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A self-reflective tool to support record keeping by dental practitioners 
Introduction
The Dental Board of Australia (the Board) expects all registered dental practitioners to maintain clear and accurate health records that serve the best interests of patients or clients and that contribute to the safety and continuity of their dental care. 
The regulatory obligations about health records are outlined in the Board’s Code of conduct. More information is available in the Board’s fact sheet, Maintaining your patient health records.
Purpose
As a registered dental practitioner, it is your responsibility to ensure you comply with the Board’s registration standards, codes and guidelines. This self-reflective tool can help you to comply with your obligations to maintain health records, as set out in the Code of conduct.
This tool is designed to help you reflect on your record-keeping practice and identify areas for development or improvement. Maintaining and developing knowledge, skills and professional behaviour are core aspects of good practice. This requires self-reflection and participation in relevant professional development, practice improvement and performance-appraisal processes to continually develop professional capabilities. 
How to use the self-reflective tool
[bookmark: _Hlk41300892]This self-reflective tool is a series of questions and statements about maintaining health records for which written responses are recommended. The frequency of use of the tool and level of detail you provide in your written responses is up to you. The tool is designed to help you, so the more you consider and reflect, the greater the benefit you will gain. At the end of the self-reflection process, you can identify and address any gaps in your knowledge, skills, systems and protocols in relation to record keeping. 

In addition to using the tool, dental practitioners are encouraged to engage in reflective discussions about record keeping with their teams, mentors and other colleagues, including in peer-based and continuing professional development (CPD) settings. If, in your practice setting, some of the key components listed below are managed by other people, we encourage you to use this tool as a ‘conversation starter’ with your colleagues to ensure that the systems and processes in place are adequate. As a registered dental practitioner, you still have a responsibility to ensure your record keeping complies with the Code of conduct.
This tool is not a substitute for the obligations described in the Code of conduct, nor is it a comprehensive or definitive list of requirements for record keeping. It is intended to help you to monitor and assess whether you meet regulatory standards and expectations relating to record keeping. However, the tool will not provide a conclusive outcome as to whether or not you are meeting the requirements for safe and effective record keeping. The onus is still on you to ensure compliance with the Code of conduct and other applicable state and territory requirements for record keeping and information privacy.
Other resources to help you
State, territory or Commonwealth legislation about health records and privacy may be applicable to health records you create. You are required to be aware of any relevant legislation. Useful resources for dental practitioners include:

· Office of the Australian Information Commissioner (OAIC) – Privacy for health service providers
· OAIC – Guide to health privacy
· OAIC – Links to state and territory legislation
· My Health Record – Legislation and governance information
Reflect on your record-keeping practices by responding to these questions 

Name: Click or tap here to enter text.			Date: Click or tap here to enter text. 
	Key components of health records
	Question or statement
	My response

	 General
	Describe your understanding of what constitutes a health record.
	Click or tap here to enter text.
	
	How do you ensure your records are accurate and up to date?
	Click or tap here to enter text.
	
	Explain how you ensure your records are factual, respectful and objective, and do not contain text that may be considered demeaning or derogatory. 
	Click or tap here to enter text.
	
	Describe your understanding of your responsibility for the adequacy of a health record when another member of the dental team has created, transcribed or added to your records.
	Click or tap here to enter text.
	
	Outline how you ensure your records are made at the time of events or as soon as possible afterwards.
	Click or tap here to enter text.
	
	[bookmark: _Hlk47345760]If it is not possible to create or complete a record at the time of events, how do you ensure that, when you create or complete the record, accuracy, time/date of entry and person responsible for the record is adequately captured?
	Click or tap here to enter text.
	Recording patient information



	After reviewing a random sample of your records are you reassured that you routinely collect and record the following patient information?
· Patient details 
· Patient history applicable to decision- making, including important health, life style, social and cultural factors
· Medical and medication history, including adverse reactions to medication
· Patient capacity and special needs
· Patient or guardian informed consent (to treatment and costs), including options explored and individual circumstances relevant to the consent process
· Billing information
	Click or tap here to enter text.
	Recording clinical information
	After reviewing a random sample of your records are you reassured that you routinely record, identify and manage the following clinical information? 
· Details identifying the practitioner providing care, including professional division or specialty
· Date care was provided
· Radiographs, scans, images models, charts (including a record of your interpretation radiographic/scan/images/models/charts)
· Other diagnostic data (e.g. dental charting of examination findings, soft tissue and temporomandibular joint examination findings, pulp sensibility tests, percussion tests, mobility tests, palpation tests, periodontal probing, etc.)
· Diagnosis/diagnoses
· Treatment options and agreed treatment plan(s) 
· Details of discussions of the diagnosis/diagnoses and treatment plan(s)
· Advantages and disadvantages of plan(s)
· Details of referral(s) and handover to other practitioners
· Details of referral of work to laboratories
· Procedures carried out
· Relevant infection control details, e.g. instrument batch processing where appropriate
· The prescription or administration of therapeutic agents including the name, quantity, dose and instructions (note: for all such agents, including recommendations for over-the-counter products/medications)
· Advice or other information provided to the patient
· Adverse events or unusual outcomes of your treatment
· Correspondence with and about the patient, including by text or email
	Click or tap here to enter text.
	
	Explain how you ensure your records are clear and easy to read, legible and can be readily understood by other practitioners or members of the dental team.
	Click or tap here to enter text.
	Continuity of care
	How do you ensure your records are sufficient to facilitate good patient care and continuity of care (delegation, referral and handover)?
	 Click or tap here to enter text.

	
	What processes are in place to identify and access relevant health information held with other providers?
	Click or tap here to enter text.
	
	What processes are in place to facilitate transfer of relevant health information to other providers?
	Click or tap here to enter text.
	Privacy, security and access
	What protocols, processes and approaches do you have to manage the privacy, safety and confidentiality of your records?
For example:
· What are your protocols for information sharing with other entities?
· How do you manage privacy breaches?
	Click or tap here to enter text.
	
	How do you ensure your knowledge is up to date with any legislative and organisational (if relevant) requirements for maintaining privacy and security of records?
	Click or tap here to enter text.
	
	Explain how you facilitate access to health records for patients.
	Click or tap here to enter text.
	
	Describe what protocols you have in place for disposal of records, where relevant (including when you dispose of records).
	Click or tap here to enter text.
	Feedback and continuous improvement
	How do you seek feedback on your record keeping?
	Click or tap here to enter text.
	
	How often do you review your record-keeping protocol?
	Click or tap here to enter text.
	
	Outline what continuing professional development you have previously completed in relation to record keeping.
	Click or tap here to enter text.
	
	Reflecting on your answers above, what action can you take to improve your record keeping and compliance with the Code of conduct?
	Click or tap here to enter text.


After answering the questions and statements above, consider your responses and how they can help you to set goals to address any gaps in your knowledge, skills, systems or protocols.
What to do if you identify gaps in your knowledge, skills, systems or protocols
You must take the necessary action to meet your regulatory obligations.
If, after considering the above questions, you reflect that your competence (knowledge and skills) about record keeping, or the systems and protocols you use for record keeping, are below expected standards for practice, you should take steps to address this.
This may mean seeking further specific advice about your record-keeping practices from peers, colleagues, your professional indemnity insurer or a professional association. You may choose to develop the necessary knowledge and skills to improve this area of your practice though mentoring or education. 
Dental practitioners wishing to enhance their record-keeping practices may do so by completing CPD. Information and resources on the CPD requirements, including guidance on how to choose a CPD activity, is available on the Board's website.
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