DA 102
Office Management Syllabus

Instructor:  Shelly Sorensen, CDPMA, RDA

                    638-0370 Dental Assisting Department
Office Hours:  Thursday 1:00-2:00; Friday 1:00-3:00
Time:           Wednesday       Actual Class Time
                    Computer Lab:        8:00 – 9:30

                    Lecture Room:        9:30 – 10:30

                                                        Break    
                     Lecture Room:     11:00 –  1:30
                                                        Break                   
Texts:  Bird, Robinson, Modern Dental Assisting, 8th Ed.

            Bird, Student Workbook Modern Dental Assisting

            Finkbeiner, Practice Management for the Dental Team, 6th Ed.            

            Various Handouts
Supplies:

· Pen, pencil, eraser
· CALCULATOR!  No calculator=No class work=No points
· Note paper 

· Scantron cards

· Uniform, including lab jacket

Assignments:  Student shall complete all assignments (including lab), 
                         Quizzes and examinations on the designated dates unless 
                         other arrangements have been made.  Bring a #2 pencil, 
                         eraser and an essay scantron card for every examination.

Final Drop Date:  FRIDAY, March 7th, 2008
Grading:  Grading scale same as DA 102 Course Outline.
Final Exam:  Wednesday, April 2, 2008 

