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Welcome to the profession

In times of great uncertainty, such as we have witnessed
over the past three years of the COVID-19 pandemic, it is
understandable that you might be nervous about starting
on the exciting adventure of a career in dentistry.

But even with all the disruption around us, there is still
very much to look forward to in a profession that has
weathered the recent storms better than most and which
holds a great deal of promise for everyone who enters it.

To help you make the most of the first steps in your dental
career, the Australian Dental Association publishes its
Dental Graduate Handbook, which contains an expansive
sweep of information and covers many aspects of the
profession that you will need to address now and into

the future.

| trust it will prove to be a useful tool in navigating your
way through the initial phase of your career.

As a dentist, you will be in the privileged position of being
able to make a significant difference, not only to your
patients but by being a champion for good oral health in
your community and by connecting with fellow dentists
through your professional association, the ADA, so we can
continue to have a strong voice for all Australian dentists.

I'd encourage you to make the most of every opportunity
that comes your way.

Congratulations on successfully completing your studies,
and best wishes for a rewarding and satisfying career.

LS

Dr Mark Hutton

President
Australian Dental Association

Once ADSA, Always ADA

Congratulations, you've made it! It's going to be an
ambitious year for us in 2023, steadily heading back to
normal after nearly three years of this pandemic and | hope
you are excited to start your career as practising dentists!

ADSA and the ADA's ongoing partnership has seen a
myriad of benefits for our students, providing continual
support and camaraderie across our profession to further
you, a recent graduate. The transition from student to
dentist may be quite a leap, likewise, ADSA's transition
back to in-person events. As of 2020, our students have
never tasted what it truly means to be a part of something
as special as ADSA — connecting student dentists across
the nation.

However, unlike the daunting, milestone transition from
student to dentist, the transition from being an ADSA
member/student ADA member, to an ADA professional
member is seamless, and is a partnership that enables
you to be the best you can be.

This year, the Dentist for a Day and Mentorship programs
are here to stay after an overwhelming response from
students in 2021 regardless of the restrictions imposed

on us. These programs offer students insight into what
dentistry entails in the real world, outside of university,
bridging that gap in transition. Find out more on our social
media pages and check out our website at adsa.org.au.

| hope this handbook proves itself useful to you and your
aspirations.

Wishing you the very best,

John Do

President
Australian Dental Students' Association
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something

bigger.

Individually, we can achieve great
things. But when a community
bands together, we form our
strongest line of defence. With the
right team lighting the way, you can
start your career with confidence,
knowing you’re ready to take on
whatever lies ahead.

Guild Insurance and ADA NSW,
ADAVB, ADATAS and ADASA
have partnered for over 21 years

1800 810 213
guildinsurance.com.au

©|0]in]¥] f|

now to protect the future of

your profession. With us, you’ll

be shielded by a policy created
from unmatched insight into your
profession, access to legal support
from Meridian Lawyers, one of the
country’s pre-eminent professional
liability defence teams, backing
from the industry body that stands
up for Australian dentists, and so
much more.

Together, we form the network
that ensures Australian dentists
don’t have to fly solo. Get the full
picture of how you can be part
of something bigger by visiting
guildinsurance.com.au/dentist
or calling 1800 810 213 today.

@ @@ @ @» =ZGuild

VICTORIA

SOUTHAUSTRALIA

INSURANCE

TASMANIA

Don’t go it alone

Insurance issued by Guild Insurance Limited ABN 55 004 538 863, AFS Licence No. 233791 and subject to terms, conditions and exclusions. This information is of a general
nature. Guild Insurance supports ADA NSW, ADAVB, ADATAS and ADASA through the payment of referral fees. ADA NSW, ADAVB, ADATAS and ADASA are an authorised
representative of Guild Insurance. Please refer to the policy wording and policy schedule for details. DEN240809 ADA Inc Ad 04/2022
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Scope of practice

The Dental Board of Australia’s (DBA) Scope of

practice registration standard (the Standard) sets out
the requirements for the scope of practice for dental
practitioners. It states that dental practitioners must
only perform dental treatment for which they have been
educated and trained and in which they are competent.

Under the standard, you must refer a patient when the
care required is outside your scope of practice. The DBA's
Guidelines for scope of practice explain how to meet

the Standard. These documents and other resources are
available in a ‘’know your scope’ information hub on the
Dental Board’s website.




Mandatory notification

Registered health practitioners must, by law, make
a mandatory notification about a registered health
practitioner in some limited circumstances.

There are four concerns that may trigger a mandatory
notification, depending on the risk of harm to the public:

impairment;

intoxication (by drugs and or alcohol) while practising;
significant departure from accepted professional
standards; and

sexual misconduct.

For more information, contact the ADA office in your State
or Territory or read the Dental Board’s Code of Conduct and
Guidelines: Mandatory notifications about registered health
practitioners.

Continuing professional development

To ensure your skills and competency remain up to date,
you must complete a minimum of 60 hours of continuing
professional development (CPD) over a three-year CPD
cycle. However, you may only have to complete a pro-rata
number of hours depending on how far into the cycle you
start practising. The next CPD cycle is from 1 December
2022 to 30 November 2025. For more information, see
page 67.

Professional indemnity insurance

It is a requirement of practice to be covered by your own
or third-party professional indemnity insurance covering
all aspects of practice and all locations of practice (see
page 18).

Mandatory COVID-19 vaccination

Commonwealth, state, and territory governments manage
the rollout of mandatory vaccines. In some settings,
governments are mandating vaccination for specific
healthcare workers. FAQs and helpful statements for
registered health practitioners are available at ahpra.gov.au.

To learn more about the Dental Board of
Australia, the regulation of dentists and
ongoing requirements for registration, go to
dentalboard.gov.au.

Dental Graduate Handbook

Registration process

You can commence your online application within
three months of graduating. It's important to provide
as much information as you can, as your application
may be delayed if Ahpra needs to contact you for
more information. You will be notified when your
application has been assessed and is awaiting your
graduate results.

Ahpra will finalise your application for registration
once it receives your graduate results from your
education provider. It's a good idea to submit your
application as early as possible, as the end of the
year is a peak graduate period and Ahpra will be
processing a high volume of applications.

For your application to be successful you must
demonstrate that you meet the requirements for
registration (the Registration Standards) and ensure
your application is complete (e.g., all documents

are correctly certified). You may need to provide
documentation regarding health impairments,
criminal history, or how you meet the Dental Board’s
English language skills requirement.

Ahpra will notify you of the outcome of your
registration application, and, if you are successful,

will publish your name on the national register of
practitioners (published on the Ahpra and Dental
Board websites). Once your name is published on the
national register of practitioners, you can start work as
a registered health practitioner.

For more information, including a video about
how to get your application right the first time,
search for ‘Graduate Registration’ on the Ahpra
website at ahpra.gov.au. The Dental Board also
has an informative video for graduates at
dentalboard.gov.au.

Dentists must renew their registration every year.
Check Ahpra’s website for the due date. You will

be sent an email reminder by Ahpra before your
registration expires so be sure to check the public
register to confirm your details if you move. You
remain registered while your renewal application is
assessed. It is important to make honest and accurate
declarations at renewal as a random sample of dental
practitioners are audited each year.

Late applications are charged an additional late fee.
Failure to renew your registration by 31 December
means your name will be removed from the national
register and you will not be able to practise. So, if you
want to keep practising, ensure you renew on time
each year.

For more information go to dentalboard.gov.au.



Pre-employment screening

In some states and territories, there may be specific
requirements that dentists must comply with in relation
to working with children or vulnerable people.

These requirements not only vary for each state and
territory, but may also vary depending on your employer.
For example, screening may be required if:

e your state/territory requires it;

e your employer requires it;

e you work within the public health sector;

e you treat patients in a paediatric ward,

e you provide government-funded health services,
even those delivered in private practice such as the
emergency dental voucher system; and/or

e you deliver school dental services.

When applying for a position, you can ask your prospective
employer if pre-employment screening is required.

For more information, visit the Australian Institute of
Family Studies website at aifs.gov.au.

You can also contact your local ADA state or territory office
for assistance (see pages 14-17 for contact details).

Provider number

Medicare is Australia’s publicly funded healthcare system.
While it does not generally provide rebates for dental
services — dentistry is largely paid for by patients rather
than through the public purse — you must have a Medicare
Provider Number to provide services under government
programs such as the Child Dental Benefits Schedule, Cleft
Lip, and Cleft Palate Scheme, and Department of Veterans’
Affairs as well as for patients to be able to claim on their
private health insurance.

Your provider number can only be used by you for services
you have provided or if you have requested an allied dental
practitioner to provide a treatment on your behalf.

What is a provider number?

A provider number is an eight-digit sequence comprised of
six numbers, an alpha or numeric character that identifies
your practice location, and an ‘alpha check digit” at the
end. The provider number identifies who you are and the
particular location from which you practise. If you work at
a number of different locations, you will need a separate
provider number for each location. When you are applying
for a provider number you will need to advise:

e your qualification and the year and place where it was
obtained;

e the details of your Dental Board registration;

e the location/s at which you will be practising; and

e the account details into which benefits can be paid
where appropriate.

'If you work at a number of different
locations, you will need a separate
provider number for each location.'

You can't use another person's provider number, and
without a provider number, you can't treat patients under
any government scheme or for which there is a rebate. It's
important you apply for your first provider number well
ahead of your start date as this cannot be done online
(additional provider numbers can be obtained quickly once
you have your first provider number.) Longer than usual
waiting times can be expected between December and
April due to higher volumes of applications.

You will need your provider number to lodge an account
with Medicare or when you are referring a patient to a
fellow health professional or requesting diagnostic services
such as radiographs.

To find out more, go to servicesaustralia.gov.au.

Prescriber number

You must obtain a prescriber number from Medicare in
order for your patients to receive a subsidy under the
Pharmaceutical Benefits Scheme (PBS). Your prescriber
number must be quoted on every prescription you issue.
It can only be used by you. Unlike provider numbers,
you will only need one prescriber number.

To find out more, go to servicesaustralia.gov.au.

The ADA has a range of medicines information

available to members, including a PharmaAdvice
service if you need help or have questions on
medicines or prescribing. To find out more,

go to ada.org.au.




Radiation licensing

The regulatory body for radiation safety in Australia is the Australian Radiation Protection and Nuclear Safety Agency
(ARPANSA). ARPANSA is responsible for the Code of Practice and Safety Guide for Radiation Protection in Dentistry. The code
establishes the responsibilities of those involved in dental radiology, the requirements for equipment, sites, image receptors,
and film processing, and procedures to minimise exposure to ionising radiation. The code can be found at arpansa.gov.au.

State Radiation Use Licensing

Dentists may be required to hold a licence to own and/or use radiation units. Licensing requirements vary
depending on where you are based. If you are in any doubt about what is required, you should contact the

licensing authority in your state or territory.

New South Wales

Dentists do not require a user licence to take intra-oral
radiography. They do require a licence to operate or take
orthopantomograms (OPGs). They also require a licence
to operate cone-beam computed tomography (CBCT)
equipment and must provide evidence of suitable training.
Applications are normally processed within 10-14 days.

For more information, fees and application forms contact:

Environment Protection Authority (EPA) New South Wales
Phone: 131 555 (or 02 9995 5555 outside NSW)

Email: dgrp.licensing@epa.nsw.gov.au

Visit: epa.nsw.gov.au

South Australia

Dental professionals must hold a licence from the South
Australian EPA if they wish to operate ionising-radiation
apparatus.

This 'licence to use/operate ionising radiation apparatus' will
allow registered dental practitioners (within their designated
Scope of Practice) to perform:

e standard intra-oral and extra-oral views
(PAs, BWs, occlusal)
e panoramic views (OPGs); and

e cephalometry

To use CBVT, dentists/specialists must pass an exam set
or approved by the EPA.

Personal monitoring devices (radiation badges) are NOT
required for routine intra-oral dental radiology. However,
practitioners taking OPGs, Lateral Cephs, and CBVT, should
wear a monitoring device.

For more information, fees and application forms contact:

Environmental Protection Authority (EPA) South Australia
Phone: 08 8463 7826

Email: ERPARadiationProtectionBranch@sa.gov.au

Visit: epa.sa.gov.au
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Northern Territory

You must be registered as a dental practitioner with the
Dental Board of Australia under Ahpra to use intra-oral
x-ray equipment. To be licensed to use OPG or CBCT you
must provide evidence of appropriate training.

For more information, fees and application forms contact:

Northern Territory Government Department of Health,
Radiation Protection

Phone: 08 8922 7152

Email: radiationprotection@nt.qov.au

Visit: nt.gov.au and search for ‘Dental Practitioners’

Victoria

Dentists must apply for a licence to use radiation sources.
The licence authorises the holder to use specified types

of radiation for specified purposes. If you want to use

a different type of equipment than that which you are
licensed to use, you will have to apply to vary your licence.
Failure to hold the required use licence is an offence
under the Radiation Act 2005. If you are unsure whether
you require a licence, the Victorian Department of Health
encourages you to email them, prior to lodging an
application, with a description of your proposed activity to
clarify your licensing requirements.

Compliance with the Code of Practice and Safety Guide for
Radiation Protection in Dentistry is a condition of licences
issued to dentists and applicants must be familiar with these
requirements.

For more information, fees and how to use the licensing
portal contact:

Department of Health, Radiation Safety
Phone: 1300 767 469

Email: Radiation.safety@health.vic.gov.au
Visit: health.vic.gov.au/radiation/dental



Queensland

Registered dentists are not required to hold a radiation
licence to use an intra-oral apparatus.

However, all dental practitioners using laser, extra oral,
and/or CBCT dental radiation apparatus must hold an
appropriate use licence. To obtain this licence, dentists must
complete an application form (available on the website)
and pass an exam approved by Radiation Health QLD
(ADAQ runs pre-licensing courses throughout the year). You
will need to demonstrate that you have undergone both
theoretical and practical training in how to use the radiation
source safely and effectively for the type of radiation service
being offered.

Evidence of these competencies will depend on your
individual education and experience. Applicants with
dental qualifications, experience, and other attributes are
typically successful in their application. If your application
is successful and you include all the required details, you
should receive your licence within 10 business days.

For more information, fees and application forms contact:

Radiation Health, Health Protection Unit of the Department
of Health

Phone: 07 3328 9310

Email: licensing@health.qld.gov.au

Visit: health.qld.gov.au and search for ‘Dental Use Licence’

Australian Capital Territory

Dentists, dental therapists, oral health therapists and dental
hygienists must be registered with Ahpra and obtain an
ACT Radiation Licence to take intra-oral radiographs and
OPGs in the ACT.

Registered practitioners who wish to use CBCT imaging
apparatus must apply for a user licence which includes
Dental (specialist) apparatus in the source types. The
Radiation Council will require evidence to assess the level
of training, knowledge and/or experience you possess

in radiation safety with respect to dental 3D volumetric
x-ray apparatus. (NB: Training provided by equipment
manufacturers will generally be insufficient to

obtain licensing).

Dental (specialist) CBCT licensing is required in order to use
CBCT equipment, irrespective of the type of image required.
(For example, taking an OPG using CBCT equipment will
require the user to have a CBCT user licence.)

Dental practices using only intra-oral radiographic imaging
must be able to demonstrate that a minimum one-year
period of appropriate radiation monitoring has been
performed (see health.act.gov.au/businesses/radiation-
safety). Practices with OPG and/or CBCT units must
additionally have ongoing area monitoring at the
operator position.

All x-ray imaging apparatus in a dental practice in the
ACT must be registered before it can be used. Registered
equipment will be certified. It is the responsibility of the user

to ensure x-ray equipment has been registered and carries
up-to-date certification (check the date on the registration
certificate).

For more information, fees and application forms contact:

ACT Health

Phone: 02 5124 9700

Email: hps@act.gov.au

Visit: health.act.gov.au/businesses/radiation-safety

Western Australia

Dentists registered in the dental profession with Ahpra

do not require a licence to operate intra-oral, OPG, or
lateral cephalometric x-ray equipment for the purpose of
dental radiography. Dentists must hold a licence to operate
CBCT equipment. To be eligible for a licence, you must
successfully complete a recognised CBCT course, and all
images must be reported by an Ahpra-registered medical
radiologist or dento-maxillofacial radiologist.

Dentists must also hold a licence under the Radiation
Safety Act 1975 to use Class 3B and/or Class 4 lasers.

To be eligible you must have attended a recognised laser
safety course.

In addition to licence requirements, a registration is required
by the owner (registrant) of any x-ray equipment and the
premises where they are operated or stored.

For more information, fees and application forms contact:

Radiological Council

Phone: 08 9388 4999

Email: radiation.health@health.wa.gov.au
Visit: radiologicalcouncil.wa.gov.au

Tasmania

To work with radiation in Tasmania you must comply with
the Radiation Protection Act 2005 and sign the application
form available from health.tas.gov.au. Unless you are setting
up a new practice, your employer or practice principal will
need to add you as an operator to their current licence.
There is a fee to make this amendment.

CBCT use is not permitted for a registered Dentist
automatically unless they can provide evidence of
completion of an approved Radiation Safety Course to Use
Dental CBCT and evidence of completion of manufacturer
training to operate the CBCT equipment.

The Radiation Protection Unit has also published a
Justification and Referral Criteria for selection of patients for
cone beam CT. For more information go to health.tas.gov.au.

For more information, fees and application forms contact:

Department of Health and Human Services Tasmania,
Radiation Protection Unit

Phone: 03 6166 7256

Email: radiation. protection@health.tas.gov.au

Visit: health.tas.gov.au/publichealth/radiation

Section 1: Getting started 10



Once you've tried them,
you'll never want to
go without them again.

Introducing HEINE Loupes & Headlights

For a personalised fitting and demonstration contact:
info@heine.com.au | 02 9938 9500
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In some circumstances you may need to refer patients
requiring extra-oral imaging to a radiology practice.
Having a Medicare Provider Number (see page 8)
enables eligible patients to obtain a rebate for some
imaging services. MBS Online (mbsonline.gov.au)
contains the Medicare Benefits Schedule (MBS),
which is a listing of the Medicare services subsidised
by the Australian government and is updated as
changes occur.

Many radiology practices are able to take panoramic
radiographs (OPGs). The referring dental practitioner
takes responsibility for diagnostic interpretation and
must document all findings in their clinical records.

Some radiology practices employ the services of a
registered dento-maxillofacial radiologist to provide
high-quality, detailed reports, and to oversee all
dental imaging. These practices also typically offer
cone-beam imaging services, performed under close
supervision by a dento-maxillofacial radiologist.
Referring to these practices, or engaging a dento-
maxillofacial radiologist to review and report your
extra-oral radiographs and cone-beam scans, may
minimise your dento-legal risk.

All imaging requests should include full patient
details, the date of referral, the name, address and
provider number of the referring dental practitioner,
and relevant clinical details and history.

Requesting diagnostic imaging services from a radiology practice

It's important to note that dental practitioners are
able to request hand-wrist radiographs for bone age
estimation, and can also request chest and abdominal
radiographs where there are concerns regarding
suspected aspiration or swallowing of a dental
instrument, foreign body, etc. Facial bone x-rays can
also be requested in cases of suspected trauma, to rule
out fracture and embedded foreign objects.

Patients referred for cone-beam imaging by a general
dental practitioner are not eligible for a Medicare
rebate and will have to pay the full fee. (The Medicare
rebate is available for referrals from dental specialists,
performed on any CBCT units.)

Dental practice in-house extra-oral imaging

Some dental practices offer in-house extra-oral
imaging with OPG and/or cone-beam imaging services
to patients (check licensing requirements in your
state/territory).

When dental imaging is performed in the dental
practice, there is no Medicare rebate for patients.
The practitioner should consult The Australian
Schedule of Dental Services and Glossary at
ada.org.au/OSG for the item numbers to be used.

The dental practitioner takes full responsibility for
diagnostic interpretation of the imaging and quality
assurance, unless they employ the services of a
registered dento-maxillofacial radiologist.

In some circumstances, appropriately trained staff are
allowed to take radiographs. It's your responsibility
to ensure that they have adequate training and the

correct licensing.
Section 1: Getting started 12



13 Dental Graduate Handbook Van

W . ™M

Professional support

ADA

When you're taking your first steps out of university and
into a rewarding and challenging career, having someone by
your side who has seen it all before to provide advice and
support is invaluable. In your case, as a recently graduated
dentist, that's the Australian Dental Association (ADA).

The ADA has a federal body and state and territory offices.
The federal body advocates on national issues affecting
dentistry and provides an array of services, advice and
support that apply across the country. The ADA state or
territory offices are your first port of call on the issues
affecting the day-to-day practice of your profession,
face-to-face CPD, peer support and more.

The support and resources available are considerable,
offering a number of reasons to continue your ADA
membership into your professional life. Most of the
ADA's services and resources are free to members,
and these include:

® ajobs board where members post positions available
across the country;

e professional, practical advice on clinical issues,
government programs, practice management and
regulatory requirements including an HR hotline,
contract review service, medicines information and
pharmaceutical advice service;

e discounted services and exclusive benefits on items such
as professional indemnity insurance, vehicle purchases,
travel and more;

e alike-minded community of peers providing support,
advice, mentoring and professional insight via
Peer.org.au networking events and study groups;

e access to the full resources of the ADA's National Library;

e representation by the Recent Graduates Advisory Panel
which works to ensure the ADA is relevant and useful to
recent graduate members;

e an array of educational resources to aid your growth as
a dental professional in your first years of practise and
beyond, including hundreds of hours of videos, lectures,
and publications via the ADA's CPD Portal and also
events run by your local State/Territory office;

e an extensive range of best practice clinical publications
and guides, and professional news and updates via
e-newsletters, social media, and publications such as the
monthly News Bulletin and quarterly Australian Dental
Journal; and

e the opportunity to participate in raising community
awareness about oral health through promotional
activities such as Dental Health Week and providing
dental services to disadvantaged groups through grants
and volunteering.

Fees

Money may be tight in the first few years after you graduate

as you work hard to establish your career. To help you through

this time, membership rates are reduced for the first two years
after graduation while still giving you unrestricted access to the
full suite of ADA services and support.

Fees are usually payable at 30 June each year (some state/
territory offices offer monthly payment options) and include
state/territory membership as well as national representation.
Fees are paid to your local ADA office and may vary depending
on your hours of work and the state or territory in which

you live.

e




Your State/Territory ADA Office

Your State or Territory ADA office provides practical
support on a range of issues that are crucial to the
establishment and continuing practice of dentistry.

You are encouraged to contact your ADA state/territory
office with any questions you may have about issues
that affect you professionally and be aware that even
though state/territory offices largely offer the same
services, they are not identical across the country.

New South Wales/
Australian Capital Territory

As the peak body representing dentists in NSW and the
ACT, our aim is to inspire, support and empower the dental
profession to advance oral health.

We are proud of our legacy of advancing dentistry since
1929 and honoured to represent a profession that aims
to improve the health of every Australian.

ADA NSW provides professional and practice support,
education, collegiality, leadership opportunities and
robust advocacy as well as the latest news, resources
and information.

Services offered

e World-class Sydney CPD Training Centre providing
clinical lectures and hands-on workshops;

e Member rates on CPD courses and free access to
online CPD, multimedia content and podcasts;

e Local networking and CPD events through ADA NSW
Divisions and Study Groups;

e 18 months of free professional indemnity insurance with
Guild Insurance for new graduate ADA NSW members;

e Latest news, publications and access to ADA NSW
Library’s resources and research assistance;

e Confidential clinical advice and dento-legal assistance
with patient complaints, regulatory matters, audits from
private health insurers or Medicare from an experienced
ADA NSW Peer Advisor;

e Opportunity to join the ADA NSW Mentoring
program to access advice and support from an
experienced mentor;

e Profiles for new graduates in the annual
Employer’s Guide;

e Online resources for Dental Council NSW/Dental Board
of Australia/Ahpra regulatory requirements such as
licensing to operate radiological equipment and
privacy laws;

e Essential infection control and accreditation support
services;

e Referral to the on-call Human Resources and
employment advice service; and

e Access to programs supporting volunteering
and community service, such as through our
charity, Filling the Gap.

For further information please contact ADA NSW.
Phone: 02 8436 9900

Email: membership@adansw.com.au

Visit: adansw.com.au.

Join us on social media:

Instagram: @adanswbranch

Facebook: @adanswbranch

LinkedIn: Australian Dental Association NSW Branch

Victoria

The ADA Victorian Branch (ADAVB) supports members from
student to dentist and throughout their dentistry career.
Services are aimed at helping recent graduates be their best
and reach their professional potential. This includes ongoing
training and career support, advocacy and representation,
professional advice, relevant and tailored CPD and regular
networking opportunities.

Services offered

e Mentoring program for graduates in their first year of
practice;

e Career advice, resources and seminars for new
graduates;

e Career development such as the Health Sector
Leadership Program and Recent Graduate CPD Bursary;

e Significantly discounted CPD programs including Early
Clinical Essentials for recent graduates;

e Free online CPD and webinars;

e Free support and advice provided by Community
Relations Officers/professional consultants (for
Guild-insured members, including two hours of
free legal assistance) and advice on compliance and
other professional matters for all members;
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¢ 18 months of free professional indemnity insurance with
Guild Insurance for new graduates;

® Access to professional and graduate resources such
as COVID-19 management, infection prevention and
control, privacy and confidentiality, safety and quality,
and practice administration-related advice and services;

e Guide to Victorian health regulatory requirements such
as licensing to operate radiological equipment, health
records, privacy and more;

e Comprehensive professional indemnity insurance
via Guild Insurance, and cyber liability and privacy
protection insurance;

e Monthly Victorian Dentist magazine, and regular
e-news, podcasts and social media updates to stay
informed;

e ADAVB Group CPD and networking events, and regular
social events to stay connected,

e Effective advocacy and representation on issues affecting
the profession and the oral health of the community;

e Enterprise Bargaining Agreement negotiations
for members employed in public hospitals and/
or community health services. Includes a range of
conditions such as pro rata $2,000 reimbursement
of ADAVB association fees and CPD costs by the
member’s employer;

e Effective advocacy and representation on issues affecting
the profession and the oral health of the community;

* Free and confidential support and counselling on
personal and work-related issues through the LifeWorks
Member Assistance Program on 1300 361 008; and

e Opportunities to volunteer on ADAVB committees and
get involved in and support practice based research with
the eviDent Foundation.

For further information please contact ADA Victoria.
Phone: 03 8825 4600

Email: ask@adavb.org

Visit: adavb.org and evident.org.au.

Join us on social media:

Instagram @Ausdentalvic

Facebook @Ausdentalvic

LinkedIn Australian Dental Association Victorian Branch
Twitter @adavb @adavbceo @adavbpres
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Tasmania

The peak body for dental professionals in the state, ADATAS
provides a range of benefits and services to its members
with support from ADAVB.

Services offered

e CPD and training seminars;

e Discounted comprehensive professional indemnity
insurance (through the ADATAS’s insurance underwriter,
Guild Insurance);

e Guide to Tasmanian health regulatory requirements such
as licensing to operate radiological equipment, health
records, privacy, and more;

e Advice and support via the ADAVB Community Relations
Officers (for members insured with Guild);

e Advice on compliance and other professional matters;

e Representation on external bodies, i.e. Rural Health,
Aged Services Oral Health Alliance; and

e Support for recent graduates.

For further information please contact ADA Tasmania.
Phone: 03 6248 7788

Email: admin@adatas.org.au

Visit: ada.org.au/ADATAS/Home

Join us on social media:
Instagram: @adatasbranch
Closed FB group: adatasbranchinc

Northern Territory

The ADA Northern Territory office (ADANT), run by
members with support from ADA's federal office, is a group
of volunteer members who manage the administration and
also arrange CPD and networking events.

There are many employment opportunities in the Northern
Territory including public and private. If you are looking for
a career in private practice, we recommend you call the
clinic directly.

Services offered

e Discounted CPD registration for members to all CPD
courses run in the NT;

e Free study clubs for members on a bimonthly basis
with networking and social opportunities as well as
complimentary drink on arrival; and

e Biannual publication of ADANT News to stay informed.

For further information please contact ADA Northern
Territory.

Phone: 0423 909 855

Email: admin@adant.org.au

Visit: ada.org.au/ADANT

Join us on social media:

Facebook: @adanorthernterritory
Closed FB Group: NT Dental Professionals



Queensland

The ADA Queensland (ADAQ) is the professional association
for dentists in Queensland.

Our mission is to be the preferred and trusted source of
knowledge and information about oral health and clinical
practice.

Our advocacy and services aim to promote excellence in
the profession through a range of services, including the
provision of Professional Indemnity (PI) Insurance, support
and advice regarding PI claims, CPD events, dental assistant
training and dental practice advice.

Services offered

e Comprehensive Pl insurance (underwritten by QBE) with
up to 18 months free insurance for graduates;

e Member advisory and support — our dedicated team
consists of legal and health professionals (as well as a
peer panel of six general dentists and four specialists)
who are available to assist with:

° ADAQ QBE insurance claims;

e Notifications from the Office of the Health
Ombudsman;

° Notifications from Ahpra;

° Health fund audits;

° Patient complaints; and

° General advice on issues such as record-keeping,
consent process, and item numbers.

e Mentoring program for graduates in their first five years
of practice;

e Access to our Member Assistance Program (MAP) which
provides three free and confidential counselling sessions
each year along with a wealth of wellbeing resources;

e Education and Practice advisory team, which offers
a range of services that can assist with increasing
efficiency and compliance, infection control
management, reducing costs and improving overall
practice performance;

e Access to complimentary practice resources and fact
sheets;

e Dedicated CPD and education for the recent graduate
and student community;

e Discounted rates to CPD for recent graduates;

e A range of publications including our quarterly member
magazine, the Dental Mirror,

e Regular meetings of the ADAQ Recent Graduates and
Students (RG&S) Committee who report on relevant
topics and issues to ADAQ Council; and

Professional support and networking events throughout
Queensland including regional Sub-Branch meetings,
ADA Affiliated Societies and ADAQ Study Clubs.

For further information please contact ADA Queensland.
Phone: 07 3252 9866

Email: membership@adaq.com.au

Visit: adaqg.org.au

Join us on social media:

Instagram: @adaqueensland

Facebook: @ADAQueensland

Closed FB group: ADAQ Dental Community

.y

—

Section 1: Getting started 16




South Australia

Widely known and respected throughout the state, ADA SA
represents dentists wherever they practise.

Services offered

e HR Advisory Service Hub;

e News, publications, resources, and a weekly email
newsletter for dentists;

¢ Discounted registration to selected CPD and business
and personal development courses;

e Certificate of Membership;

e PharmaAdvice — Medicines Information;

e Recognition of Service awards;

e Patient dispute resolution handled by a dedicated
Community Relations Officer (CRO);

e Peer Advisor;

e Mental Health Support Program;

e Professional Indemnity insurance through Guild
Insurance;

¢ Infection Control Assessment Programs and
support service;

e Practice Accreditation support service;

e Regional member engagements; and

e (CPD, social activities and networking events.

For further information please contact ADA South Australia.
Phone: 08 8272 8111

Email: admin@adasa.asn.au

Visit: adasa.asn.au

Join us on social media:

Instagram: @adasouthaustralia

Facebook: @adasainc

Closed FB group: Australian Dental Association
SA Branch Inc.
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Western Australia

With the vast majority of Western Australian dentists and
dental specialists across the private and public sectors as
members, the ADA Western Australia office (ADAWA) is
recognised as the voice of dentistry in the state.

Services offered

e Arange of CPD events including full-day, half-day,
dinner lectures and hands-on courses as well as specific
recent graduate complimentary courses, such as the New
Practitioner Program and annual ADAWA/Dental Protection
Limited (DPL) Young Dentists Conference;

e Podcasts and online media;

e Comprehensive professional indemnity insurance via
ADAWA, underwritten by MDA National Insurance
(MDAN);

e |f indemnified with DPL/MDAN Insurance through ADAWA:
advice and management of any complaints, regulatory
matters such as the WA Health and Disability Services
Complaints Office (HaDSCO) and Ahpra investigations,
health fund audits and legal claims;

e Access to a range of professional risk management
educational resources and complimentary public and
product liability insurances through Dental Protection
Limited,;

e Complimentary access to Mediref secure encrypted
messaging;

e Advice on human resources and industrial relations issues;

e Coordination of the Australian Dental Health Foundation
and other ADAWA-affiliated volunteerism organisations;

e Monthly member magazine with information on
contemporary issues, CPD events, personal interest stories
and dental-related events in WA;

e Bimonthly general meetings with a complimentary meal
and guest speaker;

e Variety of member social events;

e Complimentary practice visits for practice accreditation and
infection control advice;

* A range of corporate member benefits;

e Discounts on ADAWA venue hire;

e Jobs board for member employment opportunities; and

e  ADAWA publications, i.e. medication-related osteonecrosis
of the jaw (MRONJ) booklet, radiology booklet.

For further information please contact ADA Western Australia.
Phone: 08 9211 5600

Email: adawa@adawa.com.au

Visit: adawa.com.au

Join us on social media:

Instagram: @adawa_perth

Facebook: @adawaoralhealth

LinkedIn: Australian Dental Association WA



Protecting yourself

Starting out as a graduate dentist is an exciting time, but
it also means you face a number of new challenges and
risks. To ensure your future is a bright one, it's important
to protect yourself against these risks and learn to use
appropriate risk-management strategies.

This section covers the types of insurance available and

what they cover. Later in the handbook, we also discuss
some of the other major risks you will face and suggest
simple strategies to protect yourself. These include:

e maintaining patient records — see page 49
® managing patient complaints — see page 50
e your wellbeing — see page 52.

Types of insurance

One of the key ways to protect yourself when you begin
working as a dental practitioner is to hold appropriate
insurance cover. Good insurance protects you against many
of the risks you may encounter as your career progresses.
These don't just relate to patient complaints or litigation,
but also include injuries that leave you unable to work for
a short period, or even permanently disabled and unable to
work at all.

Although this may seem an unlikely possibility, taking out
insurance protection against some of the problems you may
encounter throughout your career and personal life can be
a smart financial move in the long term.

There are five main types of insurance protection graduates
should consider, although professional indemnity insurance
is mandatory for registration as a dental practitioner.

1. Professional indemnity insurance

Professional indemnity (Pl) insurance provides you with
comprehensive protection against claims for financial loss,
personal injury or property damage arising from your act,
error or omission when providing a professional service
covered by the policy. These policies also provide patients
with protection, as they can seek compensation regardless
of your financial situation.

Pl insurance is compulsory for most professionals such as
accountants and lawyers and the same goes for dental
practitioners who are required to hold a suitable policy

in order to register and practise as a dentist. As a dental
professional, Pl insurance provides you with peace of mind
that you are protected from the significant costs following
a legal claim or dispute.

Your Pl insurer also manages many of the legal issues with
a claim, saving you time and money.

Price is not the only consideration when it comes to Pl
insurance. Some policies have CPD requirements or charge
extra for high-risk procedures. Carefully read the policy
documents to work out what each policy covers and ask
other dentists which provider they use.

ADA state and territory offices have arrangements with PI
insurance providers, and although there are many options
your branch has researched and selected a quality product.

For more information, contact your local ADA state/territory
office to discuss your personal circumstances.

Remember

Your Pl insurance policy must comply with
Dental Board of Australia Registration
Standards to retain your registration. For
more information, go to dentalboard.gov.au.
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State ADA affiliated Pl insurer Further resources Pl offer for new graduates*

NSW | Guild Insurance guildinsurance.com.au/dentists Free for first 18 months
ADAQ PI Insurance . .

Id . adaq.org.aul/insurance Free for first 18 months

Q (underwritten by QBE) q-019

Vic Guild Insurance guildinsurance.com.au/dentists Free for first 18 months

SA Guild Insurance guildinsurance.com.au/dentists Free for first 18 months
ADAWA (underwritten by MDA

WA . (u ! v adawa.com.au Free for first 18 months
National Insurance)
DPL (underwritten by ) . :

NT _ dentalprotection.org/australia Free for first 18 months
MDA National Insurance) P ’ gradstral I

Tas Guild Insurance guildinsurance.com.au/dentists Free for first 18 months

ACT Guild Insurance guildinsurance.com.au/dentists Free for first 18 months

*The free period is available for a fixed period from 1 January following your graduation and expires 18 months later on 30 June.

If you take up Pl insurance part way through that time, the free period will be reduced.

2. Life cover

Life cover is also known as 'term life insurance' or 'death
cover' and it pays a set amount of money when the insured
person dies. The money from life cover goes to the people
you nominate as beneficiaries in your policy.

As a new graduate, this may sound like something you
don’t have to worry about, but life cover provides important
protection to pay for things like your accumulated debts,
your children’s future childcare and education costs, and
providing a comfortable income for your family to live on if
you pass away.

Life cover is guaranteed renewable, so it will only stop
if you cease paying the premiums. It can also be much
cheaper to start a policy when you are young.

3. Income protection insurance

Unlike Pl insurance, income protection insurance is not
mandatory. This form of insurance compensates you for
periods when you are unable to work due to illness or
injury, either temporarily or permanently, to help pay your
bills and financial commitments. In addition, the premiums
are tax deductible, unlike the other personal insurances.

Following a successful claim due to illness or injury, these
policies provide you with a monthly payment until such
time as you are able to return to work or the end of the
benefit period. Payments are usually equal to up to 70%
of your normal income. Insurers all use different definitions
to decide whether you are eligible to claim, so you need to
check these carefully.
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4. Total and permanent disability insurance

Total and permanent disability (TPD) insurance is usually
purchased as part of a package with life cover and can be
used to create a financial safety net if you become seriously
ill or suffer a major injury that leaves you permanently
unable to perform your job.

Unlike income protection policies, TPD insurance only
pays a benefit if you are totally and permanently disabled.
This is usually defined as not being able to work again in
any occupation, or being unable to work in your usual
occupation.

These benefits can pay for rehabilitation, repayment of your
debts and your future cost of living.

5. Trauma insurance

Trauma or critical illness insurance provides a lump sum to
help you with your medical expenses and clear debts if you
suffer a major medical trauma. The conditions covered by
this type of insurance vary between policies but generally
cover things like cancer, heart attack, major head trauma,
terminal illnesses, stroke and occupationally acquired HIV.

Trauma policies pay a set amount that can be used for
expenses such as medical costs not covered by your health
insurance, ongoing costs of therapy and special transport,
debt repayment, or necessary renovations to your home
due to your illness or injury.




Where to get insurance protection
Insurance policies are readily available from:
Insurance companies

Many large insurance companies offer 'life cover’ packages
and these include common policies such as life insurance,
income protection and TPD cover. They can generally be
purchased directly from the insurer or their agents. Most
insurers’ websites will provide an online quotation for these
policies, based on factors like your gross annual income and
how much you want the benefit amount to be if you suffer
an illness or injury.

Many internet-based financial comparison sites allow
you to compare life cover policies and buy cover directly
through their websites, e.g. canstar.com.au or
comparethemarket.com.au.

Finance professionals

Both insurance brokers and financial planners can assist you
to purchase the right type and level of insurance protection
for your personal situation. These professionals can be

very helpful when it comes to finding the right policy

and organising any necessary medical tests or application
documents. Alternatively, the default cover offered by super
funds can be competitively priced with these policies and
may be cheaper.

For more information about insurance brokers, or to find
one specialising in this area, check the National Insurance
Brokers Association website needabroker.com.au.

To find a qualified financial adviser close to you, use the
Financial Planning Association of Australia’s finder tool at
fpa.com.au.

Superannuation funds

Most superannuation funds provide insurance as one of
the services they provide to their members. A key benefit
of getting insurance through your superannuation fund is
that these policies are usually much more affordable, as the
funds can negotiate a good deal with insurance companies
for 'bulk buying'.

Details of the insurance offered by a superannuation fund
are usually listed on their website or in the documentation
you receive when you join a fund. Most superannuation
funds offer their members automatic cover for death and
TPD insurance, meaning you do not have to undergo a
medical test. Premiums for insurance taken out through
your superannuation fund are paid from the regular
contributions your employer makes on your behalf into the
fund. This means you don’t have to find the money to pay
the annual premium from your pay packet.

For more information about superannuation, see page 23.

Becoming a contractor

As a new graduate, it is unlikely that you will be working

as an independent contractor or be in a position to enter

into a services and facilities agreement where you operate
an independent business within a practice. See ‘Range of

employment contracts’ on page 26 for more details.

Should you decide in the future to take up an independent
business arrangement, the section below explains some of
the key things that you will need to do.

Australian Business Number

The Australian Business Number (ABN) is a unique 11-digit
identifying number you will need to use when you are
dealing with the Australian Taxation Office (ATO) and other
government departments and agencies. If you choose

to work as a contractor, you will need an ABN to access
various concessions and comply with your tax obligations.

You will need an ABN to:

e operate in the GST system, including claiming GST credits;

e avoid pay as you go (PAYG) tax on payments you receive
for your work;

e confirm your business identity to others when ordering
and invoicing; and

e connect to Manage ABN Connections or get an AUSkey
to transact online with government agencies.

You can choose to operate and pay tax as an individual

‘sole trader’, or as a company, trust or partnership. If

you are interested in operating as one of these business

structures, seek professional advice from a registered tax

agent or accountant about the benefits and drawbacks of

this approach.

You can apply for an ABN and AUSkey electronically
through the Australian Business Register (ABR), with a paper
application available by phoning the ABR on 13 92 26, or
through your registered tax agent or accountant.

Register a business name

Many contractors choose to operate using a business
name and if you do, you will need to apply for a registered
business name with the Australian Securities and
Investments Commission (ASIC) at asic.gov.au. To apply for
a registered business name you will need to have applied
for or have an ABN. You can carry on a business in your
own name without registering a business name if you do
not change or add anything to your name.

For example, John Smith does not have to register a name
to trade as ‘J Smith’ or ‘John Smith’, but he does to trade as
‘John Smith Dental Services'.

If you plan to run your contracting business through a
company, you will need to register your company and

get an Australian Company Number (ACN) and a Director
Identification Number before you can get your ABN and tax
registrations. You can do this at asic.gov.au.
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Taxation

Although starting work as a dentist and earning money is
great, it also brings with it the responsibility of regularly
paying tax. If you are an employee at a practice, much

of this will be taken care of by your employer, but if you
work as a contractor or under a services and facilities
arrangement, this responsibility falls on you.

If you choose to operate your business as a sole trader,

you can use the same Tax File Number (TFN) for both your
business and personal dealings with the ATO. If you don't
have a TFN, you will need to apply for one. To find out how,
go to ato.qgov.au/individuals.

Contractors who use a company, trust or partnership will
need to apply for a separate TFN to lodge a tax return.

Even though most dental services are GST-free, you may still
need to register for GST if you want to claim for the tax you
pay on any goods or services you purchase for your work.
Check with an accountant or tax agent to see if this will be
necessary in your situation.

For more information about taxation matters, contact the
ATO on 13 28 65 or check out the ATO website ato.gov.au.

Medicare

Medicare benefits are partly funded by taxpayers, who
pay a Medicare Levy of 2% of their taxable income. Your
Medicare Levy obligation will be calculated from the
information you provide in your tax return.

In addition, there is also a Medicare Levy Surcharge (MLS)
which will be 1%, 1.25% or 1.5%, if your income for MLS
purposes is above the base income threshold and you and
your dependants do not have an appropriate level of private
patient hospital cover.

For 2022-23, the base income threshold is $90,000 for
singles and $180,000 for families.

The ATO's website ato.gov.au has a Medicare levy calculator
you can use.

Resident tax rates for 2022-23

Tax deductions

Some of the costs you incur as part of your professional
role are eligible for a tax deduction. It's important to keep
receipts, invoices and other formal documents to support
your claims for tax deductions. The ATO requires original
documents and records to be kept for a five-year period
and you will also need them if you are audited.

Examples of common tax-deductible expenses include:

e Australian Dental Association fees;

e Car expenses — There are two methods (cents per
kilometre or logbook) for determining how much you
can claim, depending on how many kilometres you
travel each year for work purposes;

e Compulsory uniforms and protective clothing -
This includes loupes, protective glasses and clinic coats;

e Continuing Professional Development — Course
attendance, journal subscriptions, dental literature and
library memberships;

¢ Travel expenses associated with work — Meals and
accommodation (subject to meeting ATO requirements);

¢ Income protection insurance — Consult your tax
agent to find out whether all or part of your premium is
deductible;

¢ Tools and equipment;

¢ Home office expenses — Computers, software and
consumables used for the purposes of work;

e Depreciation on assets — Until 30 June 2023, business
entities can immediately deduct the business portion
of most depreciating assets under the Temporary Full
Expensing rules. Employees can only immediately deduct
assets costing $300 or less. Any assets above $300 must
be claimed over its effective life in years. See your tax
adviser for details or go to ato.gov.au;

e Mobile phone bills — You can only deduct costs in
proportion with how much you use the phone for work.
For example, if you use the phone half the time for work
and half the time for private purposes, you can deduct
half the cost;

Taxable income Tax on this income

0-$18,200 Nil

$18,201 — $45,000

19 cents for each $1 over $18,200

$45,001 - $120,000

$5,092 plus 32.5 cents for each $1 over $45,000

$120,001 - $180,000

$29,467 plus 37 cents for each $1 over $120,000

$180,001 and over

$51,667 plus 45 cents for each $1 over $180,000

Source: Treasury Laws Amendment (Personal Income Tax Plan) Bill 2018 & Budget Measures Budget Paper No. 2 2019-20

The above rates are correct as at 19 July 2022. They do not include the Medicare levy of 2%.
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¢ Donations and gifts;

e Accounting and taxation services; and

e Superannuation contributions — Your contributions
made personally may be deductible.

For more information about taxable income and tax

deductions, check out the information on the ATO’s website

at ato.gov.au.

Tax tips

e Ensure your employer is withholding enough
tax from your salary so you are not left with
an unexpected tax bill.

If you have more than one employer, tax may
need to be withheld at a different rate for
your second job. Talk to your accountant or
tax agent to find out more.

Advise your employer of any Higher
Education Loan Program (HELP) or student
supplement loans so that the repayment
amount is withheld from your salary.

If you are unsure about your tax obligations
or deductible expenses, seek help from an
accountant, tax agent or the ATO.The ATO's
website is a great place to start.

Invoicing

If you decide to start your career as a contractor, you may
be required to issue invoices to your new patients for
payment. The ATO has strict rules around the information
that must be included on a valid invoice and it's important
to include all the following:

e identity of the service supplier (e.g. your business or
trading name) at the top;

e your ABN near your identity information;

e date of issue of the tax invoice;

e the words ‘Tax Invoice’;

e invoice number close to the words "Tax Invoice’,

e patient’s name for invoices costing $1,000 or more;
e description of the goods and services provided;

e amounts payable;

e indication the goods and services are GST-free; and
e total amount.

Although you don’t include GST in the price, as dental
services are GST-free (except for non-compulsory services,
i.e. cosmetic services), you can still claim credits for the GST
included in the price of any purchases used to make your
GST-free sales.

For more information about how to set out an invoice,
check out the ATO’s information at ato.gov.au.

Higher Education Loan Program
(HELP)

Many students take up the government’s offer of financial
help to undertake their studies, but once you are in the
workforce, the ATO will start looking closely at your income
to recoup some of the loan. When your income exceeds the
repayment threshold, compulsory repayments will be made
from your salary through the tax system.

2022-23 repayment income/rates for HELP

Repayment income Repayment rate

Below $48,361 Nil

$48,361 — $55,836 1.0%
$55,837 — $59,186 2.0%
$59,187 — $62,738 2.5%
$62,739 - $66,502 3.0%
$66,503 - $70,492 3.5%
$70,493 - $74,722 4.0%
$74,723 - $79,206 4.5%
$79,207 — $83,958 5.0%
$83,959 - $88,996 5.5%
$88,997 — $94,336 6.0%
$94,337 - $99,996 6.5%
$99,997 - $105,996 7.0%
$105,997 - $112,355 7.5%
$112,356 — $119,097 8.0%
$119,098 — $126,243 8.5%
$126,244 - $133,818 9.0%
$133,819 - $141,847 9.5%
$141,848 and above 10%

Source: studyassist.gov.au
The above rates are correct as at 19 July 2022.

You should always seek advice from a
registered tax agent prior to acting in regard

to any financial information contained in
this publication.

Your repayment amount is based on your repayment
income, which is calculated using a combination of your
taxable income, reportable fringe benefits, total net
investment loss (including net rental losses), reportable
superannuation contributions and any exempt foreign
employment income amounts.
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If you have a HELP or student loan, you must advise

your employer when you start work, as under the pay as
you go (PAYG) withholding system they are required to
withhold an additional amount from your salary to cover
your compulsory repayment. You can do this by ticking

the relevant box on the Tax File Number Declaration form
when you start a new job, or by completing a Withholding
Declaration form if you are already working and being paid.

Superannuation

Superannuation is a way to save for your retirement using
money paid into your fund by either your employer or by
yourself from income, savings, an inheritance, etc. Employer
contributions are paid directly to the fund and forms part
of your total salary package. In some circumstances the
government will even top up your savings through a
co-contribution or low-income super contribution.

For more information about government contributions
to super, check out ASIC's Moneysmart website at
moneysmart.gov.au.

If you are employed in a practice, your employer is required
to pay a minimum amount of superannuation to your
chosen super fund. This is called the Superannuation
Guarantee (SG) and is calculated based on a percentage of
your wages and salary. From 1 July 2022, the percentage is
10.5% and will rise by 0.5% every year until it reaches 12%
on 1 July 2025. There are some situations where SG is not
payable such as overtime hours and parental leave. These
contributions from your employer are invested by the super
fund and grow over time, so by retirement you will have a
good nest egg to live on.

In addition to your employer’s compulsory contributions
into your super fund, you can also make additional
contributions, which will reduce your taxable income and
allow you to pay less income tax.

To make additional contributions, you can request your
employer to ‘sacrifice’ some of your salary by directing
it into your super fund. Another option is to contribute
to your super fund using your take-home pay and
subsequently claim the amount as a tax deduction on
your tax return.

There are strict rules and limits around these types of
arrangements and not all employers are prepared to offer
salary sacrificing, so it's important to discuss this strategy
with your employer and a financial planner or tax agent
before setting one up.
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Superannuation and self-employment

Generally, contractors are responsible for their own
superannuation contributions, so you need to think about
making regular contributions of your own to ensure you
have sufficient savings for your retirement.

There can also be valuable tax benefits from making super
contributions, as you can claim a tax deduction for your
super contributions. From 1 July 2022, the concessional
contribution limit is $27,500.

For more information, see the ATO’s video on super for the
self-employed at ato.gov.au/individuals.

Choosing a superannuation fund

Most people can choose the superannuation fund where
they would like to direct their super contributions. If you
want to choose your super fund, fill in the ATO’s Standard
Choice Form (ato.gov.au) and give it to your employer. If
you have several employers, tell each of them the name of
your fund so all your contributions are directed to the same
fund and you don’t pay multiple fees. When you are self-
employed, you can select your own super fund and make
contributions directly.

When selecting a super fund, don't just look at the fees.
Consider factors like:

e number of investment options;

e investment performance over the long-term
(10 years);

e level of insurance cover;

e quality of service offered; and

e extra benefits provided to members.

Superannuation is a complex area and there is lots to
learn, so it's worth doing some homework as these
savings will have a big impact on how much you enjoy
your retirement years. It's worth seeking advice from your
super fund or a qualified financial planner to ensure your
super arrangements are appropriate for both your current
circumstances and the life you would like to lead

in retirement.

ASIC’s Moneysmart website is a great place to
start learning more about super. For more, go to
moneysmart.gov.au.




A Recent Graduate’s Perspective:

Transitioning from dental graduate
to dentist: A mindset shift

Graduating from dental school is one of the most
exciting accomplishments in a person’s life. It not only
represents the culmination of all the hard work and
investment of time and money in order to get qualified,
it is also a shared achievement for all the friends,
family, and colleagues who have supported you along
the way; so, celebrate and be proud!

Once the excitement has ebbed, remember it's
completely normal, on your first day as a fully qualified
new graduate dentist, to feel nervous on seeing your
very first patient and not have a supervisor checking
your prep or final restoration. Please don't stress —
what's more important during this critical transition
phase is to begin thinking about what kind of dentist
you want to become or the kind of dental career you're
after. After graduation, it's easy to get lost in working
the 9 to 5 because you're not sure what's next or you
feel overwhelmed by the myriad of possible paths at
your disposal. Don't let it overwhelm you; rather think
about the kind of dental career you'd like to have
(including public/private practice), how many days a
week you'd like to work, whether you’ll undertake
specialist training or even what type of procedures
constitute your ‘Ideal Dental Day’. Starting with an

end in mind will allow you to focus on exactly where
you'd like to be in the next 5-10 years and make better
decisions as new opportunities arise.

Whilst dental school provides you with the
foundational skills to treat patients safely, your dental
education must continue through your practising career
through CPD. One important tip I'd share is to make a
bucket list of all the CPD courses or programs you'd like
to do and begin planning in which areas you'd like to
start. A great start is any course that teaches patient
communication, diagnosis, and treatment planning as
well as case selection as these are the three key areas

where graduates struggle the most. When you first get
started in practice, CPD is a great way to keep learning.
Leverage the CPD available online from the ADA CPD
Portal (a great resource that is included in your ADA
membership!). Many of the comprehensive CPD courses,
however, do cost money and it's important to think
about how you will budget for this in alignment with
your stated goals.

Be mindful that you will spend the majority of your
time in a dental chair with just your dental assistant
and patient so, to avoid any sense of isolation, don’t
forget to socialise, network, and associate with other
colleagues where you can.

Mentorship is especially useful for new and recent
graduates as it gives you the confidence you need

to tackle something new for the first time. Having

an experienced clinician in your corner to guide you
and even teach you how to execute a procedure
successfully is how we can fast track our growth. Some
practices offer mentoring programs, or you can try
accessing mentoring support from your local ADA
state/territory office. You can also contact nearby
specialists and ask if you can shadow them for a day.
Always remember you belong to a global community
of dentists online and never be afraid to reach out to
other dentists for guidance and advice.

One thing that is rarely talked about is the importance
of prioritising balance and good self-care habits

in your career to support good mental health and
prevent early career burnout. Dentistry by nature can
be a stressful job and it's vital you have the necessary
tools and support systems to help you overcome the
inevitable challenges, struggles, and obstacles that
stand in the way of your own successful and fulfilling
dental career. Prioritise regular exercise and social
activities, find some great hobbies outside of dentistry
And never be afraid to seek support from your friends,
family or colleagues, or GP. Another great resource is
Dental Practitioner Support, a free, confidential, 24/7
hotline for dental practitioners funded by the Dental
Board of Australia, and run by Turning Point to support
you when times are tough (see page 55).

Dentistry is a very rewarding career and despite
some of the short-term challenges you may face,

it's important to take a long-term view. As a recent
graduate three years into my career, my goals are
constantly evolving and changing, and while you
might make some mistakes at the start, you have
plenty of time to learn and grow and use any lessons
you've learned to be the best dentist you can be.

Dr Kaejenn Tchia
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advice and guidance from our Dental Protection advisory team,
each podcast helps you avoid common dentolegal pitfalls and provide high-quality
dental care. Our experts explain how you can mitigate risk to keep yourself, your
team and your patients safe, and provide them the best dental care possible.
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Bite sized advice
to reduce your risk
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When managing
risk matters most

RiskBites is our series of short
‘bite-sized’ podcasts discussing
dentolegal risks and issues
affecting dental practitioners
across Australia.

Our latest series RiskMatters is all
about managing risk when it matters
the most. Throughout the series we
will be taking your feedback and
queries and putting them to leading
industry experts to answer.
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There are many
sides to every story

There are many sides to
a story. Our CaseMatters
series takes a deeper dive
into real life case studies
and discusses the
learnings behind them.

Subscribe and listen today

dentalprotection.org/australia/podcast

DPL Australia Pty Ltd (“DPLA") is registered in Australia with ABN 24 092 695 933. Dental Protection Limited (“DPL”) is registered in England (No. 2374160) and along with DPLA is part of the Medical Protection
Society Limited (“MPS”) group of companies. MPS is registered in England (No. 00036142). Both DPL and MPS have their registered office at Level 19, The Shard, 32 London Bridge Street, London, SE1 9SG. DPL
serves and supports the dental members of MPS. All the benefits of MPS membership are discretionary, as set out in MPS’s Memorandum and Articles of Association. “Dental Protection member” in Australia means
a non-indemnity dental member of MPS. Dental Protection members may hold membership independently or in conjunction with membership of the Australian Dental Association (W.A. Branch) Inc. (‘“ADAWA”).
Dental Protection members who hold membership independently need to apply for, and where applicable maintain, an individual Dental Indemnity Policy underwritten by MDA National Insurance Pty Ltd (“MDANI”),
ABN 56 058 271 417, AFS Licence No. 238073. MDANI is a wholly-owned subsidiary of MDA National Limited, ABN 67 055 801 771. DPLA is a Corporate Authorised Representative of MDANI with CAR No. 326134.
For such Dental Protection members, by agreement with MDANI, DPLA provides point-of-contact member services, case management and colleague-to-colleague support. Dental Protection members who are also
ADAWA members need to apply for, and where applicable maintain, an individual Dental Indemnity Policy underwritten by MDANI, which is available in accordance with the provisions of ADAWA membership. None
of ADAWA, DPL, DPLA and MPS are insurance companies. Dental Protection® is a registered trademark of MPS. Before making a decision to buy or hold any products issued by MDANI, please consider your personal
circumstances and the Important Information, Policy Wording and any supplementary documentation available by contacting the DPL membership team on 1800 444 542 or via email.
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As an employee you work under the control of the
employer in terms of work hours, nature of the work you
perform, equipment used and the staff involved.

Most salaried arrangements are full-time, but permanent
part-time positions are sometimes offered, so you need
to check before agreeing to take on a position. It's also
important to discuss with your employer if the salaried
arrangement includes a trigger for renegotiation in the
future to reflect your growing skills and competence, as
well as any increase in patient numbers you achieve.

It is standard practice for you to sign a work agreement

or ‘'employment contract’ that outlines your employment
status (full-time or part-time) and the conditions of

your employment with the practice. Even though you

are signing a ‘contract’, this does not make you a self-
employed independent contractor. You are still entitled to
all the normal benefits received by employees such as paid
annual leave, sick leave, long-service leave, superannuation
contributions and workers’ compensation protection.

Graduates signing an “employment contract’ should ensure
they retain all their employment rights and are not coerced
into signing an independent contractor’s agreement where
they lose their entitlements as an employee. (For more
information, see 'Watch out for sham contracts' on page 31.)

2. Retainer and commission — Under this arrangement
you are still an employee, but instead of a fixed salary

you receive a retainer (such as a base hourly rate) plus
commission payments based on the revenue you generate,
less expenses like laboratory fees. Commissions are usually
in the range of 30% to 40% (including superannuation),
and depend on your level of expertise, patient demand and
potential other costs.

This can be an option for graduates after a year or two in a
practice, as by then you will have built up your speed and
professional skills and can earn sufficient commission to
make it worthwhile. However, during your initial learning
period in the workforce, your skills are unlikely to be
sufficiently developed to make this option more lucrative
than being remunerated only by way of annualised salary.

3. Casual employee — Casual engagements are becoming
more commonplace in the dental profession and are paid a
higher hourly rate than a full-time or part-time employee.
This is called casual loading and is to compensate casuals
for not receiving certain employment benefits available to
full-time and part-time employees, such as paid sick leave
and paid annual leave.

If you are offered casual employment by a practice your
employment contract should clearly state this, together with
the casual loading.

As there is often less security with casual employment and
no guarantee of being provided work, the ADA does not
encourage new graduates seek these types of engagements
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and recommends they seek permanent part-time or
full-time employment wherever possible.

Range of contractor agreements

The ADA believes new graduates should only be engaged
by a dental practice through a traditional employment
arrangement (i.e. offered an employment contract), but
some practices prefer to offer contracting agreements.

The ADA's position is that a contracting agreement should
only be offered to experienced dentists working as self-
employed independent contractors. If a new graduate is
offered this form of engagement by a dental practice, the
ADA suggests asking if an employment contract is available,
or encouraging the proprietor to speak to the ADA's

HR Advisory Service for information on the correct legal
position in relation to graduate employment.

Common engagements for self-employed independent
contractors in the dental profession include:

1. Independent contractor agreement — As an
independent contractor, you are self-employed and viewed
as a separate business entity from the dental practice. Most
contractors operate as either a sole trader or a company, so
they face all the normal tax and accounting obligations of a
small business.

As a self-employed independent contractor, you can
choose the hours you want to work, but you will need

to provide for your own insurance, sick pay and holiday
pay. Depending on the individual practice, you may be
responsible for providing your own equipment and will not
have access to employee entitlements such as workers’
compensation cover, administration and materials.

Self-employed independent contractors do not always
receive a guaranteed level of income, so while this form of
engagement gives you more freedom to select your own
hours, it can be very challenging when you first enter the
dental profession.

2. Services and facilities agreement (SFA) — Under

these engagements you are essentially operating a small,
independent business within another dental practice

and are viewed as a separate business entity by the ATO.
Although similar to a self-employed independent contractor
agreement, a SFA requires you to pay the practice an
agreed percentage of the fees, or a set fee, of what you
earn to compensate for use of the practice’s administrative
services and professional facilities.

SFA engagements are becoming increasingly popular with
dental practices as they offer significant tax benefits. For
new graduates, however, they mean you are responsible for
all the accounting and legal responsibilities facing a small
business owner. Before signing this type of agreement, it is
essential you get appropriate legal and accounting advice
to ensure you fully understand the benefits, risks and
obligations of a SFA engagement.



It's important to be familiar with and prepared for being
offered these types of engagement before commencing
your job search. If you accept a SFA engagement or one as
a self-employed independent contractor, you will need to
hold an Australian Business Number (ABN) at the very least.
You may also be required to register a company with an
ACN and have a sole trader and/or company structure in
place prior to accepting the engagement

Employee or contractor?

For new graduates, it can often be difficult to tell whether a
practice is offering to engage them as an employee or as a
self-employed independent contractor.

A key difference between the two types of engagement is
an employee works in the business and is part of it, while
a self-employed independent contractor runs their own
business supplying a service to the practice.

Question

Does the worker issue invoices through an independent business
or corporation (e.g. does the worker have an ABN or ACN and
issue an invoice)?

To understand whether you are being engaged as an
employee or a self-employed independent contractor,
you need to look at the terms of the work arrangement
you are being offered. Unfortunately, there is no single
test that determines whether you are an employee or a
self-employed independent contractor, but the questions
in the table below can help provide some guidance.

If you are uncertain about what type of
engagement you are being offered, or if you
would like more information about the terms and
conditions of a particular engagement, contact

the ADA HR Advisory Service and they will be
happy to explain contract conditions to you.

Call 1300 232 462 or email hrhotline@ada.org.au

Yes

Indicative of independent
contractor

\\[o)

Indicative of employment

Does the business exercise control over what work is to be
performed by the worker and how it is to be performed
(either by way of face-to-face control or through the
requirement to comply with policies or instruction manuals)?

Indicative of employment

Indicative of independent
contractor

Is the worker able to delegate work to another person (e.g.
can they sub-contract or arrange to have the work performed
by someone else, or are they required to actually perform all
of the work personally)?

Indicative of independent
contractor

Note: If this ability to delegate
is unlimited and unconditional,
this will be a strong indication
that the worker is an
independent contractor.

Indicative of employment

Is the worker required to wear a uniform bearing the business
name/logo?

Indicative of employment

Indicative of independent
contractor

Does the worker have a high level of discretion and flexibility
as to how they perform the services?

Indicative of independent
contractor

Indicative of employment

Is the worker required to provide their own equipment and
tools (particularly expensive items of equipment)? Does the
worker bear the expenses of maintenance and operation?

Indicative of independent
contractor

Indicative of employment

Is the worker able to refuse work offered to them by the
business?

Indicative of independent
contractor

Indicative of employment

Is the worker permitted to perform similar work for others?

Indicative of independent
contractor

Indicative of employment

Does the business have the right to the exclusive services of
the worker?

Indicative of employment

Indicative of independent
contractor

Is the worker’s performance managed by periodic reviews
(e.g. annual performance appraisals)?

Indicative of employment

Indicative of independent
contractor
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Question

Is the worker subject to day-to-day direction by a manager or
supervisor?

Yes

Indicative of employment

No

Indicative of independent
contractor

Are weekly hours and times of work set by the business?

Indicative of employment

Indicative of independent
contractor

Does the worker receive payments for sick leave, annual leave
and long-service leave?

Indicative of employment

Indicative of independent
contractor

Is the worker remunerated on the basis of task completion
(e.g. a fixed sum on completion of a task, for example the
volume of timber delivered)?

Indicative of independent
contractor

Indicative of employment

Is the worker contracted to achieve a specified result?

Indicative of independent
contractor

Indicative of employment

Does the worker carry their own insurances?

Indicative of independent
contractor

Indicative of employment

Does the worker provide his own place of work
(e.g. home office)?

Indicative of independent
contractor

Indicative of employment

Is the worker reimbursed for expenses incurred in the course
of performing the work?

Indicative of employment

Indicative of independent
contractor

Is the worker engaged on a continuing basis?

Indicative of employment

Indicative of independent
contractor

Does the worker have any exposure to commercial risk? Does
the worker have the ability to make a profit or loss in the
performance of the contract (including creating goodwill)?

Indicative of independent
contractor

Indicative of employment

Does the worker render tax invoices and file GST returns
(e.g. does the worker have an ABN)?

Indicative of independent
contractor

Indicative of employment

Is the worker offering the services on their own behalf (e.g.
without their own business name, company or entity name)?

Indicative of employment

Indicative of independent
contractor

Does the worker only take leave or re-arrange his/her hours
of work when he/she has the employer’s permission?

Indicative of employment

Indicative of independent
contractor

Is the remuneration paid weekly or fortnightly, rather than on
completion of the job?

Indicative of employment

Indicative of independent
contractor

Is the worker forbidden to engage his/her own employees to
do work he/she is performing for you?

Indicative of employment

Indicative of independent
contractor

Do you pay the worker regularly without the submission of
an invoice or statement from the worker?

Indicative of employment

Indicative of independent
contractor

Even if the worker provides the practice with an ABN

(in their own name) or an invoice for payment, legally they
may still be deemed an employee by both the ATO and also
by the Fair Work Commission (FWC). Classifying someone
as a self-employed independent contractor does not
necessarily make them one.
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If an employer is offering you a

working arrangement other than a
traditional employment contract, the
ADA recommends you contact the ADA

HR Advisory Service, or obtain independent
legal or accountancy advice to help you
determine your employment status and
understand its implications.




Myths about self-employed

independent contractors in the dental profession

There are a number of common misconceptions people

believe about being a self-employed independent
contractor in the dental profession.

Holding an ABN means | am an
independent contractor

Having an ABN makes no difference to whether you are an
employee or a self-employed independent contractor and
a business cannot disguise an employment arrangement by
asking you to obtain an ABN.

Working for a practice for only a short
period, or only during busy periods,
means | am not an employee

The length of an engagement or how regular the work is
not a determinative factor to whether you are an employee
or a self-employed independent contractor.

A worker with specialist skills or qualifications can

be engaged as either an employee or self-employed
independent contractor depending on the terms and
conditions under which the work is performed. The level of
your qualifications or skills does not automatically mean you
are an independent contractor.

The 80% rule alone does not determine whether someone
is an employee or a self-employed independent contractor.
The 80% rule is, however, relevant for taxation purposes
and more specifically the application of the personal
services income rules (further information is available

from ato.gov.au).

As a dentist | have specialist skills and
qualifications, so | am automatically a
self-employed independent contractor

Working for less than 80% of my time
for any single practice means | am not
an employee

If | obtain a registered business name,
I will be considered a self-employed
independent contractor

Myth

A registered business name makes no difference to whether
or not you are an employee or an independent contractor.

Your working arrangement and the specific terms and
conditions of the engagement determine if you are an
employee or an independent contractor for each job.

I'm a self-employed independent
contractor for one dental practice,
so I'm an independent contractor
for all my jobs

| prefer to be a self-employed
independent contractor, so the dental
practice should treat me as one

Just because you want to work as a self-employed
independent contractor doesn't mean the practice can
engage you as an independent contractor. It is not always
a matter of choice but is determined by the particular
working arrangements and the specific terms and
conditions of each engagement.

Submitting an invoice for work you have completed

does not in itself make you an independent contractor.
Determining if you are an employee or an independent
contractor is based on the entire working arrangement and
the specific terms and conditions of the engagement with
the dental practice.

If you are legally an employee, then an employment
contract saying you are a contractor does not itself make
you a self-employed independent contractor. This type

of wording in an employment contract does not override
your legal employment relationship, change you into an
independent contractor, or remove the practice’s pay as you
go (PAYG) tax withholding and superannuation obligations
to you.

If I submit an invoice for my work,
I'm a self-employed independent
contractor

If my ‘employment contract’ has a
section that says I'm a contractor,
then legally I'm a self-employed
independent contractor

Traditionally many dental practices
have employed graduates as
self-employed independent
contractors, so | am automatically
an independent contractor

Just because ‘everyone’ in the dental professional uses
self-employed independent contractors does not mean they
are correctly classifying every employment engagement.
They may simply be copying the mistakes of others in

the profession.
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Watch out for ‘sham contracts’

Recent graduates looking for employment opportunities
need to take care they do not agree to a sham work
contract, as these engagement arrangements result in
them missing out on their legal rights as an employee.
These include leave entitlements, minimum rates of pay
and award conditions, superannuation, PAYG, fringe
benefits, and certain work (occupational) health and
safety requirements, as well as workers’ compensation
obligations. Employer avoidance of these employment
entitlements is illegal and is commonly referred to as
‘sham contracting’.

If you agree to participate in this type of arrangement,
you will be losing significant financial benefits and
employment protections. To help protect yourself, it is
important to know that it is illegal for employers to:

* misrepresent an employment relationship or a
proposed employment arrangement as an independent
contracting arrangement;

e dismiss or threaten to dismiss an employee so they can
be re-hired as an independent contractor; and/or

¢ make misleading statements to an employee with
the aim of persuading them to take on a contractor
arrangement for similar work they would have
performed as an employee.

Both employees and self-employed independent
contractors can request assistance from the Fair
Work Ombudsman if they believe their rights have
been breached.

Rights for self-employed
independent contractors

Working arrangements with self-employed independent
contractors are mainly regulated by the law of commercial
contracts, not employment law. Independent contractors
have different rights and obligations to employees, but
some employment legislation also applies to them.

For example, the Fair Work Act 2009 (Cth) provides
self-employed independent contractors with general
protections from sham contracting, adverse action and
coercion in relation to a workplace right, and a protection
of freedom of association.

Independent contractors also have rights under the
Independent Contractors Act 2006 (Cth), which contains
provisions in relation to unfair contracts.
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If you have questions about your
employment engagement, or would
like more information about your
legal rights as either an employee or a

self-employed independent contractor,
contact the ADA HR Advisory Service
(call 1300 232 462 or email
hrhotline@ada.org.au). This service is

complimentary with your ADA membership.

Employment contracts

The final step in finding a job is signing an employment
contract. This document is critically important, as it spells
out the conditions under which you will be working, and
in some cases it will determine how much you enjoy your
new position.

Regardless of the basis on which you are employed (e.g.
full-time, part-time or contractor), it's extremely important
to have a written contract with your employer fully detailing
all the roles and responsibilities of your position and the
conditions under which you are employed. This document
is designed to protect you, as it will clarify both your
expectations and those of your new employer in relation

to the position.

[t should be a detailed document that outlines all the
important conditions of your employment.

If your new employer does not have a suitable document,
template employment contracts are available to ADA
members from the ADA's HR Advisory Service and on

the ADA website at ada.org.au.

Get professional advice

Before you sign any new employment contract, your
employer should provide you with a draft version of the
document so you can ensure you understand and agree

to abide by their expectations of you as an employee. It's
also important to ensure the contract fully observes all your
rights as an employee.

If you are uncertain about aspects of a draft contract or
need to clarify the expectations your employer has for the
role, this is your opportunity to raise your concerns. You can
ask to have amendments made to the contract if you are
not happy with the terms, but once you sign the document
you cannot seek alterations.

For ADA members, the HR section of the ADA website
(ada.org.au) is a great starting point for information to help
you understand your employer’s legal obligations to you
and for details about some of the things to consider when
signing an employment contract.



If you are signing a contract or agreement
with a new employer, it's advisable to talk to
the ADA's HR Advisory Service (call 1300 232
462 or email hrhotline@ada.org.au) about the

terms of the agreement. They will explain the
implications of this type of arrangement and
will help ensure the agreement is fair for
both parties.

Know what type of role you want

The first step in your job search process is to work out
what type of position you are looking for. Some factors
to consider are tasks, hours (full-time, part-time, flexible),
location, practice size, workplace culture, and salary.

Determining these factors before you start your job search
can help focus your efforts, tailor your job applications and
find the perfect position.

Determine your value proposition

The job search process is a two-way process. You are
looking for a position that is the right fit for you. Employers
want a graduate who suits their requirements and culture.

Your 'value proposition' is what you offer to an employer
and includes your goals, values, strengths, skills, experience
and qualifications. Articulating your unique value
proposition allows you to show why you are a perfect
match for a role.

Capitalise on previous experience

If you have experience in industries outside of dentistry,
do not discount the valuable skills you have gained, these
are often highly transferable. Go back through your
employment history (paid or voluntary) and highlight skills
like problem solving, communication skills, dealing with
customers, ability to work to deadlines and competing
priorities, taking initiative, and leadership if you have
managed people. You can use these skills to showcase
your talents in your value proposition, job applications and
during interviews.

Public vs private sector

Understanding the types of employers who hire graduates
will help you determine what type of role you want. Most
dental graduates find their first roles in private practice but
other options are available. As you build your career, it is
also worth considering opportunities in other sectors.

Private practice

Most dentists in Australia work in a private practice and this
is where most new graduates find their first job. Practices,
although not always obvious, have various motivations

for employing a new graduate, so it's worth checking that
these match with what you are looking to achieve if you
want your new job to be successful.

For example, if a prospective employer is looking for
someone who can build patient numbers and potentially
buy into the practice in a few years, but you are planning
to travel or undertake postgraduate studies in several years’
time, the position may not be a good fit.

On the other hand, if you are actively seeking a mentor,
an employer who is highly motivated to pass on their
professional knowledge would be an excellent match for
you. It is very important for both you and the potential
employer to clearly communicate what you respectively
understand by the concept of mentorship.

The main employment arrangements in a private practice
are salary, retainer plus commission, contractor or a service
and facilities agreement. For more information on contracts,
see pages 26-30.

Government dental clinics

Working in a government clinic can be a great first job
for a dental graduate. They provide employees with

the opportunity to serve the needs of the community
without having to worry about contributing to a practice’s
profitability.

Government dental clinics offer a range of part-time and
full-time positions. They typically provide a fixed salary
based on an established government employment award.
Government positions also offer attractive salary packaging
arrangements and many of the other long-term service
benefits enjoyed by public service employees.

Tips for public service positions

There are some important factors to think about
when contemplating a government dental health
position, including:

e clinical environment — Will you be working in a dental
van, multi-chair clinic or hospital setting?

e treatment scope — What type of procedures will you be
undertaking and what are the limitations?

e support structures — What support is available to
graduates, such as mentorship, CPD allowance and
options for specialist referrals?

e salary and benefits — What are the salary packaging
arrangements, income bands, regional allowances or
benefits and prospects for advancement?

e work environment — What is the overall work ethos and
staff attitude towards recent graduates?
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For more information about working as a public
health dentist in a government clinic, visit the
website of your state health department:

ACT Health health.act.gov.au
NSW Health health.nsw.gov.au

NT Government Department of Health
health.nt.gov.au

Queensland Health health.qld.gov.au
SA Health sahealth.sa.gov.au

Tasmanian Department of Health and Human
Services health.tas.gov.au

Dental Health Service Victoria dhsv.org.au

WA Dental Health Services health.wa.gov.au

Rural and remote locations

Starting work in a rural or remote location in Australia

can be a great way to kick off your dental career. In
metropolitan areas there is a relatively high number of
available dentists, but there are far fewer dentists willing
to work in regional areas. The situation in remote areas is
even worse — with some areas having no local dentist at all
—so there is often far less, or even no competition when it
comes to finding a job.

If you are willing to move to a regional or remote location
for your first position, consider talking to dentists currently
working in the area you are interested in to find out how
busy they are and the local employment situation. This
may lead to a job opportunity, as many rural practices

find it difficult to attract suitable candidates so they may
not advertise, even though they are willing to employ
graduates.

Working in rural Australia has both benefits and drawbacks,
so you need to consider the size of the local community,
your practising preferences and your lifestyle expectations.
Other issues to consider include proximity to friends and
family, climate, hobbies, access to services and facilities
such as schools and hospitals, your income expectations
and your interest in further study.

In general, rural dental practitioners have a very fulfilling
and satisfying role within their local community.

State government incentive programs to work
in rural and remote locations

Some states offer generous incentive programs to
encourage dentists to move from metropolitan to rural
and regional areas. In NSW for example, there are a range
of initiatives to encourage people to work in remote, rural
and disadvantaged populations. These programs provide
training opportunities and support for dentists and other
oral health disciplines.

Similarly, in WA, graduates can obtain assistance and
incentives through Rural Health West at
ruralhealthwest.com.au.

Details about these types of incentive programs

are available from the Department of Health in
your local state.

Benefits and disadvantages of working in rural Australia

Pros Cons

Able to undertake a broad range of procedures due to
difficulties referring patients

Pressure to provide year-round access to dental services

Less competition for jobs

Need to plan vacations well ahead to secure locum support

Opportunity to work without buying an existing practice or
paying for goodwill

Increased requirement to see emergency patients

Reduced facilities and wages costs compared to
metropolitan areas

Difficulty in finding quality staff if local population is small

Opportunity to become a respected and valued member of
the local community
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Finding your graduate job

Now that you know what type of role you are looking for,
as well as what you can offer an employer, it's time to start
searching for your ideal job.

There are two ways to find roles: proactive or reactive

job search. Proactive job search refers to the ‘hidden job
market' where opportunities are not advertised but found
using direct contacts, networks and referrals.

Reactive job search makes use of advertisements on job
boards and other websites.

A comprehensive job search will use both proactive and
reactive strategies to find roles.

Advertised job search

A good place to start searching for graduate roles are
online jobs boards that are dedicated to the dental
profession including:

e the ADA Dental Careers Hub — dentalcareers.org.au

e The ADA office in your state/territory may also have
classifieds and Facebook job listings

e Dentist Jobs Australia — dentistjobsaustralia.com.au

Other useful employment websites to find roles include:

e JobSearch — jobsearch.gov.au - an Australian
Government initiative that collates jobs from other
websites and also lists government, short-term and
contract roles

e SEEK — seek.com.au

e LinkedIn — linkedin.com

¢ Indeed — au.indeed.com

e Jora-au.jora.com

e Adzuna - adzuna.com.au

e (CareerOne — careerone.com.au

e Simply Hired — simplyhired.com.au

Most of these websites allow you to create alerts to notify
you about relevant jobs. Also make sure to tweak your
search terms occasionally to capture ideal roles.

Recruitment agencies

A number of recruitment firms specialise in the dental and
healthcare profession. These agencies recruit for temporary,
contract and permanent roles in private practices, large
corporate clinics and for government.

Recruitment firms will list jobs on their website but may
also have other roles available, so it is worth contacting
recruiters to discuss your situation. They may also give
insights into the dental recruitment market and on how to
position yourself to secure a position. Note however that
some recruiters do not place graduate roles (due to the
relatively lower commission).

Networking and Linkedin

Networking is a valuable skillset for your career even before
you start looking for a job. While you may not know anyone
who is currently hiring a graduate dentist, your connections
may offer you a role in the future, put you in touch with
someone else who is hiring, and/or, have valuable advice on
how to secure a role or become a mentee.

Connections can be made face to face or online. Creating
a profile on Peer.org.au and LinkedIn and reaching out to

people in the dental profession helps you build a network,
search for advertised positions, and stand out to recruiters.
You can also join LinkedIn groups for dentists.

Attending CPD courses, ADA events and joining special
interest study clubs are great ways to meet established
dentists and potential employers. Note that some people
now use LinkedIn instead of business cards, so ideally have
both available at face-to-face events.

Direct approaches and informational interviews

Being proactive means finding opportunities that are not
advertised. One way to do this is by contacting dental
practices directly, particularly if you know that you want to
work in a specific location or a type of practice.

A direct approach can be by phone, email, or LinkedIn. You
can either ask for a job directly (i.e. cold-calling) or more
subtly, request an informational interview.

Informational interviews flip the conversation. Instead of
asking for a job, connect with a dentist and ask about their
career. Questions like: how did you get to where you are,
what do you enjoy about your role, what keeps you up at
night, do you have any advice for me? It may open doors in
the future if a job is not currently available.

Direct approaches require confidence and people may be
too busy to respond but most will admire your courage.

To find specific employers or dental practices
in a particular location, check out ADA's Find a
Dentist at ada.org.au/Find-a-Dentist. You can

search by location and it lists ADA members,
their practice location and contact details. You
can also search by the dentist's name.

Volunteering

Voluntary or unpaid work is one way to gain experience
after graduation. It can offer opportunities to travel while
using your professional skills in remote areas, underprivileged
communities and developing countries.

For more on volunteering opportunities, see page 63.
You can also search for volunteering at ada.org.au or
adhf.org.au or contact your ADA state/territory office for
local opportunities.
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Writing knockout job applications

Once you have identified roles to apply for, it's time to grab
the employer’s attention with a winning resume and cover
letter. These documents could be the difference between
an employer choosing you or other candidates, so maximise
your chances with a compelling application.

Crafting a killer resume

Your resume is often the first impression you make on

an employer when applying for jobs and your ticket to
progressing to a job interview. Employers look at a resume
for six to eight seconds on average, so keep yours clear,
concise and easy to read. Your resume should highlight your
relevant experience (including those from outside the dental
profession) and transferable skills.

The art of the cover letter

Your cover letter and resume are usually read together,

so your cover letter should hook employers in with new
information. Identify the role and how you found it in

the introduction. Highlight why you are a match for the
position, including your skills, experience and qualifications.
Answer any selection criteria in the job advertisement,
supporting each statement with examples. Include research
on the employer to show why you are a perfect fit. Finish
by referring to any other documents included in your
application, like your resume or academic transcript.

Tips for a successful resume

Tailor your resume for each application, to
demonstrate why you are a perfect match.

Promote any dental industry roles first and
foremost. Then include any other relevant
paid or volunteer experience, making sure to
draw out your transferable skills.

Include achievements supported by numbers
(e.g. saw an average of five patients per day
or managed a team of four people).

Use keywords from the job advert in your
resume, noting that your application may
be scanned by artificial intelligence before it
reaches a human.

Include contact details, such as your LinkedIn
URL. Note that you can include a suburb,
state, and postcode rather than your full
home address.

Present your resume professionally, using a
template to finesse the layout if needed.

Use a font that is easy to read, and include
clear headings and lots of white space.

Keep your resume to two pages or three at
most (unless the job advertisement specifies
otherwise).

Email your job application documents in
PDF or Word format, unless specified in
the job advert.

Proofread your resume carefully or even
better get someone else to look over it for
you. Grammar errors and spelling mistakes
can demonstrate to an employer that you
lack attention to detail.

Under the heading Referees, include the
details of two to three relevant referees
you know would be confident to speak
about you or state that: “Excellent referees
are available on request”. Ensure you seek
permission from your referees beforehand.

Unlike LinkedIn, resumes are written in

the third person but do not use pronouns
like “I”. For example: “Observed dental
treatment of 100+ patients by Lead Dentist”
instead of "l observed dental treatment of
100+ patients”.
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Sample resume for dental graduates

Chatswood NSW 2067

M: 0401 000 000

Name and qualifications E: joannebloggs@gmail.com
Dr Joanne Bloggs (BDSc, Hons 1) linkedin.com/in/joanne-bloggs

Career summary In a sentence or two, put forward your value proposition. Use adjectives
to describe what type of graduate dentist you are (e.g. empathetic,
passionate, dedicated). Then highlight your skills, experience and biggest
achievements to date. Outline what you want to achieve in your career.
Tailor this section to the role and organisation you are applying for.

Qualifications Degree, University Month, Year — Month, Year

(in reverse chronological order, Country (if other than Australia)

i.e. from most recent to least recent) e Awards and prizes

e For example: Dean’s Commendation for
High Achievement 2021

Research involvement Publications

(if appropriate) Research project title, organisation and dates of participation

Education Secondary School Year graduated
Country (if other than Australia)

e Major school awards and prizes if appropriate
(e.g. Dux, School Captain)

Current registration Include registration numbers and associated organisations.
If you have not yet received confirmation of your registration,
note the expected registration date.

Work experience Dates of employment Month, Year — Month, Year

Divide into two sections Employer/Business name and location

if appropriate, e.g. Brief description of employer (optional)

Dentél e‘xperlenc‘e Position title
Hospitality experience, or _ _ _
Retail experience, or Achievements (dot points, if any)

Sales experience etc. Main responsibilities

e List positions in reverse chronological order from the most recent
to the least recent

List dental experience first in a separate section headed Dental
experience

Include placements performed as part of your university rotations,
but label these clearly

Include non-dental employment below in a separate section with
the relevant heading.

39 Dental Graduate Handbook




Professional affiliations List any professional memberships (e.g. Australian Dental Association,
and continuing education study clubs).

Include membership numbers and dates of registration if applicable.

Include any significant conferences/ workshops attended recently (course
provider, lecturer, title, date).

Work permits Work Visa (include if it will benefit your application)
(if applicable) ADC exam details

Languages spoken Include any languages you speak in addition to English, particularly
(optional) if your language skills will be a benefit in the role.

Personal interests Interests are good conversation starters at an interview. Interests should
(optional) be briefly listed, specific and demonstrate a real passion. E.g. food blogger
with 35K+ following (shows initiative), marathon runner (shows grit),
or army reservist (shows leadership).

Availability It can help your application if you are flexible about your work
(optional) arrangements or weekly hours
Being available immediately can also increase your chances of securing
employment although it may raise questions about why you are not
currently working
If you feel it will benefit your application, include your weekly work
intentions if you have a specific arrangement in mind (e.g. full-time,
Monday to Friday, every second Saturday, after hours by arrangement,
part-time, 14 hours per week, etc.)

Referees Name

Title

Relationship to you (e.g. teacher, colleague, employer)
Name of practice/organisation

Address of practice/organisation

Contact phone number

Contact email address

Include the details of two to three
professionals as referees or state that
‘Excellent referees are available on
request’
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Nailing your job interview
Tips for your job interview
If you've made it to interview stage, congratulations! You've
already passed the written elements of the job application
process. The next step is to perform well at interview and

land your dream job.

e Plan ahead. Aim to arrive at least 10-15
minutes before your interview time, to give
yourself a chance to catch your breath and

quiet your mind.
While you may feel nervous about performing well in a

job interview, with the right preparation and research you
have an opportunity to demonstrate your authenticity,
professionalism and why you are perfect for the role.

e First impressions are important, and a smile
can make all the difference. Research has
found that even a forced smile can lower

heart rates and ease stress. Remember to
To cultivate confidence in the interview, start by looking make eye contact too.

over the job advert and your application documents.
Identify the job requirements and how your skills,
experience and qualifications align.

e Greet everyone in the practice politely,
especially the reception staff. Your
interviewer may ask for their feedback on

Do your research on the organisation. Start by checking you after your interview.

out the employer’s website and look up the dentist and/

or recruiter on LinkedIn. This will give you a more rounded

idea of who is interviewing you and make it easier to
recognise them on the day.

¢ Introducing yourself at an interview with a
firm handshake was normal pre-pandemic.
Now, if in doubt, ask whether your
interviewers are happy to shake hands and

Formulate meaningful questions to ask at the interview follow their lead.

based on your research demonstrating critical thought,

genuine interest and a real desire to work for that employer.

Dress professionally for the interview
and make a good impression with your
The interview breakdown appearance. Every workplace will have
The first question asked at an interview is often: “Tell me different dress standards, if you are unsure it
about yourself”. You can prepare your answer using your is better to overdress.
value proposition or “elevator pitch”. Conclude with why If your interview is online, do a test run

you want to work for this employer. beforehand using the same technology. If
possible, have a backup source of internet.
Make sure to look directly at the camera, and
if you have any notes keep them at eye level.

e Prepare and practice your questions
beforehand but tailor your answers to the
questions you receive on the day, not the
ones you hoped you would be answering.
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Common interview questions include:

e Walk me through your CV.

e Tell me about your dentistry experience.

¢ What do you know about our practice?

e Why did you want to become a dentist?

e Why do you want this job?

¢ \What accomplishments are you most proud of?
e What are your long-term career goals?

e Why should we hire you over other candidates?

e What do you think will be the most
challenging aspect of this role?

e How would others describe you?

e Are you considering other positions
at the moment?

Demonstrating your interest

Motivational questions usually follow on from the interview
introduction. These assess your interest in dentistry, the
position and the employer. Make sure to weave in the
values of the organisation when answering motivational
questions like: “What areas of dentistry appeal most to
you?"” or "Why do you want to work at our practice?”.

Demonstrating your competence and capability

Past behaviour is the best indicator of what you will
achieve in the future so behavioural questions are used to
determine how well you have performed previously. An
example of a behavioural question is: “Tell me about a time
when you had to deal with competing priorities”.

The STAR (Situation, Task, Action, Result) technique is the
best tool in your arsenal to answer behavioural questions.
Providing relevant examples ensures the interviewer knows
how you approach real-life situations.

Asking smart questions

At the end of any interview you will usually be asked if
you have any questions. Interviews are a two-way process.
Asking questions shows you are curious, interested and
engaged. It also gives you information to decide whether
you want to work for that employer.

The best questions you can ask are ones that are
meaningful for that employer, and come from your own
research. However, here are some possible questions:

e What role would the successful candidate have in
the practice?

e Have you hired a new graduate before?

e What would a typical day/week look like?

What appointment timings would you expect of the
successful candidate? Be specific, ask about procedures
like exams, cleaning, two surface filling, etc.

What is your approach to CPD?

Are your dentists a