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DEPARTMENT OF THE ARMY

UNITED STATES ARMY DENTAL ACTIVITY - FORT LEWIS

TACOMA, WASHINGTON  98431-1100

              REPLY TO

                      ATTENTION OF


DENTAC MEMORANDUM
26 November 2001

No. 220-46

DENTAL CHARGE OF QUARTERS

1.  The purpose of this memorandum is to provide guidance for the Dental Charge of Quarters (CQ) concerning responsibilities and information needed to effectively carry out the assigned duties.

2.  REFERENCES:

a. AR 220-45

b. DENTAC MEMO 220-45

3.  POLICIES:


a.  All enlisted personnel in the grade of Private E-1 through Specialist E-4 holding the PMOS 91E assigned to the United States Army Dental Activity (DENTAC), Fort Lewis, Washington and dental assistants, Airman E-1 through E-4 with a PAFSC of 98150, from McChord Air Force Base, Tacoma, Washington, will perform duty as CQ.


b.  There will be no exchange of duty between individuals without the concurrence of the First Sergeant (1SG), DENTAC.  Requests for change of duty will be in writing and signed by both individuals.  A DENTAC Memorandum of Agreement (MOA) will be used when exchanging duty.  The MOA must be received by the DENTAC 1SG NLT 10 days prior to the start of duty.


c.  The duty roster will be continued from the current DA form as prescribed in AR 220-45.  The duty roster will be distributed so that enlisted personnel will generally have a few weeks of advanced notice prior to scheduled duty.


d.  If a person detailed is not able to perform duty due to sickness, accident, or other reasons, the next available individual on the published roster will assume the duty.

______________________________________________________________________________

This memorandum supersedes DM 220-46, dated 02 January 1998
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4.  RESPONSIBILITIES:


a.  The CQ and Dental Officer of the Day (DOD) represent the entire Dental Activity during non-duty hours.  It should be remembered that emergency dental services are likely to be requested by patients who are either in pain or in some degree of emotional distress.  In all personal or telephonic contacts with patients, the Dental CQ must exhibit a courteous and understanding disposition.


b.  The OR scrub uniform will be worn during the tour of duty.  Under no circumstances will civilian clothing be worn during patient treatment.  Civilian clothes may be worn from your home to your place of duty.


c.  The Dental CQ will maintain a beeper and have a valid telephone number where he/she can be reached at ALL TIMES during their tour of duty.  The CQ is expected to report to their place of duty within a reasonable time, approximately 30 minutes or less.

d. Tours of Duty:

(1)  Duty begins at 1600 on Wednesday and continues until relieved by the NCOIC, Hospital Dental Clinic (HDC), or his/her representative on the following Wednesday at 0700.

(2) All CQ’s scheduled for duty will contact the NCOIC, HDC, or his representative, 968-1240/1245, no later than 1200 prior to the start of their duty.

(3) The beeper and keys must be personally signed for by the incoming CQ no later than 1530 each Wednesday.  The beeper must be on audible alert at all times during tour of duty.

(4) The CQ will personally return the beeper and keys to the HDC NCOIC or his/her representative no later than 0900 each Wednesday.

(5) Personal Emergencies:  If the CQ requires relief from his/her duties for emergency reasons, the CQ will immediately notify the, in the following order, the Staff Duty NCO (SDNCO), the DOD or the 1SG.

e. Preliminary Duties:

(1) Read and fill-in the initial portion of the Dental CQ Checklist.

(2) Be familiar with this memorandum and other instructions located in the CQ book.
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(3) Perform daily beeper checks by calling the beeper number from a phone, and annotating in the CQ log that the beeper is working.  If not working, notify the SDNCO.

(4) Not allow unauthorized personnel in the Dental Clinic at any time.  (Authorized 

means patients and personnel performing official duties only.)  All persons, including

patients, admitted to the clinic will be entered in the CQ report, listing time of their 

arrival and departure.

(5) The CQ is responsible for the security of the clinic and government property 

contained therein.

(6) All unusual events will be entered in the CQ report and brought to the attention 

of the SDNCO, HDC NCOIC and/or 1SG.

(7) The CQ will ensure that all windows and doors to the outside are secured after the 

patient has left.  He/she will also secure the Supply Room, and ensure that the front 

door is secure at all times.

f. Dental Assisting Duties:

(1) The CQ will assist the DOD, Oral Surgeon and Pediatric Dentist when necessary.

(2) The CQ will be called by beeper or telephone by the DOD or the Emergency room (ER).

(3) The CQ will ensure all cabinets and carts are restocked in accordance with the clinic NCOIC’s posted supply list.

g. CQ Room Duties:  The CQ is responsible for the cleanliness of the CQ Room and

front desk/waiting room area.

5.  PROCEDURES:


a.  Patients seeking emergency dental treatment after duty hours will report to the ER, 

MAMC.  When notified by the DOD or Emergency Room, the CQ will report to the ER.  Do not escort the patient to the clinic until the DOD is present.  Patients will be seen in the clinic only when both DOD and CQ are present.

b. Patients must have a valid Department of Defense Identification Card in their 

possession (Active Duty, retired and family members 10 years or older).  A valid Identification 
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Card is one which states on its back side that the individual is authorized medical care.  Sponsors

of family members under age 10 must present their Department of Defense Identification Card.  An outpatient medical service card is not sufficient proof of eligibility.

c. Necessary records will be initiated for the DOD’s entries and signature.  This is to

 include Privacy Act Statement, DA Form 201 (Medical History), Dental Worksheet and SF 522 (Consent Form).  The patient’s record will be made available for review by the DOD and then be 

submitted with CQ report.  If a patient’s record is not available, an SF 603 will be initiated if 

on active duty.  A complete record must be initiated on retirees and family members.  All required blank forms are available at the reception desk.

d. The CQ will determine if the individual participates in the Personnel Reliability

 Program (PR) for Army personnel, the Sensitive Duty Program for Air Force personnel, Sensitive Duty Program (SDP), or if they are on Flight Status.

(1) The unit of Army personnel in the PRP will be notified of the date, time and type of treatment, medications administered or prescribed, disposition of the patient, and required follow-up visits.s

(2) Air Force Sensitive Duty Program or Flight Status personnel will be directed back to the ER upon completion of treatment.  Emergency Room personnel will take responsibility for notification of appropriate agencies/personnel prior to dismissal of patient.


      (3) All Air Force personnel will be instructed to report to the McChord Dental Clinic


       the next duty day following emergency dental treatment.

6.  SUGGESTED COMMENTS AND IMPROVEMENTS:  The proponent of this memorandum is the Office of the Commander, U.S. Army DENTAC.  Users are invited to send comments and suggested improvements to Commander, U.S. Army DENTAC, Tacoma, Washington.

FOR THE COMMANDER:

                                                                             //Original Signed//

DANIEL R. KRAL


MAJ, MS


Executive Officer
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