirements.

2. Learning plan to meet individual and group training and development needs is collaboratively developed agreed to and implemented.

3. Individuals are encouraged to self evaluate performance and identify areas for improvement.

4. Feedback on performance of team members are collected from relevant service and compared with established team learning process.   

CONTENTS:

· Quality assurance and/or procedures manuals

· Goals, objectives ,plans, system and process

· Legal and organization policy/guidelines and requirements

· Safety policies, procedures and programs

· Confidentiality and security requirements 

· Ethical standards

· Business and performance plans

· Quality and continues improvement processes and standards

· Formal/informal performance appraisal

· Obtaining feedback from superior and colleagues

· Personal reflective behavior strategies

· Routine, organization methods for monitoring service delivery 

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· manuals for organizational  requirements

· quality assurance and procedures

· work ethics manual

· personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO2.
FOSTER INDIVIDUAL AND ORGANIZATIONAL GROWTH 

ASSESSMENT CRITERIA:

1. Learning and development program goals and objectives are identified to match specific knowledge and skills requirements of competency standards.

2. Learning delivery methods are appropriate to the learning goals, the learning style of participants and availability of equipment and resources.

3. Workplace learning opportunities and coaching and mentoring assistance are provided to facilitate individual and team achievement of competencies.

4. Resources and timelines required for learning activities are identified and approved in accordance with organizational requirements. 

CONTENTS:

· Coaching and mentoring principles

· Knowledge of career paths and competency standards in the industry

· Learning plans to match skills needs

· Involvement in professional networks

· Formal course participation

·  Work experience

· Conference  and seminar attendance

· Problem solving

· Resources and timelines required for learning activities

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Learning materials

· Coaching and mentoring principles manual

· Learning and development program goals and objectives

· Learning activity methods

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Problem solving

· Formal course participation

· On the job coaching/mentoring

· Presentation/demonstration

· Conference and seminar attendance

ASSESSMENT METHODS:

· Direct observation

· Case  studies (defense)

· Demonstration

LO3.
MONITOR AND EVALUATE WORKPLACE LEARNING

ASSESSMENT CRITERIA:

1. Feedback from individuals or teams is used to identify and implement improvements in future learning arrangements.

2. Outcomes and performance of individuals/teams are assessed and recorded to determine the effectiveness of developed programs and the extent of additional development support.

3. Modifications to learning plans are negotiated to improve the efficiency and effectiveness of learning.

4. Records and reports of competency are documented and maintained within organizational requirements.

CONTENTS:

· Coaching and mentoring principles

· Methods and techniques for eliciting and interpreting feedback

· Methods for identifying and prioritizing personal development opportunities and options.

· Knowledge of career paths and competency standards in industry

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development manual

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· On-the-job coaching and mentoring

· Problem solving

· Formal course participation

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO4.
DEVELOP TEAM COMMITMENT AND COOPERATION

ASSESSMENT CRITERIA:

1. Open communication processes to obtain and share information is used by team.  

2. Decisions are made by the team in accordance with its agreed roles and responsibilities.

3. Mutual concern and camaraderie is developed in the team.

CONTENTS:

· Goals, objectives, plans, procedures 

· Coaching and mentoring principles

·  Formal /informal learning programs

· knowledge on how to develop team commitment and cooperation

· personal reflective behavior strategies

· Understanding how to work effectively with team members of different work style, aspirations, culture and perspective.

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated team

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· On- the-job coaching 

· Seminar training (team building)

ASSESSMENT METHODS:

· Direct observation of work activities

· Observation of role playing 

LO5.
FACILITATE ACCOMPLISHMENT OF ORGANIZATIONAL GOALS

ASSESSMENT CRITERIA:

1. Team members actively participated in team activities and communication process.

2. Individual and teams developed individual and joint responsibility for their actions.

3. Collaborative efforts are sustained to obtain organizational goals.   

CONTENTS:

· Understanding how to work effectively with team members who are divers work styles, aspirations, cultures and perspective

· Understanding how to facilitate team development and improvement

· Communication skills including  receiving feedback and reporting, maintaining effecting effective relationship & conflict management

· Quality assurance and/or procedures 

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Discussion 

· Role playing

· On-the- job coaching

· Conference seminars 

ASSESSMENT METHODS:

· Written examination

· Direct observation

· interview

BASIC COMPETENCY
:
PROBLEM SOLVING

UNIT OF COMPETENCY
:
APPLY PROBLEM SOLVING TECHNIQUES IN THE WORKPLACE
MODULE TITLE
:
IDENTIFYING POSSIBLE SOLUTION
MODULE DESCRIPTOR
: 
This module cover the knowledge, skills and attitude required to identify all possible options, for to solve workplace problem through analysis.

NOMINAL DURATION
:
6 hours

QUALIFICATION LEVEL
:
NC IV
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module the students/trainees will be able to:

LO1.
Analyze the problem

LO2.
Identify fundamental cause of the problem

LO3.
Determine possible solution

LO1.
ANALYZE THE PROBLEM

ASSESSMENT CRITERIA:

1. Area of responsibility is determined.

2.  Possible causes of problem are identified based on experience and uses of problem solving tools/analytical techniques.

3. Possible cause statements are developed.

CONTENTS:

· Problem solving   tools/ analytical techniques

· Area of responsibility

· work responsibility

· problem solution

· preventive maintenance and diagnostic policy

· rules and technical responsibility

· vendor and product service  level support agreement

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written

· Practical/performance test 

· Case studies (defense)

LO2.
IDENTIFY FUNDAMENTAL CAUSE OF THE PROBLEM

ASSESSMENT CRITERIA:

1. Area of responsibility is reviewed.

2. Listings of possible cause statements are analyzed. 

3. Statement of fundamental causes of problem is developed.

CONTENTS:

· Identification of fundamental cause of problem

· Application of problem solving tools / analytical techniques

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/ role playing

ASSESSMENT METHODS:

· Written

· Practical/performance test 

· Case studies (defense)

LO3.
DETERMINE POSSIBLE SOLUTION 

ASSESSMENT CRITERIA:

1. Possible options for the resolution of the problem are listed

2. Possible options are analyzed based on strength and weaknesses

3. Corrective action is identified to remove the problem and possible future causes.

CONTENTS:

· Listing of the possible  options for  the resolution of the problem

· Determining strength and weaknesses of a problem

· Determining corrective action 

· Application of  problem solving techniques

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning Guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written

· Case study (defense)

BASIC COMPETENCY
:
PROBLEM SOLVING


UNIT OF COMPETENCY
:
APPLY PROBLEM SOLVING TECHNIQUES IN THE WORKPLACE
MODULE TITLE
:
RECOMMENDING AND IMPLEMENTING SOLUTIONS 

MODULE DESCRIPTOR
: 
This module cover the knowledge, skills and attitudes required to; recommend and implement solutions to a problem using structured process improvement which is typically performed by an experienced technician, team leader or supervisor.

NOMINAL DURATION
:
6 hours
QUALIFICATION LEVEL
:
NC IV
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module the students/trainees will be able to:

LO1.
Prepare communication or documentation report

LO2.
Present recommendation to appropriate personnel

LO3.
Implement solution

LO1.
PREPARE COMMUNICATION OR DOCUMENTATION  

ASSESSMENT CRITERIA:

1. Draft (hand-written) report  for corrective actions to the problem is prepared

2. Draft (hand-written) report and documents are reviewed in accordance with standard format.

3. Communication/Documentation report is finalized based on standard format and SOP’s

CONTENTS:

· Preparation of communication & documentation report 

· Types of communication 

· Hand  written

· Printed  report

· Internal memos

· Electronic mail

· Briefing notes

· Bulletin  boards

· Documentation

· Audit trails

· Naming standards

· Version control

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· corrective actions

· statement /reports

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written examination

· case study (defense)

LO2.
PRESENT RECOMMENDATION TO APPROPRIATE PERSONNEL 

ASSESSMENT CRITERIA:

1. Recommendations are presented to appropriate personnel

2. Changes, corrections, and further instructions are noted and finalized

3. Recommendations are followed-up.

CONTENTS:

· Oral communication

· Receiving and finalization of instructions

· Organizational protocol  

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· Reference books

· Recommendation report

· Learning Guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written examination

· case study (defense)

LO3.
IMPLEMENT SOLUTIONS 

ASSESSMENT CRITERIA:

1. Measurable objectives are identified

2. Resources needed are identified

3. Timelines are identified in accordance with safety and operating procedures

CONTENTS:

· Setting of objectives

· Statutory and vendor requirements

· Ergonomic & environmental factors

· Identification of  timelines 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· recommendation report

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

· Distance education 

ASSESSMENT METHODS:

· Written examination

· Case study (defense)

UNIT OF COMPETENCY
:
Collect, analyze and organize information
MODULE TITLE
:
Collecting, analyzing and organizing information
MODULE DESCRIPTOR
:
This module covers the outcomes required to process, analyze, interpret and organize workplace information and other relevant data.

NOMINAL DURATION
:
10 hours

QUALIFICATION LEVEL
:
NC IV
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Study information requirements

LO2.
Process data

LO3.
Analyze, interpret and organize information gathered

LO4.
Present findings/ recommendations

LO1.
STUDY INFORMATION REQUIREMENTS

ASSESSMENT CRITERIA:

1. Needs are identified using established research procedures.

2. Relevant forms and recording system are used.

3. Information requirements are determined based on organizational goals and objectives.

CONTENTS:

· Data processing, information analysis and interpretation.

· Research Methods: Qualitative, Quantitative, Statistical

· Effective communication

· Report writing

CONDITIONS: 

The students/trainees must be provided with the following:

· Reference book 

· Handouts/modules/printed materials

· Forms

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Exercises

· Case study (defense)

LO2.
PROCESS DATA

ASSESSMENT CRITERIA:

1. Data are collected and collated based on the prescribed method.

2. Relevant research methods are utilized and data are processed based on the objective of the program.

3. Compiles information according to the required form.

CONTENTS:

· Data processing

· Research method

· Problem solving

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

· Data processing software (MS WORD, EXCEL, etc.)

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

· Reporting

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

LO3.
ANALYZE, INTERPRET AND ORGANIZE INFORMATION GATHERED

ASSESSMENT CRITERIA:

1. Information gathered is analyzed and organized.

2. Statistical analysis is used according to the objectives of the program.

3. Graphs and other visual presentation are prepared to facilitate analysis interpretation of information.

CONTENTS:

· Research and analysis

· Read/interpret data and information

· Problem solving

· Presentation graphics

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

· Desktop publishing software

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

LO4.
PRESENT FINDINGS/ RECOMMENDATIONS

ASSESSMENT CRITERIA:

1. Summarized findings/recommendations are present in user-friendly manner.

2. Relevant inputs are gathered to finalize reports.

3. Draft reports are prepared based on summary formats.

4. Technical reports are submitted/disseminated to concerned offices.

CONTENT:

· Technical report writing

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

BASIC COMPETENCY
:
PLANNING

UNIT OF COMPETENCY
:
PLAN AND ORGANIZE WORK
MODULE TITLE
:
PLANNING AND ORGANIZING WORK 
MODULE DESCRIPTOR
: 
This module covers knowledge, skills and attitudes required to plan and organize work.

NOMINAL DURATION
:
10 hours
QUALIFICATION LEVEL
:
NC IV
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module the students/trainees will be able to:

LO1.
Set work objectives.

LO2.
Plan and schedule work activities.

LO3.
Implement and monitor plans/activities.

LO4.
Review and evaluate work plans and activities.

LO1.
SET WORK OBJECTIVES

ASSESSMENT CRITERIA:

1. Objectives are relevant to work activities in accordance with organizational aims.

2.  Objectives are based on accurate, relevant and correct information.

3. Objectives are stated as measurable targets with clear time frames.

4. Objectives are communicated/disseminated to team members.

CONTENTS:

· Organizational policies and procedures

· Planning process

· Communication process

· Organizational aims

· Prioritizing and managing workloads

· SWOT analysis

CONDITIONS:

The students/trainees must be provided with the following:

· Training materials

-
Organizational policies and procedures 

-
Reference materials on organizational planning

-
Pen, paper   

·  Students project

METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO2.
PLAN AND SCHEDULE WORK ACTIVITIES

ASSESSMENT CRITERIA:

1. Task/work activities are identified and prioritized in accordance with organizational aims.

2. Task/work activities are scheduled in accordance with organizational aims.

3. Resources for each activity are identified and allocated in accordance with organizational aims.

4. Schedule of work activities are coordinated with relevant staff in accordance with organizational aims.

CONTENTS:

· GANTT chart

· Consultation and negotiation with stakeholders 

· Prioritizing and managing work loads

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

· GANTT charts

· Reference materials on organizational planning

· pen, paper  

·  Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO3.
IMPLEMENT AND MONITOR PLANS/ACTIVITIES

ASSESSMENT CRITERIA:

1. Work plans are implemented with set time frame, resources and required standards of the organization

2. Work activities are monitored and reviewed against the set objectives of the organization.

3. Deviations from work activities are reported and recommendations are obtained/ negotiated with appropriate personnel.

4. Reporting requirements are complied with recommended format.

5. Files record are established and maintained

CONTENTS:

· Developing work plans 

· Implementation and monitoring 

· Reporting

· Setting schedules

· Contingency approach (planning)

· Coordinating schedules

· Motivation and team building

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

-
work plan schedules

-
monitoring tools and materials

· pen, paper  

· Plant/enterprises  

-   Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO4.
REVIEW AND EVALUATE WORK PLANS AND ACTIVITIES

ASSESSMENT CRITERIA:

1. Review of work activities/outcomes is based on accurate, relevant and current information.

2. Review is based on comprehensive consultation with appropriate personnel using reliable feedback tools.

3. Results of review are provided to appropriate personnel in recommended format.

4. Performance appraisal report is conducted and reported in accordance with organizational requirements.

5. Feedback mechanisms are followed in accordance with organizational policies.

CONTENTS:

· Report writing

· Collecting information/data gathering

· Feedback

· Performance appraisal

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

      -    reporting formats

· performance appraisal format

· reference materials on research techniques

· pen, paper  

· Plant/enterprises (simulation)

-   Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

UNIT OF COMPETENCY
:
PROMOTE ENVIRONMENTAL PROTECTION
MODULE TITLE
:
Promoting environmental protection
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude required in adhering to environmental protection principles, strategies and guidelines.

NOMINAL DURATION
:
20 hours

QUALIFICATION LEVEL
:
NC IV
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Study guidelines for environmental concerns.

LO2.
Implement specific environmental programs.

LO3.
Monitor activities on environmental protection/ programs.

LO1.
STUDY GUIDELINES FOR ENVIRONMENTAL CONCERNS

ASSESSMENT CRITERIA:

1. Environmental legislation/ conventions and local ordinances are identified according to the different environmental aspects/ impact 

2. Industrial standard / environmental practices according to the different environmental concerns are described.

CONTENTS:

· Environmental issues and concerns.

· Features of environmental management strategy

· Sanitary code

· Environmental code of practice

· International environmental protocols (Montreal, Kyoto)

CONDITIONS: 

The students/trainees must be provided with the following:

· Workplace/assessment locations

· Legislation, policies, procedures, protocols and local ordinances relating to environmental protection.

· Case studies/scenarios relating to environmental protection (sample)

METHODOLOGIES:

· Discussion–demonstration

· Research and reporting

ASSESSMENT METHODS:

· Written/oral examination

· Interview/ third party report

· Portfolio

LO2.
IMPLEMENT SPECIFIC ENVIRONMENTAL PROGRAMS

ASSESSMENT CRITERIA:

1. Programs/activities are identified according to organizations policies and guidelines.

2. Individual roles/responsibilities are determined and performed based on the activities identified.

3. Problems/constraints encountered are resolved in accordance with organizations policies and guidelines.

4. Stakeholders are consulted based on company guidelines.

CONTENTS:

· Community needs and expectations

· Environment-friendly/environmental advocates

· 5 S of good house keeping

· 3R’s reduce, reuse and recycle.

CONDITIONS: 

The students/trainees must be provided with the following:

· Workplace/assessment location

· Legislation, policies, procedures, protocols and local ordinances relating to environmental protection.

· Case studies/scenarios relating to environmental protection (sample)

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

· Reporting

· Role playing

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

LO3.
MONITOR ACTIVITIES ON ENVIRONMENTAL PROTECTION / PROGRAM

ASSESSMENT CRITERIA:

1. Activities are periodically monitored and evaluated according to the objectives of the environmental program.

2. Feedback from stakeholders are gathered and considered in proposing enhancement to the program based on consultations.

3. Data gathered are analyzed based on evaluation requirements.

4. Recommendations are submitted based on the findings.

5. Management support system are set / established to sustain and enhance the program.

6. Environmental incidents are monitored and reported to concerned / proper authorities.

CONTENTS:

· Communicating effectively

· Performing research and analysis

· Reading/interpreting data and information

· Problem solving

CONDITIONS: 

The students/trainees must be provided with the following:

· Personal computer 

· Reference books

· Handouts/modules/printed materials

· Statistical package

· Workplace/assessment location

METHODOLOGIES:

· Demonstrations

· Reporting

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Interview/ third-party reports

MODULES OF INSTRUCTION

COMMON COMPETENCIES

UNIT OF COMPETENCY
:
MAINTAIN INSTRUMENTS AND EQUIPMENT IN WORK AREA

MODULE TITLE
:
MAINTAINING INSTRUMENTS AND EQUIPMENT IN WORK AREA
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required in maintaining instruments and equipment in the work area.

NOMINAL DURATION
:
9 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare to clean dental laboratory instruments and work area

LO2.
Clean and dry dental laboratory instruments

LO1.
 PREPARE TO CLEAN DENTAL LABORATORY NSTRUMENTS AND WORK AREA 

ASSESSMENT CRITERIA:

1. Safe work practices and standard precautions are followed at all times in accordance with legislative and workplace guidelines.

2. Safe use of dental laboratory instruments and equipment is followed in accordance with occupational health and safety procedures.

3. Waste is segregated and disposed in accordance with occupational health and safety procedures.

CONTENTS: 

· Definition and functions of each dental laboratory instruments and equipment

· Care of instruments 

· Safe work practices

· Occupational health and safety procedures

CONDITION:  

Students/trainees must be provided with the following:

1. Dental Laboratory Equipment/tools/instruments

Equipment

· Articulators
· Steamer
· Drier
· Bunsen Burner
· Micro Motor
· Vacuum Former Machine
· Vibrator
· Lathe Machine
· Pressure Pot
· Vacuum Mixer
· Cast Trimmer
· Weighing Scale
Tools/instruments

· Alcohol Torch
· Base Former (upper, lower quadrant) 

· Plaster Knife
· Plaster Cutters
· Caliper

· Waxing Instrument Set

· Chisel

· Duplicating Tray

· Mixing Bowl

· Plaster Spatula
· Impression Tray or Stock Tray
· Rotary instrument
· Abrasive 
2. Dental Supplies/materials

· List of dental supplies and materials

·  Laboratory Gown
· Disinfecting Solution 

3. Instructional materials

· Reference books

· Learning materials

· Modules/manuals

· IT related resources 

METHODOLOGIES:

· Lecture

· Group discussion

· E- learning

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Demonstration

LO2.
CLEAN AND DRY DENTAL LABORATORY INSTRUMENTS 
ASSESSMENT CRITERIA:

1. Workflow procedures in instrument reprocessing area are followed in accordance with workplace guidelines.

2. Instruments are cleaned in accordance with workplace guidelines.

3. Appropriate cleaning agents are selected and used in accordance with manufacturer’s specification.

4. Instruments are dried and inspected for damage in accordance with workplace procedures.

5. Instruments are classified in accordance with the different workplace procedures.

CONTENTS: 

· Workflow procedures 

· Reprocessing area

· Different types of dental laboratory instruments

· Cleaning agents and their uses

· Instruments checking procedure

· Basic maintenance

CONDITION:  

Students/trainees must be provided with the following:

1. Equipment

· Articulators
· Steamer
· Drier
· Bunsen Burner
· Micro Motor
· Vacuum Former Machine
· Vibrator
· Lathe Machine
· Pressure Pot
· Vacuum Mixer
· Cast Trimmer
· Weighing Scale
Tools/instruments

· Alcohol Torch
· Base Former (upper, lower quadrant) 

· Plaster Knife
· Plaster Cutters
· Caliper

· Waxing Instrument Set

· Chisel

· Duplicating Tray

· Mixing Bowl

· Plaster Spatula
· Impression Tray or Stock Tray
· Rotary instrument
· Abrasive 
2. Supplies/materials

· (Details or list of Cleaning agents)

· Laboratory Gown
· Disinfecting Solution 

3. Instructional materials

· Reference books

· Learning materials

· Modules 

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

· E-learning

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Hands-on application

UNIT OF COMPETENCY
:
ASSIST IN DENTAL LABORATORY PROCEDURES

MODULE TITLE
:
ASSISTING IN DENTAL LABORATORY PROCEDURES
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required in assisting in dental laboratory procedures.
NOMINAL DURATION
:
8 hours
QUALIFICATION LEVEL
:
NC I

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Identify dental laboratory procedures

LO2.
Use dental terminology in communication within the health care setting
LO1.
IDENTIFY DENTAL LABORATORY PROCEDURES

ASSESSMENT CRITERIA:

1. Planned procedure is identified according to dental laboratory procedures.

2. Equipment, instruments and materials is selected and arranged according to dental laboratory procedures.

CONTENTS: 

· Dental laboratory procedures

· Dental laboratory records and laboratory prescriptions

· Dental laboratory practice/organization policies and procedures

CONDITION:  

Students/trainees must be provided with the following:

1. Instructional materials

· Reference books

· Learning materials

· Modules 

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

· Dualized training

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

LO2.
USE DENTAL TERMINOLOGY IN COMMUNICATION WITHIN THE HEALTH CARE SETTING

ASSESSMENT CRITERIA:

1. Dental terminology is used in communicating with the dental team and according to dental laboratory practice/organization policies and procedures.
2. Dental terminology is used in receiving, understanding and documenting written and oral instructions and according to dental laboratory practice/organization policies and procedures.
3. Frequently used abbreviations and symbols in dental laboratory are used according to dental laboratory practice/organization policies and procedures.
CONTENTS: 
· Dental terminology 

· Dental abbreviations and symbols
· Dental prescriptions

CONDITION:  

Students/trainees must be provided with the following:

·  Instructional materials

· Reference books

· Learning materials

· Modules 

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

· Dualized training

· Distance learning

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

UNIT OF COMPETENCY
:
ASSIST WITH ADMINISTRATION IN DENTAL LABORATORY PRACTICE

MODULE TITLE
:
ASSISTING IN DENTAL LABORATORY PROCEDURES
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required in managing appointments to suit the client and the organization, to record and reconcile payments and to maintain client record.

NOMINAL DURATION
:
6 hours
QUALIFICATION LEVEL
:
NC I

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Communicate effectively with clients and other persons

LO2.
Respond appropriately to inquiries from clients and visitors

LO3.
Allocate appointments appropriate to client and organization requirements

LO4.
Calculate and record basic financial transactions

LO5.
Handle cash and record financial transactions

LO6.
Maintain client records
LO1.
COMMUNICATE EFFECTIVELY WITH CLIENTS AND OTHER PERSONS

ASSESSMENT CRITERIA:

1. Clients are greeted according to dental laboratory practice/organization policies and procedures.
2. Client point of view is listened carefully and according to dental laboratory practice/organization policies and procedures.
3. Information provided to clients is appropriate and according to dental laboratory practice/organization policies and procedures.
CONTENTS: 

· Work practices in handling communications with clients
· Components of communication, communication process and barriers of communication.
CONDITION:  

Students/trainees must be provided with the following:

· Writing materials

· References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

LO2.
RESPOND APPROPRIATELY TO INQUIRIES FROM CLIENTS AND VISITORS
ASSESSMENT CRITERIA:

1. Proper attire is maintained in accordance with workplace guidelines.

2. Communication equipment is used effectively and according to according to dental laboratory practice and procedures.
3. Enquiries are responded promptly, politely and ethically in accordance with workplace guidelines.

4. Purpose of an enquiry, the identity of the person is determined and relevant record/s retrieved in accordance with workplace guidelines.

5. Messages prioritized and recorded legibly and accurately in accordance with workplace guidelines.

6. Enquiries outside area of responsibility are referred to appropriate supervisor or in accordance with organizational protocols.

7. Electronic communication with clients is complied in accordance with organizational protocols.

8. Confidentiality of information relating to clients, staff and the dental practice/ organization is maintained in accordance with workplace guidelines.

CONTENTS: 
· Dress code / Dressing properly

· Use of communication equipment (Fax, E-Mail, Cellular / mobile phones, etc.)

· Proper way of taking queries.
· Responses to queries.
· Handling messages

· Code of Ethics

· Maintaining clients confidentiality

CONDITION:  

Students/trainees must be provided with the following:

· Writing materials 

· References

· Hand-out

· Modules

· IT related and instructional video resources

· Access to the following communication equipments:

· telephone

· fax machine

· cellular / mobile phone

· computer with internet access

METHODOLOGIES:

· Lecture

· Group dscussion

· Demonstration

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

LO3.
ALLOCATE APPOINTMENTS APPROPRIATE TO CLIENT AND ORGANIZATION REQUIREMENTS

ASSESSMENT CRITERIA:

1. Client’s appointment requirements are identified in accordance with workplace guidelines.

2. Appointment time is set in accordance with the client’s preferences and in accordance with organizational protocols.

3. Appointment details are recorded accurately and legibly using standard dental notation in the organizations appointment system or in accordance with workplace guidelines.

4. Appointment detail is provided to the client in accordance with workplace guidelines.

5. Appointment schedules are monitored; clients are notified of any necessary changes within a suitable timeframe and in accordance with workplace guidelines.

CONTENTS: 

· Scheduling and recording appointments

· Appointment details

· Workplace standard policies on handling client’s appointments

· Managing schedule

CONDITION:  

Students/trainees must be provided with the following:

· Writing materials 

· References 

· Hand-out

· Modules

· IT related and instructional video resources

· Sample forms

METHODOLOGIES:

· Lecture

· Group discussion

· Role pay

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO4.
CALCULATE AND RECORD BASIC FINANCIAL TRANSACTIONS

ASSESSMENT CRITERIA:

1. Petty cash vouchers and all monies are completed accurately and account for in accordance with organizational protocols.

2. Correct fees are calculated according to workplace guidelines.

3. GST applied in accordance with identified requirements and according to workplace guidelines.

4. Payments received are checked and recorded legibly, accurately and according to workplace guidelines.

5. Checks and credit card vouchers are validated according to workplace guidelines.

6. Client is provided with a receipt in accordance with organizational protocols.

CONTENTS: 

· Administration Duties

· Basic bookkeeping

· Preparing cash vouchers and receipts

· Basic computations

CONDITION:  

Students/trainees must be provided with the following:

· Writing materials

· References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group dscussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO5.
HANDLE CASH AND RECORD FINANCIAL TRANSACTIONS

ASSESSMENT CRITERIA:

1. Balances accurately monies received against records of payment in accordance with organization policies

2. Cash is secured in an approved location and in accordance with organization policies.

3. Suspected breaches of security are responded and appropriate action taken within minimum delay in accordance with organization policies.

4. Record of bad debts identified and appropriate action taken in accordance with office procedures.

5. Banking procedures are followed in accordance with organization policies.

CONTENTS: 

· Basic Bookkeeping

· Banking procedures

· Workplace standard policies and procedures in handling breaches of security, bad debts

CONDITION:  

Students/trainees must be provided with the following:

· Writing materials

· References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group dscussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview 

· Demonstration

LO6.
MAINTAIN CLIENT RECORDS

ASSESSMENT CRITERIA:

1. Correct client files are removed and appropriate fees and diagnostic records attached according to organizational protocols.

2. Order of payment is placed in files in accordance with workplace guidelines.

3. Information entered legibly, accurately and updated according to organizational protocols.

4. Client’s dental records are filed correctly after use in accordance with workplace guidelines.

5. Records of laboratory work are maintained up-to-date, accurate, legible and complete according to organizational protocols.

CONTENTS: 

· Maintaining records and files

· File management

· Details of dental records

CONDITION:  

Students/trainees must be provided with the following:

· Writing materials 

· References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group dscussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

UNIT OF COMPETENCY
:
APPLY QUALITY STANDARDS
MODULE TITLE
:
APPLYING QUALITY STANDARDS

MODULE  DESCRIPTOR
:
This module covers the knowledge, skills, and attitudes needed to apply quality standards in the workplace. It includes application of relevant procedures and other client requirements

NOMINAL DURATION
:
6 hours
QUALIFICATION LEVEL
:
NC IV 
SUMMARY OF LEARNING OUTCOMES:

Upon completion of the module the trainees/students should be able to:

LO1.
Assess client / customer (practitioner) service needs

LO2.
Assess own work

LO3.
Engage in quality improvement

LO1. 
ASSESS CLIENT/CUSTOMER (PRACTIONERS) SERVICE NEEDS

ASSESSMENT CRITERIA:

1. Work instruction is obtained and work is carried out in accordance with standard operating procedures
2. Client/customer (practitioner) needs are evaluated base on workplace standards and specifications
3. Ophthalmic services is analyzed against clients needs
4. Ophthalmic services are explained and consulted with the client/customer
5. Faults on clients/customer (practitioner) and any identified causes are recorded and/or reported to the ophthalmologist/supervisor concerned in accordance with workplace procedures

6. Client’s profile and service extended to them are documented in accordance with workplace procedures

CONTENT:

· Communication skills

· Client/customer (practitioner) relation

· Ophthalmic services

· Documentation procedures

· Handling of complaints

CONDITIONS: 

Student / trainees must be provided with the following:

· Office supplies

· Forms

· Log book

METHODOLOGIES:
· Lecture

· Discussion

· Hands on

· Role play

ASSESSMENT METHODS:

· Interview

· Written 

· Demonstration with questioning

LO2. 
ASSESS OWN WORK

ASSESSMENT CRITERIA:

1. Documentation relative to quality within the company is identified and use 

2. Completed work is checked against workplace standards relevant to the tasks undertaken

3. Errors are identified and improved on.

4. Information on the quality and other indicators of individual performance is recorded in accordance with workplace procedures

5. In cases of deviations from specific quality standards, causes are documented and reported in accordance with the workplace standards operating procedures

6. Feedback is collected and analyzed base on required quality standards

CONTENT:

· Documentation

· Workplace quality standards

· Feedback

· Self assessment procedures

· Job analysis

CONDITION:

Student / trainees must be provided with the following:

· Office supplies

· Forms

· Log book
METHODOLOGIES:

· Lecture

· Discussion

· Hands on

ASSESSMENT METHODS:

· Interview

· Written report

LO3.
ENGAGE IN QUALITY IMPROVEMENT

ASSESSMENT CRITERIA:

1. Process improvement procedures are participated in relative to workplace assignment 

2. Work is carried out in accordance with process improvement procedures

3. Performance of operation or quality of product of service to ensure client/customer (practitioner) satisfaction is monitored

CONTENT:

· Service processes and procedures

· Client/customer (practitioner) service

· Environmental regulations

· New trends and technology awareness

· Transparent management

· Work values

CONDITIONS: 


Student / trainees must be provided with the following:

· Office supplies

· Forms

· Log book

· Quality standard manual

METHODOLOGIES

· Lecture

· Discussion

ASSESSMENT METHODS

· Interview

· Written report

UNIT OF COMPETENCY 
:
MAINTAIN AN EFFECTIVE RELATIONSHIP WITH



CLIENTS AND CUSTOMERS
MODULE TITLE
:
MAINTAINING AN EFFECTIVE RELATIONSHIP WITH CLIENTS AND CUSTOMERS
MODULE  DESCRIPTOR 
:
This  module covers the knowledge, skills and attitudes required in building and maintaining an effective relationship with clients, customers and the public.
NOMINAL DURATION 
:
9 hours
QUALIFICATION LEVEL 
:
NC II
SUMMARY OF LEARNING OUTCOMES: 


Upon completion of the module, the trainees/students should be able to:

LO1.
Maintain a professional image

LO2.
Meet client/customer requirements

LO3.
Build credibility to meet customers/clients requirements

LO1. 
MAINTAIN A PROFESSIONAL IMAGE


ASSESSMENT CRITERIA:

1. Uniform and personal grooming is maintained in accordance with established policies and procedures

2. Stance, posture, body language, and other personal presence is maintained according to required standards

3. Visible work area is kept tidy and uncluttered

4. Equipment are stored according to assignment requirements


CONTENTS:

· Stance

· Posture

· Body language

· Grooming

· Standing orders

· Company policy and procedures

CONDITIONS:

Students/trainees must be provided with the following:

· Access to workplace location or simulated workplace environment

· Materials relevant to the unit

· Company policy and procedures

METHODOLOGIES:

· Lecture

· Discussion

· Group work

ASSESSMENT METHODS:

· Interview

· Demonstration with questioning

LO2.
MEET CLIENT/CUSTOMER REQUIREMENTS

ASSESSMENT CRITERIA:

1. Assignment instructions and post orders are identified and understood according to standard procedures

2. Scope to modify instructions/orders is accomplished in light of changed situations

3. Client requirements are met according to the assignment instructions

4. Changes to client’s needs and requirements are monitored and appropriate action is taken

5. All communication with the client or customer is cleared and complied with assignment requirements

CONTENTS:

· Assignment instructions

· Post orders

· Reviewing assignment instructions

· Discussion techniques with client/customer

· Implementing required changes

· Referral to appropriate employer/personnel

· Clarification of client needs and instructions

CONDITIONS:

Students/trainees must be provided with the following:

· Access to workplace location or simulated workplace environment

· Materials relevant to the unit

· Company policy and procedures

· Assignment instruction

METHODOLOGIES:

· Lecture

· Discussion

· Group work

ASSESSMENT METHOD:

· Demonstration with questioning

LO3. 
BUILD CREDIBILITY WITH CUSTOMERS/CLIENTS

ASSESSMENT CRITERIA:

1. Client expectations for reliability, punctuality and appearance are adhered to

2. Possible causes of client/customer dissatisfaction is identified, dealt with and recorded according to employer policy

3. Client is fully informed of all relevant security matters in a timely manner and according to agreed reporting procedures


CONTENTS:

· Interpersonal skills

· Customer service skills

· Telephone etiquette

· Maintaining records

CONDITIONS:

Students/trainees must be provided with the following:

· Company policy and procedures manual

· Appropriate tools and materials relevant to the unit

· Access to workplace location or simulated workplace environment

METHODOLOGIES:

· Lecture

· Discussion

· Group work

ASSESSMENT METHODS:

· Interview

· Demonstration with questioning

UNIT OF COMPETENCY
:
MANAGE OWN PERFORMANCE

MODULE TITLE
:
MANAGING OWN PERFORMANCE
 MODULE  DESCRIPTOR
:
This unit covers the knowledge, skills and attitudes required in effectively managing own workload and quality of work

NOMINAL DURATION
:
9 hours
QUALIFICATION LEVEL 
:
NC II
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainees/students must be able to:

LO1.
Plan own workload

LO2.
Maintain quality of own performance

LO3.
Establish credibility with customers/clients

LO1. 
PLAN OWN WORKLOAD

ASSESSMENT CRITERIA:

1. Tasks are accurately identified according to instructions

2. Work plans are developed according to assignment requirements and employer policy

3. Priority and timelines are allocated to each task

4. Tasks deadlines are known and complied with whenever possible

5. Work schedules are known and completed according to agreed time frames

CONTENT:

· Assignment instructions

· Verbal instructions

· Policy documents

· Duty statements

· Self assessment

· Daily tasks

· Weekly tasks

· Regularly or irregularly occurring tasks

· Allocating priority and timelines

CONDITIONS:  

Student / trainees must be provided with the following:

· Task list

· Work schedules

· Assignment instructions

METHODOLOGIES:

· Lecture

· Group discussion

· Role play

ASSESSMENT METHODS:

· Interview 

· Demonstration with questioning

· Written report

LO2. 
MAINTAIN QUALITY OF OWN PERFORMANCE

ASSESSMENT CRITERIA:

1. Personal performance continually monitored against agreed performance standards

2. Advice and guidance sought when necessary to achieve or maintain agreed standards

3. Guidance from management applied to achieve or maintain agreed standards

4. Standard of work clarified and agreed according to employer policy and procedures

CONTENTS:

· Monitoring personal performance

· Determining performance standards

· Interpreting work standards

· Quality of work

CONDITIONS:

Student / trainees must be provided with the following:

· Quality procedures manual

· Evaluation report forms

· Logbooks

· Operational manual

· Assessment instruments

METHODOLOGIES:

· Lecture

· Group discussion

· Role play

ASSESSMENT METHODS:

· Interview

· Written report

LO3.
ESTABLISH CREDIBILITY WITH CUSTOMERS/CLIENTS

ASSESSMENT CRITERIA:

1. Client expectations for reliability, punctuality and appearance are adhered to

2. Possible causes of client/customer dissatisfaction is identified, dealt with and recorded according to employer policy

3. Client is fully informed of all relevant security matters in a timely manner and according to agreed reporting procedures


CONTENTS:

· Interpersonal skills

· Customer service skills

· Telephone etiquette

· Maintaining records

CONDITIONS:

Students/trainees must be provided with the following:

· Company policy and procedures manual

· Appropriate tools and materials relevant to the unit

· Access to workplace location or simulated workplace environment

METHODOLOGIES:

· Lecture

· Group discussion

· Group work

ASSESSMENT METHODS:

· Interview

· Demonstration with questioning

UNIT OF COMPETENCY
:
FOLLOW OCCUPATIONAL HEALTH AND SAFETY POLICIES IN DENTAL LABORATORY FACILITIES
MODULE TITLE
:
FOLLOWING OCCUPATIONAL HEALTH AND SAFETY POLICIES IN DENTAL LABORATORY FACILITIES 

MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required in applying relevant OHS legislation and codes of practice, including duties and responsibilities for all parties under general duty of care.

NOMINAL DURATION
:
6 hours
QUALIFICATION LEVEL 
:
NC II
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO 1.
 Apply workplace procedures for hazard identification and risk control 

LO 2. 
 Utilize and implement strategies as directed to prevent infection in the workplace

LO 3.
 Work in a safe manner

LO 1.
APPLY WORKPLACE PROCEDURES FOR HAZARD IDENTIFICATION AND RISK CONTROL 

ASSESSMENT CRITERIA:

1. Hazards in the dental laboratory is recognized and reported to operator according to OHS legislation and dental laboratory codes of practice.

2. Workplace procedures and work instructions for controlling risks, including infection control, are followed accurately according to OHS legislation and dental laboratory codes of practice.

3. Workplace procedures for dealing with accidents, fires and emergencies are followed correctly according to dental laboratory procedures.

CONTENTS:

· OHS legislation 

· Dental laboratory codes of practice

· Dental laboratory Duties and Functions in Dealing with Accidents, Fires and Emergencies

· Occupational Hazards

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Hand outs

· Textbooks/References

· Modules

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Written examination
· Interview 
· Practical examination
· Direct ebservation

LO2. 
UTILIZE AND IMPLEMENT STRATEGIES AS DIRECTED TO PREVENT INFECTION IN THE WORKPLACE

ASSESSMENT CRITERIA:

1. Relevant information about the dental laboratory hazards and dental laboratory codes of practice are accurately and clearly explained to the work group. 

2. Information about identified hazards and the outcomes of hazard risk assessments is regularly provided to the work group.

3. Opportunity is provided for the work group to seek further information on workplace hazard control issues and practices.

CONTENTS:

· Dental Laboratory Hazard Policy and Procedures 

· Dental Laboratory Codes of Practice

· Dental Hazards

· Dental Hazard Risk Assessments

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Textbooks/References

· Modules

METHODOLOGIES:

· Lecture

· Group discussion

ASSESSMENT METHODS:

· Written examination
· Interview 
· Direct observation

LO3.
 WORK IN A SAFE MANNER

ASSESSMENT CRITERIA:

1. Defined dental laboratory procedures are followed to ensure personal safety.

2. All work is carried out in a manner which ensures safety of self and others.

3. Dental laboratory security measures are followed according to dental laboratory policies and procedures.

4. Dental laboratory safe manual handling procedures are followed according to dental laboratory policies and procedures.
CONTENTS:

· Dental Laboratory Policies and Procedures 

· Dental Laboratory Security Measures

· Using Dental laboratory Safe Manual

CONDITIONS:


Students/ trainees must be provided with the following:

· Workplace location

· Textbooks/References

· Modules

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Written examination
· Interview/ oral examination
· Practical examination
· Direct observation

UNIT OF COMPETENCY
:
MAINTAIN INFECTION CONTROL IN DENTAL LABORATORY PRACTICE
MODULE TITLE
:
MAINTAINING INFECTION CONTROL IN DENTAL LABORATORY PRACTICE
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required to comply with infection control procedures before, during and after in dental laboratory practice.

NOMINAL DURATION
:
12 hours
QUALIFICATION LEVEL 
:
NC II
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Monitor and maintain the cleanliness of the dental laboratory rooms

LO2. 
Clean and maintain dental instruments and equipment

LO3.
Maintain hygiene and personal protection

LO4.
Dispose of dental laboratory waste safely

LO5.
Disinfect and clean impressions

LO1.
MONITOR AND MAINTAIN THE CLEANLINESS OF THE DENTAL LABORATORY ROOMS

ASSESSMENT CRITERIA:

1. Personal protective equipment is used in cleaning equipment and surfaces.

2. Use of disinfectants and cleaning equipment are selected, prepared and used on surfaces in accordance with the manufacturer’s specification.

3. Cleaning equipment is correctly stored according to dental laboratory procedures.

4. Workplace and surrounding areas within the dental laboratory are monitored and maintained for cleanliness according to dental laboratory procedures.

CONTENTS:

· Dental laboratory procedures for monitoring and cleaning workplace and surroundings.

· Manufacturers instruction of the use of disinfectants

· PPE

CONDITIONS:

Students/ trainees must be provided with the following:

· Workplace location

· Tools and equipment appropriate to schedule housekeeping activities and to monitor and maintain working condition

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

· Modules

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Written examination
· Interview/ oral examination
· Practical examination
· Direct observation

LO2. 
CLEAN AND MAINTAIN DENTAL INSTRUMENTS AND EQUIPMENT

ASSESSMENT CRITERIA:

1. Dental laboratory instruments and equipment are cleaned and maintained according to dental laboratory procedures.

2. Dental laboratory instruments and equipment are checked for maintenance (oiling, etc.) according manufacturers’ instructions.

3. Cleaning procedures are carried out in the correct sequence and duration in accordance with manufacturer specifications.

4. Regular maintenance program scheduled is followed according to dental laboratory procedures.

CONTENTS:

· Dental Instruments and Equipment 

· Manufacturers specification on cleaning procedures

· Maintenance of Equipment

CONDITIONS:

Students/ trainees must be provided with the following:

· Workplace location

· Tools and equipment appropriate to schedule maintenance activities and to monitor and maintain working condition

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Written examination
· Interview/ oral examination
· Practical examination
· Direct observation

LO3.
MAINTAIN HYGIENE AND PERSONAL PROTECTION

ASSESSMENT CRITERIA:

1. Open cuts and abrasions are covered with a waterproof dressing.

2. Personal protection equipment is worn according to OHS policy and procedures.

3. Hazards in the dental laboratory is recognized and reported to operator according to dental laboratory procedures. 

4. Appropriate procedures for dealing with accidents, including sharp injuries, are followed correctly according to dental laboratory procedures.

CONTENTS:

·  Use of PPE

·  Dental Laboratory Hazards

·  First Aid Procedures

CONDITIONS:

Students/ trainees must be provided with the following:

· Workplace location

· PPE

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written examination
· Interview/ oral examination
· Practical examination
· Direct observation

LO4.
DISPOSE OF DENTAL LABORATORY WASTE SAFELY

ASSESSMENT CRITERIA:

1. Personal protective equipment is worn or used in accordance with OHS policy and procedures when handling waste.

2. Waste is segregated, contained, stored and transported correctly OHS policy and procedures when handling waste.

3. Waste is disposed of safely and according to OHS policy and procedures when handling waste.

CONTENTS:

·  Use of PPE

·  Waste Disposal

·  Dental Laboratory Policy and Procedures on Safety

CONDITIONS:

Students/ trainees must be provided with the following:

· Workplace location

· PPE

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written examination
· Interview/ oral examination
· Practical examination
· Direct observation

LO5.
DISINFECT AND CLEAN IMPRESSIONS

ASSESSMENT CRITERIA:

1. Laboratory Instruments, materials, and equipment are disinfected and cleaned according to dental laboratory procedures.

2. Risk of transmission of infection is minimized according to dental laboratory procedures.

3. Spills are removed correctly according to manufacturers’ instruction and OHS policy and procedure guidelines. 

CONTENTS:

· Dental Laboratory Instruments and Equipment 

· Manufacturers specification on cleaning procedures

· OHS policy and procedure guidelines.

CONDITIONS:

Students/ trainees must be provided with the following:

· Workplace location

· Tools and equipment appropriate to disinfecting and cleaning activities 

· Materials relevant to the proposed activity and tasks

· Writing materials

· Textbooks/References

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written examination
· Interview/ oral examination
· Practical examination
· Direct observation

UNIT OF COMPETENCY 
: 
OPERATE A PERSONAL COMPUTER
MODULE TITLE 
: 
OPERATING A PERSONAL COMPUTER
MODULE DESCRIPTOR 
: 
This module defines the competency required to operate a personal computer by: starting the PC, logging in, using and working with files, folders and programs, saving work, and closing down the PC

NOMINAL DURATION 
: 
10 hours
QUALIFICATION LEVEL
:
NC I

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trained student must be able to:

LO1. 
Start and Shutdown computers

LO2. 
Arrange and customize desktop/windows setting

LO3. 
Work with files and folders (or directories)

LO4. 
Work with user application programs

LO5. 
Print information

LO1.
START AND SHUTDOWN COMPUTERS

ASSESSMENT CRITERIA:

1. 
The peripheral devices are connected as stated in operating manual.

2. 
Power is checked and the computer and peripheral devices are switched on as shown in computer manual.

3. 
Logging in or logging off is done in accordance with the existing setup.

4. 
The operating system features and functions are accessed and navigated as demonstrated.

5. 
Hardware configuration and other system features are checked as stated in procedure.

7. 
All open application programs are closed according to computer manual.

8. 
Computer and peripheral devices are shutdown according to procedure.

CONTENTS:

· Connecting of wires and peripheral devices

· Switching of powers and peripheral devices

· Proper logging in and logging off procedure

· Operating System are properly work

· Saving and closing application programs.

· Computer unit is properly shutdown

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· Connection of wires / peripheral devices

· Lists / Pictures of Computer Hardware and peripheral devices

· Media / LCD / TV 

· Instructional Materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced learning

· Demonstration

· Group discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration

LO2.
ARRANGE AND CUSTOMIZE DESKTOP/WINDOWS SETTING

ASSESSMENT CRITERIA:

1. 
The desktop screen or Windows elements are changed as needed in manual procedure

2. 
Desktop icons are added, renamed, moved, copied or deleted in accordance to procedure

3. 
The online help functions are accessed or used as needed instructional materials

4. 
Desktop icons of application programs are selected, opened and closed as shown in manual procedure

5. 
Properties of icons are displayed as stated in procedure

6. 
Computer or desktop settings are saved and restored based on the existing setup

CONTENTS:

· The desktop are screen are modified

· Manipulating of desktop

· Accessing and using the online help functions

· Opening and closing of selected desktop icons

· Presentation of icons properties

· Restoring of computer desktop

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· LAN and Internet connections

· Media / LCD / TV 

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Instructional materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced learning

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration

· Interview

LO3.
WORK WITH FILES AND FOLDERS (OR DIRECTORIES)

ASSESSMENT CRITERIA:

1. 
A file or folder is created, opened, moved, renamed, copied or restored as shown in manual procedure

2. 
Details and properties of files and folders are displayed or viewed with the existing setup

3. 
Various files are organized for easy lookup and use as shown in computer manual procedure

4. 
Files and information are searched as stated in instructional material

5. 
Disks are checked, erased or formatted as necessary with the following manual procedure

CONTENTS:

· Manipulating of file or folder

· Restoring of files

· Viewing of files and folders

· Organizing of different files

· Searching of files and information

· Manipulating of disks

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· Application programs (software)

· Media / LCD / TV 

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Instructional Materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced learning

· Demonstration

· Group discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration

· Interview

LO4.
WORK WITH USER APPLICATION PROGRAMS

ASSESSMENT CRITERIA:

1. 
Application programs are added, changed, removed or run as followed in


computer manual procedure

2. 
User software or application program are installed, updated and upgraded as stated in manual procedure

3. 
Information/data are moved between documents or files in accordance to the instructional materials

CONTENTS:

· Manipulating of application programs

· Updating and upgrading user software

· Moving of documents

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· Documents detailing style guide / policy

· Application programs (software)

· Media / LCD / TV 

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Hands – On materials / Instructional materials

· Minutes/Agendas

METHODOLOGIES:

· Self–paced learning

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration

· Interview

LO5.
PRINT INFORMATION

ASSESSMENT CRITERIA:

1. 
Printer is added or installed and correct printer settings is ensured with the following service manual procedure

2. 
Default printer is assigned accordingly with the existing setup

3. 
Information or document is printed on the installed printer with the following setup manual procedure

4. 
Progress of print jobs are viewed and deleted as required in manual procedure

CONTENTS:

· Installing or adding printer

· Page set-up is ensured

· Set default of printer

· Printing of information or document

· Viewing and deleting of print jobs

CONDITIONS:

Students / trainees must be provided with the following.

· Computer set / Workstations

· Instructional materials

· Application programs (software)

· Media / LCD / TV

· Printer

· Installer of printer (CD)

· LAN connections

· Diskettes, CD-RW, Flash Drive, Zip Drive

· Minutes/Agendas

METHODOLOGIES:

· Self–paced learning

· Demonstration

· Discussion

ASSESSMENT METHODS:

· Direct observation

· Demonstration

· Interview
MODULES OF INSTRUCTION

CORE COMPETENCIES

UNIT OF COMPETENCY
:
FABRICATE MODELS
MODULE TITLE
:
FABRICATING MODELS
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in fabricating models.

NOMINAL DURATION
:
200 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Verify integrity of impressions 

LO2. 
Select and prepare model materials

LO3.
Pour impressions

LO4.
Finish model 
LO5.
Duplicate model
LO1.
VERIFY INTEGRITY OF IMPRESSIONS 

ASSESSMENT CRITERIA:

1. Impression is disinfected according to manufacturer’s specific guidelines.

2. Impressions are examined for defects in accordance with work order procedure.
3. Impression is checked in accordance with work order procedure.
CONTENTS: 

· Dental impressions

· Examining and Checking Dental Impressions

CONDITION:  

Students/trainees must be provided with the following:

· Dental laboratory materials

· Dental impression

· Writing materials 

· References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application
· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview 

· Demonstration

LO2.
SELECT AND PREPARE MODEL MATERIALS

ASSESSMENT CRITERIA:

1. Appropriate materials are selected in accordance with work order procedure.
2. Materials are prepared in accordance with procedures in preparing model materials and work order procedure.
CONTENTS: 

· Procedures in Preparing Model Materials

· Structure of Model Materials

CONDITION:  

Students/trainees must be provided with the following:

· Dental laboratory materials

· Writing materials 

· References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application
· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO3.
POUR IMPRESSIONS

ASSESSMENT CRITERIA:

1. Impressions are prepared for pouring according to manufacturers instructions.

2. Materials are poured into impressions in accordance with the accepted techniques in mixing and pouring impressions.

3. Required setting time is allowed in accordance with work order procedure and dental laboratory prescription.
CONTENTS: 

· Techniques in handling gypsum materials and equivalent

· Techniques in mixing and pouring

CONDITION:  

Students/trainees must be provided with the following:

· Modeling materials and accessories

· Laboratory Gown
· Gloves
· References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO4.
FINISH MODEL 

ASSESSMENT CRITERIA:

1. Model is recovered intact from impression in accordance with dental laboratory prescription.
2. Model is inspected for defects in accordance with work order procedure and dental laboratory prescription.
3. Models a re trimmed in accordance with work order procedure and dental laboratory prescription.
CONTENTS: 

· Inspecting models for defects

· Procedures for recovering and trimming fabricated models

CONDITION:  

Students/trainees must be provided with the following:

· Dental laboratory instruments and materials

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Dualized training

· Distance learning

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview 

· Demonstration

LO5.
DUPLICATE MODEL

ASSESSMENT CRITERIA:

1. Duplicating materials are prepared according to manufacturer’s instructions.
2. Duplicating materials are mixed according to manufacturer’s instructions.
3. An accurate, bubble free cast is produced following the standard procedures in duplicating materials

CONTENTS: 

· Procedures in duplicating materials

· Mixing duplicated models

· Bubble free duplicated models

· Modeling materials and accessories

CONDITION:  

Students/trainees must be provided with the following:

· Dental duplicating materials (assorted)

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Dualized training

· Distance learning

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

UNIT OF COMPETENCY
:
FABRICATE CUSTOM IMPRESSION TRAYS 
MODULE TITLE
:
FABRICATING CUSTOM IMPRESSION TRAYS
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in fabricating custom impression trays.

NOMINAL DURATION
:
198 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare model

LO2.
Select and prepare materials

LO3.
Fabricate custom impression trays

LO1.
PREPARE MODEL

ASSESSMENT CRITERIA:

1. Work is interpreted in accordance with work order procedure and dental laboratory prescription.
2. Undesirable undercuts are blocked out in accordance with work order procedure.
3. Outline is marked and spacer is applied in accordance with dental laboratory prescription.
CONTENTS: 

·  Prescription Details of work/job order

·  Preparing impression model

CONDITION:  

Students/trainees must be provided with the following:

· Access custom trays

· Fully edentoulous

· Partially dentate

· Fully dentate

· Implant cases

· Access spacer materials

· Acrylic

· Thermoplastic

· Light-cured composite 
· Access  impression tray

· Full arch

· Anterior

· Posterior

· Quadrant

· Writing materials

· Textbooks/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO2.
SELECT AND PREPARE MATERIALS

ASSESSMENT CRITERIA:

1. Selected materials are obtained and mixed in accordance with manufacturer’s instructions.
2. Equipment is prepared for processing according to standard operating procedure.
3. Mixing vessels and templates are provided in accordance with work order procedure and dental laboratory prescription.
CONTENTS: 

· Materials for custom impression trays

· Procedure for fabricating custom impression trays

· Use of vessels and templates for fabricating custom impression trays

· Use of  spacer materials for fabricating custom impression trays

CONDITION:  

Students/trainees must be provided with the following:

· Access to custom trays:

· Fully edentoulous

· Partially dentate

· Fully dentate

· Implant cases  

· Access to spacer materials:

· Acrylic

· Thermoplastic     

· Light-cured composite

· Access to impression tray:

· Full arch

· Anterior

· Posterior

· Quadrant

· Sample model dentures

· Writing materials 

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Written/oral

· Direct observation

· Interview

· Demonstration

LO3.
FABRICATE CUSTOM IMPRESSION TRAY

ASSESSMENT CRITERIA:

1. Materials are mixed or manipulated to desired outcome in accordance with work order procedure and dental laboratory prescription.
2. Material is adapted to the cast in accordance with work order procedure.
3. Handle is fabricated and attached in accordance with work order procedure.
4. Custom tray is processed in accordance with industry standards.
5. Outline is trimmed in accordance with work order procedure and dental laboratory prescription.
6. Spacer material is removed in accordance with work order procedure.
7. Outline is refined and polished in accordance with work order procedure.
8. Impression tray is customized to particular impression material requirements and according to dental laboratory prescription.
9. Impression tray is disinfected according to DOH guidelines.
CONTENTS: 

· Procedure in Fabricating custom impression tray

· Customizing according to impression material requirement

· Disinfecting impression tray according to DOH guidelines 

CONDITION:  

Students/trainees must be provided with the following:

· Access to base and registration bite rim materials:

·  Wax

·  Thermo-formed materials

·  Light-cured composite

·  Acrylic

·  Cast metal framework

· Sample model dentures

· Writing materials 

· Textbooks/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration
UNIT OF COMPETENCY
:
FABRICATE REGISTRATION BITE RIMS
MODULE TITLE
:
FABRICATING REGISTRATION BITE RIMS
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in fabricating registration bite rims.

NOMINAL DURATION
:
200 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Select and prepare materials

LO2. 
Fabricate base

LO3.
Fabricate registration bit rims

LO4.
Prepare face-bow (if required)

LO1.
SELECT AND PREPARE MATERIALS

ASSESSMENT CRITERIA:

1. Appropriate material for the base and rims is selected in accordance with work order procedure and dental laboratory prescription.
2. Model is prepared in accordance work order procedure.
CONTENTS: 

· Materials for base and rims

· Fabrication of registration bite rim

· Application of registration bite rim

· Preparing Face-bow

CONDITION:  

Students/trainees must be provided with the following:

· Access to base and registration bite rim materials:

·  Wax

·  Thermo-formed materials

·  Light-cured composite

·  Acrylic

·  Cast metal framework

· Sample model dentures

· Writing materials 

· Textbooks/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

LO2.
FABRICATE BASE

ASSESSMENT CRITERIA:

1. Selected base material is applied to model in accordance with work order procedure and dental laboratory prescription.
2. Base material is processed in accordance with type of base material selected in accordance with dental laboratory prescription.
3. Base material is trimmed according to peripheral contours of model and in accordance with the oral anatomical landmarks.
CONTENTS: 

·  Selecting type of base material

·  Procedure in Fabricating base

· Trimming peripheral contours of models

CONDITION:  

Students/trainees must be provided with the following:

· Access to base materials:

·  Wax

·  Thermo-formed materials

·  Light-cured composite

·  Acrylic

·  Cast metal framework

· Sample model dentures

· Writing materials

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO3.
FABRICATE REGISTRATION BITE RIMS

ASSESSMENT CRITERIA:

1. Bite rim is fabricated according to selected material and in accordance with dental laboratory prescription.
2. Bite rim is trimmed according to prescribed dimensions and in accordance with the oral anatomical landmarks.
3. Bite rim is smoothed and polished in accordance with work order procedure.
CONTENTS: 

· Selecting type of base material

· Procedure in Fabricating base

· Trimming peripheral contours of models

CONDITION:  

Students/trainees must be provided with the following:

· Access to base and registration bite rim materials:

·  Wax

·  Thermo-formed materials

·  Light-cured composite

·  Acrylic

·  Cast metal framework

· Sample model dentures

· Writing materials 

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO4.
PREPARE FACE-BOW (IF REQUIRED)

ASSESSMENT CRITERIA:

1. Face-bow fork is located in required position or according to dental laboratory prescription.
2. Material is selected as required by the presentation or according to dental laboratory prescription.
3. Face-bows are finished in accordance with acceptable industry standard.
CONTENTS: 

· Procedures in Preparing Face-bow

· Selecting Face-bow materials

CONDITION:  

Students/trainees must be provided with the following:

· Access to base and registration bite rim materials:

·  Wax

·  Thermo-formed materials

·  Light-cured composite

·  Acrylic

·  Cast metal framework

· Sample model dentures

· Writing materials 

· Textbooks/References 

· Hand-out

· Modules

· Film/video clips

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

· Dualized training

· Distance learning

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

UNIT OF COMPETENCY
:
ARTICULATE MODELS AND TRANSFER RECORDS
MODULE TITLE
:
ARTICULATING MODELS AND TRANSFER RECORDS
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in articulating models and transferring records.

NOMINAL DURATION
:
156 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Select and prepare articulator

LO2.
Select and prepare materials

LO3.
Transfer oral records to articulator

LO1.
SELECT AND PREPARE ARTICULATOR

ASSESSMENT CRITERIA:

1. Work order requirements are confirmed according to dental laboratory prescription.
2. Articulator is selected and adjusted according to dental laboratory prescription.
3. Mounting method to be used is identified in accordance with the type of articulator or according to dental laboratory prescription.
CONTENTS: 

· Type of Articulators

· Details of  Work/Job Order

· Basic oral anatomy and occlusion

· Select and prepare articulator’s mechanical devices

CONDITION:  

Students/trainees must be provided with the following:

· Access to Different Kinds of  Articulators:

· Non-Adjustable 

· Semi-Adjustable

· Fully-Adjustable

· Writing materials 

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO2.
SELECT AND PREPARE MATERIALS

ASSESSMENT CRITERIA:

1. Models and oral records are positioned in articulator according to dental laboratory prescription.
2. Mounting materials are prepared and applied to models according to dental laboratory prescription.
3. Centric records are established and secured according to industry standards.
4. Excess material is removed in accordance with industry standards
5. Equipment is cleaned in accordance with standard operating procedures (SOPs).
CONTENTS: 

· Recording techniques and devices

· Cleaning Articulators

· Mounting materials to models

CONDITION:  

Students/trainees must be provided with the following:

· Access to Different Kinds of  Articulators:

· Non-Adjustable 

· Semi-Adjustable

· Fully-Adjustable

· Sample model dentures

· Writing materials 

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO3.
TRANSFER ORAL RECORDS TO ARTICULATOR

ASSESSMENT CRITERIA:

1. Records are transported as provided and according to dental laboratory prescription
2. Midline is recorded according to dental laboratory prescription.
3. Vertical height is set and recorded according to dental laboratory prescription.
4. Condylar angle is set as required according to dental laboratory prescription.
CONTENTS: 

· Recording techniques and devices

· Dental stone

· Facebow record

· Articulating procedure

CONDITION:  

Students/trainees must be provided with the following:

· Access to Different Kinds of  Articulators:

· Non-Adjustable 

· Semi-Adjustable

· Fully-Adjustable

· Sample dental models

· Writing materials 

· Textbooks/References

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

UNIT OF COMPETENCY
:
FABRICATE MOUTHGUARD
MODULE TITLE
:
FABRICATING MOUTHGUARD
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in fabricating mouthguard.

NOMINAL DURATION
:
176 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare model for procedure

LO2.
Check the dental mouthguard prior to insertion

LO3.
Fit and evaluate the mouthguard     

LO4.
Alter mouthguard if required

LO1.
PREPARE MODEL FOR PROCEDURE

ASSESSMENT CRITERIA:

1. Prescription is interpreted in accordance with the dentist’s instruction.

2. Model is seated and correctly positioned for procedure and according to dental laboratory prescription.

CONTENTS: 

· Prescription

· Procedures for Positioning Model

· DOH infection control policies and procedures

· Relevant OH&S regulations

CONDITION:  

Students/trainees must be provided with the following:

· Dental laborarory facilities, tools, equipment, supplies and materials

· Writing materials 

· Textbooks/References

· Sample prescriptions

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

· OJT
ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Demonstration

· Interview

LO2.
CHECK THE DENTAL MOUTHGUARD PRIOR TO INSERTION

ASSESSMENT CRITERIA:

1. Mouthguard is decontaminated in accordance with DOH infection control guidelines.
2. Potential injury causing areas of a mouthguard are removed prior to insertion.
3. Mouthguard is assessed to ensure desired thickness and protective capabilities have been achieved.
CONTENTS: 

· Rationale and objectives for mouthguard

· Types of mouthguard

· Maintenance requirements for mouthguard

· DOH infection control guidelines

CONDITION:  

Students/trainees must be provided with the following:

· Dental laboratory supplies and materials (mouthguard)

· Writing materials

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO3.
FIT AND EVALUATE THE MOUTHGUARD     

ASSESSMENT CRITERIA:

1.  Retention and stability are examined according to dental laboratory prescription.
2. The fitting surfaces of the mouthguard are checked for accuracy, comfort and according to dental laboratory prescription.
3. Mouthguard is decontaminated in accordance with DOH infection control guidelines.
CONTENTS: 

· Fitting and evaluating mouthguard

· Mouthguard surfaces

· DOH infection control guidelines

CONDITION:  

Students/trainees must be provided with the following:

· Dental laboratory supplies and materials (mouthguard)

· Writing materials

· Textbooks/References

· Hands-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

LO4.
ALTER MOUTHGUARD IF REQUIRED

ASSESSMENT CRITERIA:

1. Materials and equipment required to carry out alterations are used in accordance with manufacturer’s instructions, current DOH infection control and OHS guidelines.
2. Fitting surfaces and occlusion are checked for accuracy and altered where pressure is indicated or where discrepancies to retention and stability are found.
3. Documentation is completed as required.
CONTENTS: 

· Preparing Mouthguard for alteration

· Mouthguard Fitting surfaces and occlusion

· Preparing documentation/report

CONDITION:  

Students/trainees must be provided with the following:

· Dental laboratory supplies and materials (mouthguard)

· Writing materials 

· Textbooks/References 

· Hands-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Hands-on application

ASSESSMENT METHODS:

· Written/oral 

· Direct observation

· Interview

· Demonstration

UNIT OF COMPETENCY
:
ARRANGE ARTIFICIAL TEETH FOR COMPLETE DENTURES
MODULE TITLE
:
ARRANGING ARTIFICIAL TEETH FOR COMPLETE DENTURES
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude required in the selection, arrangement and wax contouring of a complete denture.
NOMINAL DURATION
:
120 hours

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare case for setting of teeth

LO2.
Arrange artificial teeth

LO3.
Wax up denture for try-in
LO1.
PREPARE CASE FOR SETTING OF TEETH
ASSESSMENT CRITERIA:

1. Artificial teeth are selected in accordance with work order procedure and dental laboratory prescriptions.
2. Bases and rims are modified as required for positioning of teeth in accordance with work order procedure and dental laboratory prescriptions.
CONTENTS: 

· Choosing the artificial teeth

· Bases and rims

· Positioning of teeth

CONDITIONS: 

Students/trainees must be provided with the following:

· Model to work on dentures

· Artificial teeth

· Dental laboratory instruments and equipment

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO2.
ARRANGE ARTIFICIAL TEETH
ASSESSMENT CRITERIA:

1. Artificial teeth are arranged according to dental prosthetic guidelines
2. Artificial teeth are positioned correctly in accordance with aesthetics and centric occlusion, balanced articulation and balanced occlusion. 
3. Artificial Teeth are secured in wax and contoured to gingival outline according to the standard waxing technique and dental laboratory prescriptions.
CONTENTS: 

· Dental prosthetic guidelines
· Correct positioning of artificial teeth

· Waxing and festooning technique

CONDITIONS: 

Students/trainees must be provided with the following:

· Model to work on dentures

· Artificial teeth

· Dental laboratory instruments and equipment

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

·  Demonstration
· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO3.
WAX UP DENTURE FOR TRY-IN
ASSESSMENT CRITERIA:

1. Wax is applied according to the required waxing technique.

2. Facial and lingual aspects are contoured in accordance with dental laboratory prescription.
3. Muscle attachments are located and relieved in accordance with dental laboratory prescription.
4. Peripheral extensions are smoothened and rounded in accordance with work order procedure.
5. Distal extensions are confirmed in accordance with work order procedure.
CONTENTS: 

· Waxing technique

· Oral Anatomical landmarks

· Maintaining articulation

CONDITIONS: 

Students/trainees must be provided with the following:

· Waxing materials, instruments and equipment

· Articulators

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
SET-UP AND WAX REMOVABLE PARTIAL DENTURES
MODULE TITLE
:
SETTING-UP AND WAXING REMOVABLE PARTIAL DENTURES
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude required to set-up and wax removable partial dentures.                    
NOMINAL DURATION
:
300 hours

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
Design acrylic removable partial denture

LO2.
Select and prepare materials

LO3.
Arrange artificial teeth
LO4.
Fabricate retainer units 

LO1.
DESIGN ACRYLIC REMOVABLE PARTIAL DENTURE
ASSESSMENT CRITERIA:

1. Models are surveyed in accordance with work order procedure.
2. Design is established and transferred to master model in accordance with the dental laboratory prescription.
3. Undesirable undercuts are blocked out in accordance with work order procedure.
4. Food lines are scribed in accordance with the dental laboratory prescription.
5. Retention parts are fabricated in accordance with work order procedure.

CONTENTS: 

· Dental models for dentures

· Different classification and designs of dentures

· Oral anatomical landmarks

· Maintaining articulation

CONDITIONS: 

Students/trainees must be provided with the following:

· Waxing materials, instruments and equipment

· Articulators

· Textbooks/references

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO2.
SELECT AND PREPARE MATERIALS
ASSESSMENT CRITERIA:

1. Materials are selected according to work order procedure.
2. Shape and dimension of components are established from design in accordance with the dental laboratory prescription.
CONTENTS: 

· Different classification and designs of dentures

· Waxing technique

· Setting artificial teeth for waxing

CONDITIONS: 

Students/trainees must be provided with the following:

· Waxing materials, instruments and equipment

· Articulators

· Artificial teeth

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Self-paced learning

· Lecture

· Group discussion

·  Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO3.
ARRANGE ARTIFICIAL TEETH
ASSESSMENT CRITERIA:

1. Teeth are selected and positioned in wax to established aesthetics and function according to oral anatomical landmarks and laboratory prescriptions..
2. Wax is contoured and dentures made suitable for try-in in mouth following work order procedure.
CONTENTS: 

· Waxing technique

· Oral Anatomical landmarks

· Maintaining articulation

CONDITIONS: 

Students/trainees must be provided with the following:

· Waxing materials, instruments and equipment

· Articulators

· Textbooks/references

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion
· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO4.
FABRICATE RETAINER UNITS
ASSESSMENT CRITERIA:

1. Components are constructed in accordance with work order procedure.
2. Components are joined in accordance with work order procedure
3. Teeth and components are secured in wax according to the standard waxing technique and  dental laboratory prescriptions.
4. Facial and lingual aspects are contoured according to the oral anatomical landmarks and dental laboratory prescriptions.
5. Appliance is secured for processing according to the standard operating procedure.
CONTENTS: 

· Dental models for dentures

· Different classification and designs of dentures

· Oral anatomical landmarks

· Maintaining articulation

CONDITIONS: 

Students/trainees must be provided with the following:

· Waxing materials, instruments and equipment

· Articulators

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
WAX, PROCESS AND FINISH ACRYLIC DENTURES AND APPLIANCES
MODULE TITLE
:
WAXING, PROCESSING AND FINISHING ACRYLIC DENTURES AND APPLIANCES
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude concerned with the process involved in polymerization and finishing of acrylic dentures and appliances. 
NOMINAL DURATION
:
120 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Wax case for finish consistent with work order

LO2. 
Select and prepare materials and processing

LO3. 
Process denture or appliance

LO4. 
Grind dentures and appliances selectively

LO1.
 WAX CASE FOR FINISH CONSISTENT WITH WORK ORDER
ASSESSMENT CRITERIA:

1. Wax is modified in accordance with work order procedure.
2. Facial and lingual aspects are contoured according to denture processing procedures and dental laboratory prescriptions.
3. Waxed denture is sealed for final processing according to denture finishing procedures and dental laboratory prescriptions.
CONTENTS: 

· Denture processing procedures

· Waxing techniques

· Denture Finishing procedures

CONDITIONS: 

Students/trainees must be provided with the following:

· Denture processing materials, instruments and equipment

· Denture Finishing materials, instruments and equipment

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO2.
SELECT AND PREPARE MATERIALS FOR PROCESSING

ASSESSMENT CRITERIA:

1. Appropriate polymer system for case is identified in accordance with work order procedure.
2. Appropriate investment technique is identified in accordance with work order procedure.
3. Appropriate processing cycle is identified in accordance with the standard denture processing procedures.
4. Material is selected from identified polymer system in accordance with the standard denture processing materials and dental  laboratory prescriptions.
5. System components are combined in accordance with the standard denture processing procedures.
6. Materials are allowed to reach application stage in accordance with the standard denture processing materials.
CONTENTS: 

· Different Denture Processing Procedures

· Different Denture Processing Materials 

· Different Denture Processing Equipment

CONDITIONS: 

Students/trainees must be provided with the following:

· Denture Processing materials, instruments and equipment

· Textbooks/references

· Sample processed dentures

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO3.
PROCESS DENTURE OR APPLIANCE
ASSESSMENT CRITERIA:

1. Appropriate investment techniques are applied in accordance with work order procedure.

2. Material is applied to mould in accordance with the standard denture processing materials.

3. Appropriate processing cycle is applied in accordance with the standard denture processing procedures.

4. Model is devested in accordance with the standard denture processing procedures.

5. Remount on articulator to check function and bite in accordance with the standard in maintaining articulation and dental  laboratory prescriptions.

CONTENTS: 

· Denture Processing Procedures

· Denture Processing Materials

· Denture Processing Equipment

CONDITIONS: 

Students/trainees must be provided with the following:

· Denture Processing materials, instruments and equipment

· Sample processed dentures

· Textbooks/references

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO4.
GRIND DENTURES AND APPLIANCES SELECTIVELY
ASSESSMENT CRITERIA:

4. Occlusion is restored according to denture finishing procedures and dental laboratory prescriptions.
5. Denture or appliance is trimmed, shaped and finished according to prosthetic standards and dental laboratory prescriptions.

CONTENTS: 

· Denture Finishing Procedures

· Prosthetic standards
CONDITIONS: 

Students/trainees must be provided with the following:

· Denture Finishing materials, instruments and equipment

· Textbooks/references

· Sample processed dentures

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
FABRICATE THERMO-FORMED BASES AND APPLIANCES
MODULE TITLE
:
FABRICATING THERMO-FORMED BASES AND APPLIANCES
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude in fabricating thermo-formed bases and appliances.

NOMINAL DURATION
:
82 hours

SUMMARY OF LEARNING OUTCOMES:


  Upon completion of this module, the trainee/student must be able to:

LO1.
 Prepare model

LO2.
Thermo-form appliance or base

LO3.
Trim, shape and finish appliances or bases

LO1.
PREPARE MODEL
ASSESSMENT CRITERIA:

1. Work order is interpreted in accordance with work order procedure.

2. Outline is marked and finished lines are scribed in accordance with work order procedure and dental laboratory prescription.

3. Block-out material is applied in accordance with work order procedure.

CONTENTS: 

· Dental laboratory materials, instruments and equipment

· Surveying and Designing 

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Textbooks/references

· Sample model

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO2.
THERMO-FORM APPLIANCE OR BASE    
ASSESSMENT CRITERIA:

1. Thermo-forming material and apparatus is selected in accordance with work order procedure.

2. Heat is applied to material in accordance with dental laboratory prescription.

3. Softened material is adapted in accordance with thermo-forming materials

4. Material is allowed to cool in accordance with thermo-forming procedures/techniques.

5. Adaptation is verified in accordance with dental laboratory prescription.

CONTENTS: 

· Heat Treatment

· Thermo-forming machine and materials

· Thermo-forming procedures/techniques

CONDITIONS: 

Students/trainees must be provided with the following:

· Thermo-forming machine

· Dental laboratory materials, instruments and equipment

· Textbooks/references

· Articulated model

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO3.
TRIM, SHAPE AND FINISH APPLIANCES OR BASES    
ASSESSMENT CRITERIA:

1. Thermo-formed blank is removed according to thermo-forming materials finishing procedures

2. Outline is trimmed and fitted to model according to dental laboratory prescription.
3. Outline is refined according to thermo-forming procedure/technique and dental laboratory prescription.
4. Appliance or base is smoothened and finished according to prosthetic standards and dental laboratory prescription.
CONTENTS: 

· Thermo-forming materials finishing Procedures

· Prosthetic standards
· Thermo-forming procedure/technique
CONDITIONS: 

Students/trainees must be provided with the following:

· Thermo-forming materials

· Dental material, instruments and equipment

· Textbooks/references

· Sample dental models

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration
· Direct observation

UNIT OF COMPETENCY
:
REPAIR AND MODIFY DENTURES AND APPLIANCES
MODULE TITLE
:
REPAIRING AND MODIFYING DENTURES AND APPLIANCES
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude required to reline, rebase, repair and modify removable prostheses.

NOMINAL DURATION
:
80 hours

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
 Prepare case
LO2.
 Prepare model
LO3.
Repair denture or appliance
LO4.
Modify denture or appliance
LO5.
Trim, shape and finish denture or appliance
LO1.
PREPARE CASE
ASSESSMENT CRITERIA:

1. Standard precautions are applied in receiving, handling and working on dentures and appliances 

2. Decontamination for dentures and appliances is applied according to infection control guidelines
3. Prescription are read and interpreted 
4. Fractured components are examined for defects
5. Fractured components are realigned, positioned and secured in their correct relationship
CONTENTS: 

· Working on dentures and appliances
· Decontamination of dentures and appliances
· Reading and interpreting prescriptions

· Examining dentures and appliances for defects

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Textbooks/references

· Sample model (Dentures)
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

· Direct observation

LO2.
PREPARE MODEL
ASSESSMENT CRITERIA:

1. Model is constructed in accordance with the dentist requirements.
2. Articulation key is constructed if required.
CONTENTS: 

· Constructing model

· Dentists Details of work/job order/requirements

· Articulation Key
CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Textbooks/references

· Sample model (Dentures)
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT

ASSESSMENT METHODS:

· Interview 
· Written examination

· Demonstration

· Direct observation

LO3.
REPAIR DENTURE OR APPLIANCE
ASSESSMENT CRITERIA:

1. Denture surfaces are prepared and shaped to allow for bonding with the new material
2. Components are relocated 
3. Materials and processing equipment are selected and prepared 
4. Repair material is applied using the correct technique to acquire the required shape and thickness
5. Material is processed in accordance with manufacturer’s instructions/specifications
CONTENTS: 

· Surfaces of Dentures
· Denture Components
· Denture materials and processing equipment

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Textbooks/references

· Sample model (Dentures)
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT

ASSESSMENT METHODS:

· Interview
· Written examination

· Demonstration

· Direct observation

LO4.
MODIFY DENTURE OR  APPLIANCE
ASSESSMENT CRITERIA:

1. Decontamination in impressions is applied according to infection control guidelines

2. The model material is poured into the impression in accordance with accepted techniques

3. Case is articulated and records are transferred or articulation key is constructed based on client requirement.

4. Denture or appliance surfaces are prepared appropriately in accordance with modification to be made.

5. Denture is relined, re-based or modified in accordance with dentist prescription
CONTENTS: 

· Decontamination of Impressions

· Impression Technique

· Denture / appliance surfaces

· Refining, re-basing / modifying Dentures
CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Textbooks/references

· Sample model (Dentures)
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT

ASSESSMENT METHODS:

· Interview

· Written examination

· Demonstration

· Direct observation
LO5.
TRIM, SHAPE AND FINISH DENTURE OR APPLIANCE
ASSESSMENT CRITERIA:

1. Denture or appliance is trimmed to relevant anatomical outline or required extension of the base
2. The tissue fitting surface is examined and any processing anomalies and sharp surfaces are removed.
3. Surfaces are refined and polished in order produce required contours
4. Finished prosthesis are evaluated in accordance with quality standard
5. The appliance is decontaminated according to infection control guidelines
6. The appliance is placed in a sealed container for dispatch
CONTENTS: 

· Decontamination of Impressions

· Impression Technique

· Denture / appliance surfaces

· Refining, re-basing / modifying Dentures

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Textbooks/references

· Sample model (Dentures)
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT

ASSESSMENT METHODS:

· Interview

· Written examination

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
FABRICATE ORAL SPLINTS
MODULE TITLE
:
FABRICATING ORAL SPLINTS
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude in fabricating oral splints.

NOMINAL DURATION
:
80 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Fabricate splint  

LO2. 
Trim, shape and finish

LO1.
FABRICATE SPLINT    
ASSESSMENT CRITERIA:

1. Materials for the fabrication of splint are selected in accordance with work order procedure. 

2. Splint is fabricated according to work order requirements

3. Splint is processed according to manufacturer’s recommendations.

CONTENTS: 

· Dental materials, instruments and equipment

· Waxing technique

· Denture Finishing Procedures

· Articulating models

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Textbooks/references

· Sample dental models

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO2.
TRIM, SHAPE AND FINISH
ASSESSMENT CRITERIA:

1. Splint is trimmed according to material selection.

2. Splint is shaped according to work order and rechecked on articulator.

3. Splint is fitted back to master model in accordance with work order procedure.

4. Splint is finished appropriately according to type of material selected and dental laboratory prescription.

CONTENTS: 

· Denture Finishing Procedures

· Prosthetic standards
· Steps in trimming dental splint

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Textbooks/references

· Sample dental models

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
FABRICATE ORTHODONTIC APPLIANCES
MODULE TITLE
:
FABRICATING ORTHODONTIC APPLIANCES
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude in fabricating orthodontic appliances.

NOMINAL DURATION
:
300 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Select or fabricate and assemble components and materials

LO2. 
Fabricate orthodontic appliance

LO3. 
Finish orthodontic appliance

LO1.
SELECT OR FABRICATE AND ASSEMBLE COMPONENTS AND MATERIALS    
ASSESSMENT CRITERIA:

1. Materials are selected according to design and function specified by work order procedure.

2. Individual components are selected and/or fabricated in accordance with work order procedure.

CONTENTS: 

· Assembling dental components and materials

· Selecting/fabricating dental components and materials

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental  materials, instruments and equipment

· Textbooks/references

· Sample processed dentures

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO2.
FABRICATE ORTHODONTIC APPLIANCE
ASSESSMENT CRITERIA:

1. Components are secured to model in accordance with work order procedure and dental laboratory prescription.

2. Materials are applied and processed according to manufacturer’s instructions.

CONTENTS: 

· Types of Orthodontic Appliance
· Orthodontic materials
· Orthodontic Processing Procedures

CONDITIONS: 

Students/trainees must be provided with the following:

· Orthodontic materials, instruments and equipment
· Textbooks/references

· Sample orthodontic appliance
· Articulating models

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO3.
FINISH ORTHODONTIC APPLIANCE

ASSESSMENT CRITERIA:

1. Orthodontic appliance is trimmed, shaped and finished according to prosthetic standards and dental laboratory prescriptions.
2. Function is restored according to orthodontic standard.
CONTENTS: 

· Orthodontic appliance Procedures

· Denture Finishing Procedures

· Orthodontic standard

CONDITIONS: 

Students/trainees must be provided with the following:

· Denture Finishing materials, instruments and equipment

· Orthodontic materials, instruments and equipment
· Textbooks/references

· Sample orthodontic appliance
· Articulating models

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
FABRICATE CAST METAL REMOVABLE PARTIAL DENTURE FRAMEWORK
MODULE TITLE
:
FABRICATING CAST METAL REMOVABLE PARTIAL DENTURE FRAMEWORK
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude concerned with fabrication of alloy removable partial denture framework.

NOMINAL DURATION
:
300 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare master model

LO2.
Construct refractory model

LO3.
Wax and invest removable partial denture framework

LO4.
Burn out, cast and finish removable partial denture framework

LO1.
PREPARE MASTER MODEL
ASSESSMENT CRITERIA:

1. Work order is interpreted according to work order procedures.
2. Alloy is selected in accordance with the standard denture processing materials.
3. Model is surveyed according to work order procedures.
4. Designed is transferred to master model according to work order procedures and dental laboratory prescriptions.
5. Undesirable undercuts are blocked out clasp ledges are created in accordance with work order procedure.

6. Finished lines are scribed according to dental laboratory prescriptions.

7. Tissue and saddle relief is applied according to dental laboratory prescriptions.

CONTENTS: 

· Dental laboratory materials, instruments and equipment

· Properties of Metal

· Casting techniques

· Surveying and Designing Frameworks 

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Metal alloy

· Textbooks/references

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration
· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO2.
CONSTRUCT REFRACTORY MODEL
ASSESSMENT CRITERIA:

1. Master model is duplicated in refractory material and sprue former is constructed according to work order procedures.
2. Refractory model surface is treated according to dental laboratory prescription.
CONTENTS: 

· Duplicating materials and equipment

· Master model assessment

· Investment material

· Handling dental material

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental duplicating materials, instruments and equipment

· Master model

· Textbooks/references

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration
· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO3.
WAX AND INVEST REMOVABLE PARTIAL DENTURE FRAMEWORK
ASSESSMENT CRITERIA:

1. Design is transferred to refractory model in accordance with work order procedure.

2. Patterns and waxes are selected in accordance with work order procedure.

3. Patterns are waxed up and sprues attached according to dental laboratory prescription.

4. Appropriate investment and technique are selected according to investment materials and procedures

5. Investment material is prepared in accordance with work order procedure.

6. Wax, patterns and sprues are treated according to dental laboratory prescription.

7. Investment setting time is allowed for in accordance with work order procedure.

CONTENTS: 

· Pre formed wax pattern

· Waxing techniques

· Investment materials and procedures

CONDITIONS: 

Students/trainees must be provided with the following:

· Investing materials, instruments and equipment

· Textbooks/references

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion
· Demonstration
· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

LO4.
BURN OUT, CAST AND FINISH REMOVABLE PARTIAL DENTURE FRAMEWORK
ASSESSMENT CRITERIA:

1. Burn out and preheat cycles are selected in accordance with the appropriate investment/alloy combination procedure.

2. Investment mould is burnt out and preheated according to dental laboratory prescription.

3. Alloy is melted and cast using appropriate equipment/technique and according to dental laboratory prescription.

4. Cooling cycle is selected and applied in accordance with work order procedure.

5. Denture framework is devested in accordance with work order procedure.

6. Denture framework is trimmed, shaped, treated, finished and fitted to master model according to dental laboratory prescription.

CONTENTS: 

· Burn out cycle
· Invested casting

· Casted Denture framework

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Dental metal alloy

· Casted Denture framework

· Textbooks/references

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration
· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written examination

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
FABRICATE METAL CROWN AND BRIDGE STRUCTURES
MODULE TITLE
:
FABRICATING METAL CROWN AND BRIDGE STRUCTURES
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude involving fabrication of metal alloy, crown and bridge structures.

NOMINAL DURATION
:
200 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare sectionalized models
LO2. 
Wax and invest fixed partial dentures and structures
LO3.
Burn-out cast and finish alloy fixed partial dentures and structures
LO1.
 PREPARE SECTIONALIZED MODELS

ASSESSMENT CRITERIA:

1. Models are sectioned according to dental laboratory procedures and prescription.

2. Margins are identified and models are trimmed according to dental laboratory procedures and prescription.

3. Margins are hardened if required or according to dental laboratory procedures.

CONTENTS: 

· Dental laboratory materials, instruments and equipment

· Sectioning and Identifying Margins

· Designing Frameworks 

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Sample models

· Textbook/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written 

· Demonstration

· Direct observation

LO2.
 WAX AND INVEST FIXED PARTIAL DENTURES AND STRUCTURES

ASSESSMENT CRITERIA:

1. Crown and bridge restorations are waxed up according to dental laboratory procedures and prescription 

2. Crown and bridge wax pattern is sprued and prepared for investing according to investing techniques

3. Appropriate investment material is selected according to dental laboratory procedures.

4. Wax patterns are invested according to dental laboratory procedures and instruction of investment material.
CONTENTS: 

· Wax-up techniques

· Spruing techniques

· Investment techniques

· Investment materials and procedures

CONDITIONS: 

Students/trainees must be provided with the following:

· Investing materials, instruments and equipment

· Sample models

· Textbook/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written 

· Demonstration

· Direct observation

LO3.
BURN-OUT CAST AND FINISH ALLOY FIXED PARTIAL DENTURES AND STRUCTURES 
ASSESSMENT CRITERIA:

1. Burnout cycle is selected according to dental laboratory procedure and instruction of investment material.

2. Metal restorations are casted in appropriate alloy and according to the dentist’s prescription.
3. Metal restoration is devested without damaging casting and according to dental laboratory procedures.
4. Metal restoration is trimmed and polished according to dental laboratory procedures.

CONTENTS: 

· Burnout cycle
· Casted Dental framework

· Casting techniques

· Trimming and Polishing Technique

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Sample model

· Dental metal alloy

· Casted Dental  framework

· Textbooks/References 
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
FABRICATE CERAMIC RESTORATIONS
MODULE TITLE
:
FABRICATING CERAMIC RESTORATIONS
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in fabricating ceramic restorations 

NOMINAL DURATION
:
300 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare sub-structures

LO2.
Select and apply ceramics

LO3.
Trim, shape and finish restorations
LO1.
PREPARE SUB-STRUCTURES

ASSESSMENT CRITERIA:

1. Sub-structure is assessed for accuracy, appropriateness, according to dental laboratory procedures and dentists’ prescription.

2. Sub-structures are prepared according to dental laboratory procedures.

3. Structure is prepared for porcelain build-up according to dental laboratory procedures.

4. Sub-structure is treated according to dental laboratory procedures and instruction of the materials
CONTENTS: 

· Relevant material science for carrying out procedures

· Dental laboratory procedures.
· Assessing and treating sub-structure
CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Sample model

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion

·  Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written 

· Demonstration

· Direct observation
LO2.
SELECT AND APPLY CERAMICS    

ASSESSMENT CRITERIA:

1. Porcelains appropriate to the procedure is selected and applied according to dental laboratory procedures and dentists’ prescription.

2. Porcelain furnace are selected and used in accordance with dental laboratory procedures.
CONTENTS: 

· Different Dental Processing Materials 

· Different Dental Processing Equipment

· Properties of Ceramics

· Steps in selecting ceramics

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Sample model

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written 

· Demonstration

· Direct observation

LO3.
TRIM, SHAPE AND FINISH RESTORATIONS

ASSESSMENT CRITERIA:

1. Ceramic restoration is trimmed to required anatomical shape or according to prosthetic standards
2. Ceramic restoration is completed according to dental laboratory procedures
CONTENTS: 

· Dental Finishing Procedures

· Prosthetic standards
· Porcelain finishing procedures

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Sample model

· Textbooks/References 
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written 

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
FABRICATE INDIRECT COMPOSITE/POLYMER FIXED RESTORATIONS
MODULE TITLE
:
FABRICATING INDIRECT COMPOSITE/POLYMER FIXED RESTORATIONS
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in fabricating indirect composite/polymer fixed restorations.

NOMINAL DURATION
:
154 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
Prepare model

LO2.
Fabricate restoration

LO3.
Trim, shape and finish restoration
LO1.
PREPARE MODEL    

ASSESSMENT CRITERIA:

1. Work order is interpreted according to dental laboratory procedures and dentists’ prescription.

2. Model is treated as required according to dental laboratory procedures and dentists’ prescription.

3. Sub-structure (if used) is treated for application of material according to dental laboratory procedures.
CONTENTS: 

· Dental laboratory materials, instruments and equipment

· Sub-structuring and Designing Frameworks 

· Properties of Metal (if used)
CONDITIONS: 

Students/trainees must be provided with the following:

· Dental  materials, instruments and equipment

· Sample model

· Textbook/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written 

· Demonstration

· Direct observation

LO2.
FABRICATE RESTORATION    

ASSESSMENT CRITERIA:

1. Appropriate system is selected according to dental laboratory procedures.

2. Margin is indicated as required or according to dental laboratory procedures and dentists’ prescription.
3. Materials are selected according to dental laboratory procedures and dentists’ prescription.
4. Materials are mixed or manipulated according to dental laboratory procedures
5. Surface of the restoration is treated if required or in accordance with dental laboratory procedures
CONTENTS: 

· Dental materials, instruments and equipment

· Manufacturers Instructions of Dental Materials

· Dental Finishing Procedures

· Articulated models

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Sample model

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written

· Demonstration

· Direct observation

LO3.
TRIM, SHAPE AND FINISH RESTORATION    

ASSESSMENT CRITERIA:

1. Rotary trimmers are selected according to according to dental laboratory procedures.

2. Shape is refined according to dental laboratory procedures and dentists’ prescription.
3. Restoration is finished according to dental laboratory procedures and dentists’ prescription.
CONTENTS: 

· Dental Finishing Procedures

· Prosthetic standards

· Trimming and Polishing Techniques

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental material, instruments and equipment

· Sample Model

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
JOIN ALLOY STRUCTURES
MODULE TITLE
:
JOINING ALLOY STRUCTURES
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in joining alloy structures through thermal processes.

NOMINAL DURATION
:
90 hours
SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Solder components
LO2.
Weld components
LO1.
SOLDER COMPONENTS
ASSESSMENT CRITERIA:

1. Component materials are identified according to according to dental laboratory procedures.

2. Appropriate solder and flux are selected according to dental laboratory procedures.

3. Appropriate heating methods are selected according to dental laboratory procedures.

4. Components are soldered according to dental laboratory procedures.

5. Components are cleaned, trimmed, shaped and finished according to dental laboratory procedures.

CONTENTS: 

· Dental laboratory materials, instruments and equipment

· Soldering techniques

· Steps in trimming and Soldering Framework

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Sample model

· Textbooks/References 
· Hand-out

· Modules

· IT related and instructional video resources

· OJT
METHODOLOGIES:

· Lecture

· Group discussion 

· Demonstration

ASSESSMENT METHODS:

· Interview with oral questioning

· Written

· Demonstration

· Direct observation

LO2.
WELD COMPONENTS    

ASSESSMENT CRITERIA:

1. Component materials are identified according to work order requirements..

2. Appropriate welding techniques are selected according to dental laboratory procedures.
3. Components are welded according to work order requirements.
4. Components are cleaned, trimmed, shaped and finished according to work order requirements.
CONTENTS: 

· Dental laboratory materials, instruments and equipment

· Welding Techniques

· Steps in Trimming and Welding

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory materials, instruments and equipment

· Sample model

· Textbooks/References 
· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group Discussion 

· Demonstration

· OJT
ASSESSMENT METHODS:

· Interview with oral questioning

· Written 

· Demonstration

· Direct observation

UNIT OF COMPETENCY
:
MANAGE DENTAL LABORATORY PRODUCTION AND OPERATION

MODULE TITLE
:
MANAGING DENTAL LABORATORY PRODUCTION AND OPERATION
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude in managing facilities in a dental laboratory environment.

NOMINAL DURATION
:
150 hours

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
Supervise laboratory technician
LO2. 
Manage dental laboratory maintenance program

LO3. 
Manage dental laboratory facilities and space requirements

LO4. 
Comply with dental ethics and jurisprudence

LO1.
SUPERVISE LABORATORY TECHNICIAN
ASSESSMENT CRITERIA:

1. Performance appraisal and counseling were conducted as required according to standards, policies and procedures

2. Staffing plan, patterns and performance of employees are assessed and monitored within dental laboratory operation

3. Staff turnover problems are identified, analyzed and rectified  as required in accordance with standards, policies and procedures

4. Performance and achievement of employees are recognized and details of all procedures are accurately and completely recorded and made available to authorized personnel  

5. Staff dismissals are implemented in accordance with standards, policy and procedures and statutory requirements 

6. Individuals were encouraged to contribute to their own assessment and in improving policies and procedures.

CONTENTS: 

· Performance appraisal and counseling

· Staffing plan and patterns

· Problems in staff turnover

· Recognizing employee achievement

· Staff Dismissal

· Self Assessment/evaluation

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-out

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· OJT

ASSESSMENT METHODS:

· Interview 
· Written examination

· Direct observation

LO2.
MANAGE DENTAL LABORATORY MAINTENANCE PROGRAM
ASSESSMENT CRITERIA:

1. Premises, fixtures and equipment are monitored and maintained according to standards,  policies and procedures

2. Deficiencies in dental laboratory maintenance procedures are identified and remedial action is taken as required according to standards, policies and procedures

3. Maintenance program on dental equipment is monitored and implemented according to manufacturer’s designs and specifications  

4. Maintenance procedures are monitored to ensure products and tasks meet the required specifications

5. Equipment faults or failures are reported and remedied according to service agreements, standards, policies and procedures

CONTENTS: 

· Monitoring and maintenance of  premises, fixtures and equipment 

· Dental laboratory maintenance procedures

· Dental laboratory equipment monitoring

· Dental laboratory procedures monitoring

· Reporting equipment faults or failures 

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory equipment

· Textbooks/References 

· Hand-outs
· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)
· Institution visit

· OJT

ASSESSMENT METHODS:

· Interview 
· Written examination

· Direct observation 
LO3.
MANAGE DENTAL LABORATORY FACILITIES AND SPACE REQUIREMENTS
ASSESSMENT CRITERIA:

1. Facilities and space requirements are identified according to standards, policy and procedures

2. Suitable facilities and space are located following standards, policies and procedures

3. Space utilization is maximized with considerations to existing configuration

CONTENTS: 

· Dental facilities and space requirements

· Department of Health Licensing and Regulations of Dental Laboratory

CONDITIONS: 

Students/trainees must be provided with the following:

· Dental laboratory equipment

· Textbooks/References 

· Hand-outs
· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· Institution visit

· OJT

ASSESSMENT METHODS:

· Interview 
· Written examination

· Direct observation

· Demonstration

LO4.
COMPLY WITH DENTAL ETHICS AND JURISPRUDENCE
ASSESSMENT CRITERIA:

1. Key elements of major legal systems affecting business to dental laboratory operations are examined according to legal and legislative provisions

2. Various issues affecting different forms of contract are compared within business operations.

3. Statutory and legal requirements for the sale of products and services are determined across the industry   

4. Dental products are handled and stored according to standards, policies and procedures, and safety practices

5. Compliance of current product are monitored in accordance with statutory and legal requirements

CONTENTS: 

· Dental laboratory operations legal and legislative provisions

· Statutory and legal requirements for dental laboratory on sale of products and services

· Handling and storing dental products

· Monitoring compliance of current products

· Dental Ethics and Jurisprudence

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-outs
· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· OJT

ASSESSMENT METHODS:

· Interview 
· Written examination

· Direct observation

UNIT OF COMPETENCY
:
PERFORM ADMINISTRATIVE FUNCTIONS

MODULE TITLE
:
PERFORMING ADMINISTRATIVE FUNCTIONS
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude required to perform administrative functions relating to purchasing and marketing of dental products.

NOMINAL DURATION
:
60 hours

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO1.
Analyze market
LO2. 
Plan dental product ranges

LO3. 
Market dental products and services

LO4. 
Regulate dental quality control

LO1.
ANALYZE MARKET
ASSESSMENT CRITERIA:

1. Merchandise and marketing policies and procedures are identified and analyzed in accordance with standards operating procedures

2. Customer requirements are monitored in order to evaluate market trends and customer needs

3. New products and services are researched in following the standards operating procedures

4. Opportunities to improve sales of products or services are identified and evaluated

5. Merchandise range are monitored to identify the demand for individual needs

CONTENTS: 

· Merchandise and marketing policies and procedures

· Market trends and customer needs

· Monitoring customer requirements

· Researches on new products and services

· Opportunities in improving sales of products or services

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-outs
· Modules

· IT related and instructional video resources
METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· Programs, Seminars/Workshops related to Career Advancement in Dental Technology

ASSESSMENT METHODS:

· Interview 
· Written examination

· Direct observation

LO2.
PLAN DENTAL PRODUCT RANGES
ASSESSMENT CRITERIA:

1. Purchasing and inventory is developed and implemented according to outcomes of analysis and business policy.
2. Future directions for merchandise ranges are determined according to business policy.
3. Product sales or services are analyzed to determine contribution rates of product lines.
4. Investment levels are determined with reference to previous year’s product sales, predicted demand and its impact on business operations.
5. Merchandise range sources of supply is studied, analyzed, evaluated and amended according to management, staff customer feedback.
CONTENTS: 

· Purchasing and Inventory
· Analyzing product sales or services

· Yearly product sales

· Forecasting market demand

· Supply and Demand 

CONDITIONS: 

Students/trainees must be provided with the following:

· Researches and Studies on Dental Technology

· Textbooks/References 

· Hand-outs
· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)
· OJT
ASSESSMENT METHODS:

· Interview 
· Written examination

· Direct observation

LO3.
MARKET DENTAL LABORATORY PRODUCTS AND SERVICES
ASSESSMENT CRITERIA:

1. Customer requirements are established in accordance with standards, policy and procedures

2. Marketing strategies are developed and implemented in accordance with the business plan

3. Marketing strategies and customer satisfaction are evaluated in accordance with marketing mix

4. Product range is introduced according to marketing plan and activities

CONTENTS: 

· Marketing dental products and services

· Marketing strategies

· Business plan

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-outs
· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· OJT

ASSESSMENT METHODS:

· Interview 
· Written examination

· Direct observation

LO4.
REGULATE DENTAL LABORATORY QUALITY CONTROL
ASSESSMENT CRITERIA:

1. Merchandise quality standards is established according to legal requirements, customer requirements and business policy

2. Quality of merchandise is monitored and ensured during supply, manufacturer and delivery processes

3. Stock product returns are recorded and analyzed against target figures

CONTENTS: 

· Regulating merchandise quality standards

· Recording and analyzing stock product returns
CONDITIONS: 

Students/trainees must be provided with the following:

· Sample dental products

· Textbooks/References 

· Hand-outs
· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· Attend Dental Quality Control Seminars
· OJT
ASSESSMENT METHODS:

· Interview
· Written examination

· Direct observation

UNIT OF COMPETENCY
:
CONTINUE PROFESSIONAL GROWTH AND DEVELOPMENT

MODULE TITLE
:
CONTINUING PROFESSIONAL GROWTH AND DEVELOPMENT
MODULE DESCRIPTOR
:
This module covers the ability to carry-out the knowledge, skills and attitude required to continue professional growth and development in line with dental laboratory production and operations.

NOMINAL DURATION
:
30 hours

SUMMARY OF LEARNING OUTCOMES:


Upon completion of this module, the trainee/student must be able to:

LO1.
Update dental laboratory skills and technologies
LO2. 
Improve professional practice

LO3. 
Establish basis for career advancement

LO1.
UPDATE DENTAL LABORATORY SKILLS AND TECHNOLOGIES
ASSESSMENT CRITERIA:

1. Training objectives and activities are developed based on individual assessment and team competencies, potential competency and career aspirations in accordance with standards, policies and procedures.
2. Dental technology personal professional development plan is designed according to the identified needs and objectives of the organization.

3. Personal development strategies suitable to individual learning are selected and used to maintain currency of professional development and competence

4. Personal performance and progress is reviewed to determine the efficiency and effectiveness of own professional development and competence

5. Information regarding competency and skill development is documented and maintained in accordance with organizational requirements

CONTENTS: 

· Professional Development Plan for Dental Technologist
· Performance Review

· Competency and Skill Development
CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-outs

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· Institution, exhibits, seminars, workshops, conventions, and fora visits 

ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation

LO2.
IMPROVE PROFESSIONAL PRACTICES
ASSESSMENT CRITERIA:

1. Professional networks and associations are identified to benefit individuals and the organization.
2. New developments and trends across the dental industry sector are identified and the associated knowledge and skills acquired are applied to improve current processes and practices.
3. Ethical behaviours and competent performance is developed to maintain positive relationships with relevant persons.
4. Development opportunities for improving professional practices and services are identified for continuous improvement of techniques and processes.
CONTENTS: 

· Dental Professional networks and associations

· Dental Ethical behaviours

· Current trends and issues on Dental Technology

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-outs

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· Convention and seminar visits

ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation

LO3.
ESTABLISH BASIS FOR CAREER ADVANCEMENT

ASSESSMENT CRITERIA:

1. Training certificates and recognitions are sought/received and demonstrated as proof of professional expertise and career advancement.
2. Licenses and/or certifications relevant to job and career are obtained and renewed.
3. Relevant support resources and technology are used to ensure support to quality outcomes for career development services.     

CONTENTS: 

· Dental Technologists Licenses and/or certifications 

· Dental Technologists Training certificates and recognitions

· Dental Technologists support resources and technology like Programs, Seminars/Workshops related to Career Advancement in Dental Technology

CONDITIONS: 

Students/trainees must be provided with the following:

· Textbooks/References 

· Hand-outs

· Modules

· IT related and instructional video resources

METHODOLOGIES:

· Lecture

· Group discussion 

· Combination of traditional and competency-based instruction (CBI)

· Attend Seminars/Workshops 

ASSESSMENT METHODS:

· Interview 

· Written examination

· Direct observation
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What is Competency-Based Curriculum (CBC)

· A competency-based curriculum is a framework or guide for the subsequent detailed development of competencies, associated methodologies, training and assessment resources.

· The CBC specifies the outcomes which are consistent with the requirements of the workplace as agreed through the industry or community consultations.

· CBC can be developed immediately when competency standards exist.

· When competency standards do not exist, curriculum developers need to clearly define the learning outcomes to be attained. The standard of performance required must be appropriate to industry and occupational needs through the industry/enterprise or specified client group consultations.

These materials are available in both printed and electronic copies.

For more information please contact:

Technical Education and Skills Development Authority (TESDA)
Telephone Nos.: 893-8281; 817, 4076 to 82  loc.635, 611, 630 and 631
or visit our website: www.tesda.gov.ph
or the TESDA Regional or Provincial Office nearest you.
