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Municipal Health Office 
 

C I T I Z E N’ S  C H A R T E R 
DENTAL SECTION  

OFFICE MUNICIPAL HEALTH OFFICE  
SECTION DENTAL SECTION 
WHO MAY AVAIL All Pagbilaoins needs dental treatment 
SCHEDULE OF TOOTH EXTRACTION Every Tuesday and Friday Morning of the month 
TIME 8:00 AM- 12:00PM 
 1:00 – 5:00 PM -   RECORDING 

 

CLIENT STEPS AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON REPONSIBLE 

1. Get a number 
 

1. Assign a Patient ID 
NUMBER 
• The patient receives a 
unique identification 
number upon arrival. 
 

None  1 minute Security Guard  on Duty 

2. Proceed to Medical 
section for the Vital Signs: 
Blood Pressure, 
Temperature and Pulse 
Rate 

2.The nurse on duty will get 
the vital sign of the patient 
that will undergo dental 
treatment. 

None 3 minutes Nurse on duty 

3. The patient will be 
interviewed by the dentist 
 
 
 
 
 
 

3. Conduct a Dentist-
Led Assessment  
• The dentist interviews 
the patient, collecting 
personal details—name, 
age, gender, date and 
place of birth, address, 
occupation. 
• Recording of vital signs: 
blood pressure, 
temperature, pulse. 
• A thorough review of 
medical and family 
history is completed.  

 

None  5 minutes Dr. Mariam V. Merluza 
Dentist III 
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CLIENT STEPS AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON REPONSIBLE 

3. The patient will undergo 
Oral Exanimation 
 

3. Oral Examination 
/Pinpoint the 
Non-Restorable/Unsavable 
Tooth 
• The dentist examines the 
oral cavity and uses X-rays 
if needed to identify the 
tooth that must be removed. 

 

None 4 minutes Dr. Mariam V. Merluza 
Dentist III 

4.The unsavable tooth or 
carious tooth of the patient 
will be anesthetized topically 
and be injected by Lidocaine 
anesthesia 

4. Administer Topical 
and Local Anesthesia 
(≈8 minutes) 
• First, a topical spray is 
applied to numb the gum 
surface. 
• Then, a local injection of 
lidocaine is given to fully 
anesthetize the targeted 
tooth area. 

None  10 minutes Dr. Mariam V. Merluza 
Dentist III 

5.The patient will undergo 
extraction of unsavable 
tooth or badly carious tooth  
 

 5. Extract the Tooth  
• Using elevators to 
loosen and forceps to 
remove the tooth from its 
socket  

 

None  8 minutes Dr. Mariam V. Merluza 
Dentist III 

6.The patient will given Post 
Operative Instruction 

 6.Provide Post-Op 
Advice & Oral Health 
Counseling 
• The dentist explains 
how to care for the 
extraction site, including 
controlling bleeding with 
gauze, avoiding rinsing or 
using straws for 24 
hours, and using ice 
packs for swelling  
• Instructions on oral 
hygiene, diet (soft foods, 
no hot or crunchy items), 
activity restrictions, and 
signs to monitor are 
given  

None  4 minutes Dr. Mariam V. Merluza 
Dentist III 
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CLIENT STEPS AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON REPONSIBLE 

7.The patient will be given 
prescription by the dentist 
 
 
 
 

7. Prescribe 
Medications 
• The dentist orders 
antibiotics if indicated 
(e.g., for infection 
prevention) and pain 
relievers like ibuprofen or 
acetaminophen 

 

None 3 minutes Dr. Mariam V. Merluza 
Dentist III 

8. Go to Pharmacy 
 
 

8. Refer Patient to 
Pharmacy 
• The patient is directed 
to the pharmacy counter 
to collect their prescribed 
medications. 

 

None  Dr. Mariam V. Merluza 
Dentist III 

END OF TRANSCATION  TOTAL N/A 38 MINUTES  
 


