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1 Actions and steps associated with the COVID-19 policy are temporary. Once government officials declare that the outbreak has subsided, 
the organization will update Team Members accordingly. Thank you for your diligence during this time. 

Guidelines for Team Members of regarding operations during COVID-19 
(“Coronavirus”)1 

 
All team members and doctors working in the operatories must follow proper OSHA personal protected 
equipment (PPE) protocols- Level 3 masks or face shields if using level 1 or level 2 masks and lab coat or disposal 
lab coat.  Please see previous email sent out. 

• At this time disposable labcoats are recommended, but not required.   We recommend using them when 
aerosols are occurring.  

• All medical necessary supplies that should go to offices can and are being rerouted to hospitals if they 
need them. Marek will keep a close pulse on these shipments.  

• Hygienist are NOT to use cavitrons or piezos to help reduce aerosols. 
 
No team member or office is required to work or remain open during this time. That decision is up to the doctors 
and team members. Keep appropriate staffing levels at all times based on patient flow, do not over staff. This is 
vital to the health of the company.  

• Doctors and team members must be comfortable and willing to work with patients while abiding by all 
OHSA PPE precautions and the heightened sterilization protocols.  

o Staffing If you have a full schedule- meaning more than 70% - 80% patients confirmed to come in 
for their appointments, staff appropriately and maintain normal hours. 

o If you have less than 70% of your appointments on your schedule and confirmed, please condense 
your schedule, move appointments into 1 or 2 days instead of being open 4 or 5 days.  Make sure 
you are properly staffed for the amount of appointments.  Recommended that 1 BA, 1DA, to start 
with and then staff from there.  If you are seeing Hygiene then staff accordingly. 

• Suggestions on how to answer patients if they ask “Why are you still open?”  
o Your next line should be, “Tom, if you do not feel comfortable keeping your appointment at this 

time we understand and are happy to reschedule your treatment to another day and time.” 
**suggest a specific time in 4-6 weeks. The goal of this response should be to get Mr. Jones back 
in the schedule and not off the phone without another appointment.   

o Additionally:  “Sally, since it was a recommendation by the ISDS and the ADA and we are a busy 
office, the needs of our patients are a priority we wanted to be open.  
 

Closing the Office- Seeing Emergencies ONLY 
If there are too many cancellations and your days are falling apart you need to close the office.   If there are not 
enough team members to properly manage the patient flow you need to cancel.  If Doctors decide not to work 
you of course need to cancel.  Therefore if cancelling then you should open the office for emergency 
appointments only and you should follow protocol below.  

• Please leave a message on your voicemail stating the following, “Due to ISDS and the ADA 
recommendations we are closing our office to help stop the spread of COVID-19. We are open for 
emergencies by appointment only.  Please call your Dr. Adams on her cell at 313.867.5309” 

§ YOU NEED AN EMERGENCY NUMBER FOR A DOCTOR DURING THESE TIMES!! 
• In offices that decide to close, 1 person can go into the office for NO MORE that 3 hours each regular 

working day to work on the following: Answering emergency calls, rescheduling appointments, A/R 
process *(DO NOT call on outstanding patient portion / collection calls), and work on future recare 
appointments.  
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o Each day a different team member can work the 3 hours. This schedule or rotation should be 
determined by team leader and doctor.  

o If a team member works, they will get paid their hourly rate.  Team members cannot also take 
PTO on a day they worked in the office. I.e. work 3 hours and take 5 hours PTO.  

o If seeing emergency appointments, begin with one 3-hour day. if needed, add more hours to the 
day. If number of emergencies are too many for one day add another day. Emergency days should 
be staffed with 1 doctor, 1 DA, and 1 BA.       

 
 
Office Communication Guidelines: 

• A phone tree needs to be created – text and/or email thread for all team members within each office.  
Keep lines of communication open, support center will be sending at least 1 message each day.  Doctor or 
team leader should notify team members when that goes out 

• Voice mail should be updated daily when the office is closed 
• Phone messages need to be checked every few hours in the office or remotely. 
• Doctors need to answer emergency phone calls.   
• A list of offices will be shared so offices can direct their patients to other offices if needed.  

 
Benefits- Currently your medical and vision coverage will remain in  
 
PTO- you are able to apply any unused and accrued PTO 

• If there is a team member with a hardship situation, please reach out to your regional coach and we will 
do our best to help.   

 
Training- All training will cease during this time  
 
Please cease all compliance training at this time 
 


