Office Supervisor Protocol


Office Supervisor Daily Protocol

· A.M. faculty walk-through
· Common areas
· Storage Bins
· Lab
· Sterilization

· All lab cases sent out the day of impression.

· Casts broken out within 45 minutes of being poured up.

· Verify assistant’s EOD protocol. 

· Supply check and reorder as necessary.

· All supplies placed in appropriate tip out bins. 

· All items removed from countertops and desk tops, and placed in appropriate storage location.

· Benchmark calendar completed and up to date.

· Supervisor’s work space and desk top is clear of loose paper and lab cases. (According to ideal reference photo).

· Morning huddle completed according to Morning Huddle Flow Sheet.




