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How to Use This Guide
This white-label guide is designed as a practical training manual. Use it as a learner workbook, onboarding
companion, office training reference, or digital product base. Customize it with your office policies,
software screenshots, trainer initials, and state-specific requirements before using it as an internal manual.

Read
Move through one section
at a time instead of trying to
memorize everything at
once.

Practice
Use the scripts, drills, and
checklists until the
workflow feels natural.

Customize
Add office-specific details,
provider direction, and local
rules before final use.

SCOPE + SAFETY NOTE

This guide is educational. Follow your office policies, supervising provider direction, state rules,
OSHA/CDC guidance, HIPAA privacy requirements, and manufacturer instructions.

Training Goal
The goal is not to make a new team member sound like an expert on day one. The goal is to help them
become organized, safe, coachable, clear, and useful in the role.
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Diagnostic Records for Orthodontic Assistants
A clean training manual for photos, scans, impressions, X-ray awareness, chart prep, and record-quality
habits.

This guide Client-ready training library

START HERE

How to Use This Guide
This guide is written for the new orthodontic assistant who is learning records for the first time, the
cross-trained front office team member who wants to understand the clinical flow, and the trainer who
needs a simple way to explain what matters. Diagnostic records can feel intimidating because they involve
cameras, scanners, retractors, mirrors, X-rays, file uploads, naming rules, and patient communication. The
goal is not to memorize everything in one day. The goal is to build a repeatable system you can trust. What
this guide helps you do Understand the purpose of records. Prepare the room before the patient arrives.
Use calming patient language. Recognize what good records should include. Organize and hand off records
correctly. What this guide does not replace State rules or licensing requirements. Radiology training or
X-ray certification. Doctor instructions. Office-specific protocols. OSHA, CDC, HIPAA, or employer
compliance training.

Trainer Note
Records are not just pictures and scans. Records are the story the doctor uses to diagnose, plan, explain,
compare, and document care. A good records assistant protects that story by staying calm, clean, and
consistent.

This guide Client-ready training library

FOUNDATION

What Diagnostic Records Are
In an orthodontic office, diagnostic records are the collection of information the doctor uses to understand
the patient before treatment decisions are made. They help the team see the teeth, bite, smile, face, jaw
relationships, growth patterns, and treatment progress.

Record type
What it helps show
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Beginner focus

Extraoral photos
Face, profile, smile, symmetry, facial balance, and visual presentation. Position the patient consistently and
check that the image is sharp and centered.

Intraoral photos
Bite relationship, crowding, spacing, arch shape, oral condition, and appliance progress. Use
retractors/mirrors carefully and confirm the required views are captured.

Radiographs
Information below the surface such as tooth roots, unerupted teeth, missing teeth, impacted teeth, or jaw
structures. Only take images when trained, authorized, and allowed by state law and office protocol.

Intraoral scans
Digital model of teeth and bite for treatment planning, appliances, aligners, or lab communication. Scan in
the office sequence, keep tissues dry, and verify complete capture.

Impressions/bite
registration Physical or digital bite relationship when a scan is not used or when the office needs a physical
record. Follow assistant scope, mix/seat materials correctly, and keep the patient calm.

The big idea
A records appointment is not a photo shoot. It is a data-gathering appointment that supports diagnosis,
treatment planning, patient education, insurance documentation, and future comparison.

This guide Client-ready training library

MINDSET

The Records Mindset: Calm, Clean,

Consistent
A new assistant may think records are about equipment first. The better mindset is process first. A good
records process makes every patient feel safe, helps the doctor trust the images, and keeps the office from
wasting time repeating steps.
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Calm
Explain each step before you do it. Use a steady voice. Give the patient small wins. Watch for discomfort
or anxiety. Never rush the patient into confusion.

Clean
Use proper barriers and PPE. Keep clean and contaminated items separated. Disinfect according to office
protocol. Protect sensors, mirrors, scanners, cameras, and work surfaces. Handle files and devices with
clean workflow habits.

Consistent
Consistency means the next person can look at your records and know exactly what they are seeing. Same
views. Same naming pattern. Same upload location. Same quality check. Same handoff. Consistency is what
turns a beginner into a trusted assistant. Office reality check: A blurry photo, incomplete scan, mislabeled
X-ray, or missing handoff can slow the whole consult. Your goal is to create records the team can use
without guessing.

This guide Client-ready training library

SAFETY & SCOPE

Know Your Scope Before Your Skill
Orthodontic assistants work under office protocols and state rules. Some tasks may be allowed with
on-the-job training in one state and restricted in another. Radiographs and expanded functions often have
separate training, permits, exams, or certification requirements. Before you perform a records task, ask:

• Am I trained for this task?

• Am I legally allowed to do this task in this state?

• Does the doctor or office policy allow me to do this task?

• Do I know how to document it?

• Do I know what to do if the image or scan is not usable?

Especially important for X-rays
Do not assume you can take radiographs because another assistant does. Check state requirements and
office policy. Complete required training before operating equipment. Ask what views are ordered and
why. Never take images only because paperwork asks for them. Especially important for records quality Do
not delete or retake images without following protocol. Do not guess at labels. Do not edit clinical records
beyond office policy. Do not diagnose from records. Do not promise treatment outcomes to patients. A
beginner who respects scope is more trustworthy than a beginner who tries to look advanced. Be honest,



CLIENT-READY TRAINING GUIDE DIAGNOSTIC RECORDS

White-label training manual • customize with office policy, software screenshots, and trainer signatures 6

ask questions, and let your trainer sign off skills one step at a time.

This guide Client-ready training library

WORKFLOW

The Full Records Appointment Map
Most records appointments follow the same general rhythm even when each office has its own equipment
and order. This map gives you a simple mental checklist.

Step

Action
What success looks like Prepare the chart and room. You know the patient name, appointment purpose,
required records, and equipment is ready. Greet and explain. The patient knows what is happening and
feels guided, not surprised. Verify basics. Patient identity, health updates, and consent-related office steps
are handled. Capture photos. Required extraoral and intraoral views are clear, centered, and usable.
Capture scan/impression. Digital or physical model records are complete and labeled correctly. Capture
radiographs if authorized. Images are ordered, taken within scope, and checked for quality. Upload and
label. Everything is in the correct patient chart, folder, and format. Quality check and handoff. The doctor,
TC, or lead assistant receives usable records and notes.

This guide rule
Do not dismiss the patient until the record set has been checked according to office protocol. It is better to
correct one image while the patient is still present than to call them back later.

This guide Client-ready training library

SETUP

Room Setup Before the Patient Arrives
A smooth records visit starts before the patient enters the room. Your setup should make the appointment
feel simple, not chaotic. Use your office checklist first, then use this guide as a learning companion.

Clinical setup
Clean/disinfected work area. PPE available. Camera or phone/tablet charged if used. Retractors available.
Mirrors ready and clean. Scanner ready and calibrated if required. Impression materials ready if used.
Barriers placed per office protocol.
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Digital setup
Patient chart open. Correct patient selected. Record type confirmed. Upload folder ready. Photo/scanner
software open. Naming convention visible. X-ray software ready only if authorized. Trainer/lead available
for questions. Quick phrase to your trainer Before I bring the patient back, can you confirm which records
we need today and the order you want them completed in? Beginner win: You are not expected to be fast
before you are organized. Speed comes after your setup is consistent.

This guide Client-ready training library

PATIENT EXPERIENCE

Patient Greeting and Comfort Language
Records appointments can feel awkward for patients because they may involve photos, cheek retractors,
mirrors, scans, or X-rays. Your words can lower stress before the first tool is used.

Moment

What to say

Greeting
Hi, I am [Name]. I will help with your orthodontic records today so the doctor has everything needed to
review your smile and bite.

Before photos
I am going to take a few pictures of your smile and bite. I will guide you through each one.

Before retractors
These help us see your teeth clearly. They may feel a little strange, but I will be quick and gentle.

Before scan
This scanner takes a digital map of your teeth. You may feel the tip moving around, but it should not hurt.

Before retake
That one was close, but I want to make sure the doctor has the clearest version. We are going to redo it
once.

Closing
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Thank you for being patient. I am going to check that everything saved correctly before we move to the
next step.

Mentor note
Confidence does not mean sounding robotic. Confidence means the patient can feel that you know the
next step and will not leave them guessing.

This guide Client-ready training library

CHART PREP

Patient Verification and Records Readiness
Before touching equipment, make sure you are working in the correct chart and completing the correct
record set. Mistakes at this stage can create privacy, documentation, or workflow problems. Verify before
you capture: [ ] Correct patient name and date of birth according to office policy. [ ] Correct appointment
type: new patient records, progress records, debond records, transfer records, emergency records, or
consult support. [ ] Required views or scan type are clear. [ ] Health history updates are completed
according to office flow. [ ] Consent or parent/guardian requirements are followed. [ ] X-rays are ordered
by the doctor and performed only by authorized team members. If something does not match Pause. Do
not guess. Ask the lead assistant, TC, or doctor. Document according to office policy. Resume only after
the correction is clear. If the patient asks why Explain generally. Do not diagnose. Say the doctor uses
records to review the teeth, bite, and treatment options. Tell them the doctor will explain findings. Keep it
simple and calm.

This guide Client-ready training library

PHOTOS

Extraoral Photo Basics
Extraoral photos show the patient from outside the mouth. They are often used to evaluate smile, profile,
facial balance, soft tissue relationships, and treatment presentation. Your office may require different
views, but consistency is the goal.

Common view

Beginner focus

Quality check
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Frontal rest
Patient looking straight ahead with natural head position. Face centered, eyes open, no tilt, image not too
dark.

Frontal smile
Natural smile with teeth visible when possible. Smile centered, no blur, no heavy shadow.

Profile
Side view with natural head position. Full face visible, patient not turning toward camera. 45-degree smile
Angled smile view if office requires it. Consistent angle, teeth visible, clean background.

Trainer language
When teaching extraoral photos, train the assistant to position the patient first, camera second. A good
camera cannot fix poor patient position. Common beginner mistake: focusing so hard on the camera that
the patient posture, chin position, or head tilt gets missed.

This guide Client-ready training library

PHOTOS

Intraoral Photo Basics
Intraoral photos show the teeth and bite inside the mouth. They can feel uncomfortable for patients, so the
assistant needs gentle hands, clear directions, and a steady process.

Common view

What it shows

Beginner quality check

Front bite
How the upper and lower teeth meet from the front. Midline centered, teeth in bite, retractors not
blocking teeth.

Right buccal
Right side bite relationship. Cheek retracted, molars visible, mirror/retractor not hiding contact.
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Left buccal
Left side bite relationship. Same standard as right side, consistent angle.

Upper occlusal
Upper arch shape and crowding/spacing. Mirror fog controlled, full arch visible.

Lower occlusal
Lower arch shape and crowding/spacing. Tongue managed respectfully, full arch visible.

Patient language
I know these pictures feel a little awkward. You are doing great. We use these so the doctor can see your
bite clearly and compare progress later.

This guide Client-ready training library

QUALITY CONTROL

Photo Quality Control: Check Before You

Save and Send
Photo quality control is where new assistants become dependable. You do not need to be perfect on day
one, but you do need to learn what makes a record usable. The quick photo check [ ] Correct patient. [ ]
Correct view. [ ] Image is sharp, not blurry. [ ] Teeth or face are centered. [ ] Lighting is usable. [ ] No
unnecessary clutter in the image. [ ] Retractors or mirrors are not blocking key areas. [ ] Required views are
complete. [ ] Images are uploaded to the correct chart.

Problem

Likely cause

Recovery

Blurry image
Movement, focus issue, rushed capture. Retake calmly and ask patient to hold still for one second.

Foggy mirror
Mirror temperature/moisture issue. Follow office method for warming/drying mirror.
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Cut-off teeth
Camera too close or wrong angle. Reset position and retake.

Wrong label
File selected or saved incorrectly. Pause and ask for help before moving on.

Patient discomfort
Retractors/mirrors placed too quickly. Pause, explain, reposition gently.

This guide Client-ready training library

DIGITAL RECORDS

Intraoral Scanning Basics
Intraoral scanning creates a digital model of the teeth and bite. The scanner may be used for aligners,
appliances, retainers, treatment planning, lab communication, or progress comparison. Each scanner brand
has its own software and office sequence.

Before scanning
Confirm patient and scan type. Use clean workflow and PPE. Have suction/cotton/dry aids ready if office
uses them. Know the scanning path taught by the office. Explain the process to the patient.

During scanning
Follow the trained path. Keep cheeks, lips, tongue, and saliva managed respectfully. Watch the screen for
missing areas. Do not rush around brackets or attachments. Pause if the patient needs a break.

Scan quality check
[ ] Upper arch complete. [ ] Lower arch complete. [ ] Bite registration captured. [ ] No large missing holes in
important areas. [ ] Occlusion looks reasonable for the patient. [ ] File is saved/exported according to
protocol. [ ] Doctor/lead can review before patient leaves if required. Beginner reminder: A scan is not
done just because the scanner says complete. It is done when the office has a usable digital record.

This guide Client-ready training library

PHYSICAL RECORDS

Impressions and Bite Registrations
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Many offices use digital scans, but impressions and bite registrations are still part of some workflows. If
your office uses them, learn the exact material, tray, timing, and infection-control procedure your trainer
teaches.

Task

What matters

Beginner warning

Tray selection
Tray fits without pinching and captures required anatomy. Do not guess. Ask for help with sizing.

Material handling
Mix/load according to material instructions and office protocol. Timing matters. Be ready before mixing.

Patient coaching
Explain breathing and what the patient may feel. Watch gag response and anxiety.

Removal and rinse
Remove carefully and follow office disinfection procedure. Never skip infection-control steps.

Bite registration
Capture how the teeth meet when needed. Make sure the patient bites as instructed.

Patient script
This material may feel full for a moment. Breathe through your nose, keep your shoulders relaxed, and I
will talk you through it. If you need me to pause, raise your hand. If a patient is highly anxious, sensitive,
gagging, or medically complicated, pause and involve the trainer, doctor, or clinical lead.

This guide Client-ready training library

RADIOGRAPHS

X-Ray Awareness: PAN, Ceph, CBCT
Orthodontic offices may use radiographs to see what photos and scans cannot show. The assistant should
understand the purpose of common images, but the doctor determines clinical need and state rules
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determine who may take them.

Image type

General purpose

Assistant awareness

Panoramic (PAN)
A broad view of teeth, jaws, roots, developing teeth, missing teeth, extra teeth, and impacted teeth.

Patient positioning matters. Follow training
and check the image before dismissing.

Cephalometric (Ceph)
A side-view skull image used in orthodontic analysis and treatment planning. Head positioning and patient
stillness are important. CBCT / 3D imaging Three-dimensional imaging used when clinically necessary for
specific diagnostic needs. Only used under doctor direction and office protocol. Training and
radiation-safety rules matter.

Bitewings/periapicals
Used in some dental settings to evaluate teeth and surrounding structures. May be less central to ortho
records, but follow state and office rules. Do not skip this point Radiographs should be based on clinical
need and professional judgment, not habit, convenience, or administrative pressure. Follow the doctor
order, office policy, and legal requirements.

This guide Client-ready training library

RADIOGRAPH SAFETY

Radiation Safety and X-Ray Readiness
This page is awareness only. It does not train or authorize anyone to take X-rays. Dental imaging must
follow state rules, office protocol, equipment instructions, and radiation-safety training. Before taking
radiographs, confirm You are authorized in your state and office. The image is ordered/needed. You know
the equipment and positioning protocol. You know patient preparation requirements. You know what to
do if the image is not usable. Safety habits to respect Use the lowest exposure consistent with diagnostic
quality per office policy. Avoid unnecessary retakes. Check patient positioning carefully before exposure.
Follow pregnancy and medical-history protocols. Keep equipment and sensors protected. Beginner
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question to ask What are the specific state requirements for dental radiography in our office, and what
training or sign-off do I need before I can assist with X-ray records? This guide mindset: Safety is not a
slow-down. Safety is the work.

This guide Client-ready training library

ORGANIZATION

Uploading, Naming, and Organizing Records
A beautiful record that is saved in the wrong place can become a workflow problem. Organization is a
clinical skill because the doctor and team need to retrieve records quickly and trust what they are viewing.

Record rule

Why it matters

Beginner habit

Correct chart
Prevents privacy and clinical errors. Confirm patient name/date of birth before upload.

Correct date
Supports progress comparison and documentation timeline. Check date before saving or exporting.

Correct view label
Helps doctor know what they are reviewing. Use office naming convention exactly.

Correct folder
Keeps consult, progress, and transfer records organized. Ask before creating new folders.

Quality check complete
Prevents unusable records from reaching the doctor. Review images/scans before marking done.

Simple naming example
Your office may use a format like: LastName_FirstName_Date_RecordType_View. Do not invent your own
naming system. Follow the office standard so every team member can find records the same way. When in
doubt, ask: "Where does this record live, what should it be called, and who needs to review it next?"
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This guide Client-ready training library

DOCUMENTATION

Chart Notes and Handoff
Records are part of the patient story. Chart notes and handoff help the next team member understand
what was completed, what was difficult, what needs review, and what the doctor or treatment coordinator
should know. A clean note may include Record set completed. Views captured. Scan/impression
completed. Radiographs taken only if authorized/ordered. Any retakes or quality concerns. Patient comfort
concerns. Who reviewed or needs to review. Avoid chart note problems Do not diagnose. Do not blame
the patient. Do not use casual language. Do not hide incomplete records. Do not document tasks you did
not complete. Do not leave unclear abbreviations.

Handoff to

What they need

Doctor
Clear, complete records and any quality concerns.

Treatment coordinator
Records status before consult or presentation.

Lead assistant
Training questions, incomplete items, or retakes needed.

Front desk
If the patient needs another records appointment or schedule follow-up.

This guide Client-ready training library

INFECTION CONTROL

Clean Workflow in the Records Area
Records visits still happen in a healthcare setting. Cameras, retractors, mirrors, scanners, sensors,
countertops, chairs, and computer surfaces must be handled with clean workflow habits.
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Clean workflow checklist
[ ] Perform hand hygiene according to office protocol. [ ] Wear PPE required for the task. [ ] Use barriers on
equipment when required. [ ] Keep clean supplies away from contaminated surfaces. [ ] Disinfect surfaces
between patients according to protocol. [ ] Process reusable items according to sterilization/disinfection
rules. [ ] Protect digital devices and keyboards with approved workflow. [ ] Never carry contaminated items
into clean storage.

Beginner mistake
Touching the patient, retractors, keyboard, mouse, camera, and chart with the same contaminated gloves
without following the office clean/dirty workflow.

Better habit
Pause before touching anything outside the mouth. Ask: "Am I clean enough to touch this?" If not, follow
office protocol for hand hygiene, glove change, or barriers. Infection control is one of the first ways an
office learns whether a new hire can be trusted with more responsibility.

This guide Client-ready training library

PATIENT TYPES

Kids, Nervous Patients, and Parents
Orthodontic records often include children, teens, adults, and parents watching closely. A good assistant
adjusts communication without changing the standard of care.

Patient situation

What helps

What to avoid

Young child
Short instructions, show-before-do, praise small cooperation. Long explanations or frustration.

Teen patient
Respectful tone, privacy awareness, quick clear directions. Talking down to them.

Anxious adult
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Explain each step, offer pauses, keep tone steady. Rushing or dismissing concerns.

Parent asking clinical
questions Say the doctor will review findings and explain treatment options. Diagnosing or promising
outcomes.

Gag-sensitive patient
Slow coaching, breathing reminders, trainer support. Forcing through without help.

Calm script
You are doing fine. This part can feel a little strange, but I am going to guide you one step at a time. Raise
your hand if you need me to pause. Trainer Note: The patient may forget the equipment, but they
remember whether you made them feel embarrassed or supported.

This guide Client-ready training library

TROUBLESHOOTING

Common Records Problems and How to

Recover
Every assistant has to retake images, rescan missed areas, reset patient position, or ask for help. The
difference between a beginner and a trusted assistant is how calmly they recover.

Problem
What to do first

Professional language

Patient moves during
photo Reset and explain stillness. Let us do that one once more so it is clear for the doctor.

Missing scan area
Rescan missing area before completing. I am just filling in one small section on the digital map.

Wrong patient chart
opened Stop immediately and ask for help. I need to verify the chart before continuing.
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Mirror fogging
Follow office mirror prep method. I am going to adjust this so the picture comes out clear.

Patient gagging
Pause and involve trainer if needed. Take a breath. We can slow down and try a different approach.

Image quality uncertain
Ask lead assistant before dismissing patient. I am going to have my trainer review this before we finish.

Recovery rule
Do not cover confusion with confidence. Say what you know, pause where you are unsure, and bring in the
right person before a small issue becomes a bigger one.

This guide Client-ready training library

TRAINER TOOL

Trainer Sign-Off Checklist
This page helps a trainer, lead assistant, or office manager decide whether a new hire is ready for
independent records tasks. Offices should customize this checklist to state law, office protocol, and
equipment. Ready for supervised practice [ ] Can prepare the records room. [ ] Can greet patient and
explain the appointment. [ ] Can identify required photo views. [ ] Can use retractors/mirrors safely with
support. [ ] Can upload records to correct chart with supervision. [ ] Understands infection-control
workflow. [ ] Knows when to ask for help. Ready for independent workflow only when: [ ] Office trainer
has observed multiple successful records visits. [ ] Photo quality is consistent. [ ] Scan/impression workflow
is consistent if applicable. [ ] X-ray authorization/training is documented if applicable. [ ] Files are labeled
correctly. [ ] Chart notes are clear. [ ] Assistant stays within scope and protocol. A sign-off should be based
on observed performance, not time alone. Some people need more repetition. That is normal. The goal is
patient safety and usable records.

This guide Client-ready training library

GROWTH PLAN

Four-Week New Hire Practice Plan
Use this as a simple growth plan for a new assistant learning records. It pairs well with the This guide first
30 days guide and chairside starter manual.
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Week

Focus

Proof of progress

Week 1
Observe records appointments, learn equipment names, study required views, understand clean/dirty
workflow. Can explain the records flow in order.

Week 2
Set up room, greet patients, assist with retractors/mirrors, practice uploading with trainer. Can prepare the
room and identify obvious photo quality issues.

Week 3
Perform more steps under supervision, scan or assist with impressions if trained, practice chart notes. Can
complete portions of the visit with calm patient language.

Week 4
Build consistency, reduce retakes, improve handoff, request final feedback. Trainer sees repeatable quality
and scope awareness.

Daily reflection prompt
At the end of each day, write down: one record I helped with, one skill I improved, one mistake I learned
from, and one question I need answered tomorrow.

This guide Client-ready training library

MINI SOP

New Patient Diagnostic Records Appointment
This mini SOP is a general learning example. Offices should customize it to their exact software,
equipment, state requirements, and doctor preference.

Phase

Actions
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Before patient
Verify patient, appointment type, required records, room setup, equipment readiness, PPE, barriers, and
trainer availability.

Greeting
Introduce yourself, explain records purpose, confirm comfort, and give the patient a simple overview.

Photos
Capture required extraoral and intraoral views. Review for sharpness, centering, correct view, and
complete set.

Scan/impression
Complete digital scan or physical impression workflow according to office protocol. Confirm bite record if
needed.

Radiographs
If ordered and authorized, complete required images according to state law, training, and office protocol.

Upload
Save records to correct patient chart, date, folder, and labels. Do not guess at naming.

Handoff
Notify doctor/TC/lead that records are ready or identify what needs review/retake.

Reset
Follow infection-control turnover and restock for next patient.

Finish line
The appointment is not finished when the last image is captured. It is finished when records are complete,
saved correctly, reviewed as needed, and the room is reset safely.

This guide Client-ready training library

MINI SOP

Progress, Debond, and Transfer Records
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Not every records appointment is a new patient appointment. Some records are captured during
treatment, at debond, during retention, or when a patient transfers in or out.

Record situation

Purpose

Beginner focus

Progress records
Compare treatment movement and current condition. Match required views and dates so progress can be
compared.

Debond records
Document final smile/bite and support retention planning. Capture clean, celebratory, usable final images.

Retention records
Support retainer fit, monitoring, and stability checks. Label date and appliance/retention context clearly.

Transfer-in records
Help the doctor understand treatment history and current status. Gather outside records if provided and
organize carefully.

Transfer-out records
Help another provider understand the case. Follow office release, privacy, and records-sharing policy.

Professional reminder
Patient records belong in a controlled, private, office-approved system. Never text, email, download, post,
or share patient records outside office policy and privacy rules.

This guide Client-ready training library

SCRIPTS

Scripts That Make You Sound Trained
Good scripts help new assistants sound calm and professional while they are still learning. Use these as
starting points and adjust to your office voice.
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Situation

Script

You are new
I am still training on our records workflow, so I am going to have my lead check this before we finish. You
need a retake That one was close, but I want to make sure the doctor has the clearest view. We will do it
one more time. Patient asks for diagnosis The doctor will review these records and explain what they
show. My role is to make sure we capture them clearly.

Parent is worried
I understand. These records help the doctor see the full picture and talk through options with you.

Patient feels awkward
I know this part feels a little funny. You are doing great, and I will guide you through it quickly.

You need help
I want to make sure this is done correctly. Can you please review this record with me before the patient
leaves?

Trainer Note
The strongest new hire is not the one who pretends. It is the one who communicates clearly, asks for help
early, and protects the patient experience while learning.

This guide Client-ready training library

FINAL CHECK

Diagnostic Records Readiness Checklist
Use this checklist before a trainer signs off a new assistant or before you start taking more responsibility in
records appointments. I can confidently: [ ] Explain what diagnostic records are in beginner-friendly
language. [ ] Prepare the room and equipment before the patient arrives. [ ] Use patient comfort scripts
without sounding cold or robotic. [ ] Recognize the common extraoral and intraoral photo views. [ ]
Complete or assist with scans/impressions according to office protocol. [ ] Respect radiology scope, state
rules, and training requirements. [ ] Follow clean/dirty workflow during records. [ ] Upload, label, and
organize records correctly. [ ] Write or support a clear records note. [ ] Hand off records and concerns to
the correct team member. [ ] Recover calmly when a record needs to be retaken. [ ] Ask for help before
guessing.
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The final standard
Records should be clear enough to diagnose, organized enough to find, documented enough to trust, and
captured kindly enough that the patient still feels cared for.

This guide Client-ready training library

SOURCE NOTES

Educational Sources and Safety Disclaimer
This This guide guide is educational and should be paired with employer training, doctor instruction, state
dental board rules, radiology requirements, OSHA/CDC safety expectations, and office-specific protocols.

Source
Why it matters for this guide

Bureau of Labor Statistics - Dental

Assistants
Provides general dental assistant duties and career outlook context.

American Dental Association - Dental
Assistant sample job description Supports patient management, treatment room setup, chairside support,
health history review, and patient comfort responsibilities.

American Association of Orthodontists -
Orthodontic staff career resources Describes the records technician role as taking diagnostic records such
as X-rays, photographs, impressions, and intraoral scans, and notes some states require X-ray
training/certification.

Dental Assisting National Board - State

Dental Assisting Requirements
Confirms that job titles, allowable duties, exams, and education pathways vary by state.

CDC - Standard Precautions and dental
infection prevention Supports safe-care expectations and infection-control habits in dental settings.
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OSHA - Dentistry overview
Supports awareness of dental workplace hazards including bloodborne pathogens and chemical/ergonomic
risks. ADA/FDA dental radiographic examination guidance Supports patient-selection and
limiting-radiation-exposure awareness for dental imaging.

Important disclaimer
This guide does not authorize a reader to take X-rays, perform restricted functions, diagnose, interpret
radiographs, or replace employer/state-required training. Always follow local law, doctor direction, office
policy, equipment instructions, and patient privacy rules.



CLIENT-READY TRAINING GUIDE DIAGNOSTIC RECORDS

White-label training manual • customize with office policy, software screenshots, and trainer signatures 25

White-Label Customization Checklist
Before selling, distributing, or using this guide inside an office, personalize it so the training feels like it
belongs to the client or practice.

✓ Add the office name or client brand to the cover if desired.

✓ Insert screenshots of the actual software, portals, forms, or scheduling system used by the office.

✓ Add state-specific requirements and role limitations.

✓ Add provider preferences, office policies, and escalation rules.

✓ Add trainer signature lines or staff initials where sign-off is required.

✓ Review all privacy, safety, and scope sections before distribution.

✓ Export a clean PDF copy for the learner and a separate editable master for the trainer.

CLIENT-READY REMINDER

Keep the base guide brand-neutral. Let the buyer add their own logo, tone, screenshots, and
office-specific workflow so the product feels custom.


