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Managing Decontamination in Dental Practice:  Checklist


Managing Decontamination in Dental Practice:  Checklist
This checklist is based on the requirements for decontamination management within Scottish Health Technical Memorandum 01-05 (SHTM 01-05), which was published by Health Facilities Scotland in 2024. You can use this checklist to assess the current status of decontamination management documentation in your practice and to identify any documents that need to be updated or created. 
Example documents provided within the SDCEP Practice Support Manual (PSM) are listed on the right. These can be used for comparison to check whether your existing documentation fulfils current requirements or can be adapted for use in your practice. Other sources of information and advice are also listed.  It might be useful to include where the item is located in the practice in the Notes column.
The following pages within the Health and Safety - Infection Control section of the PSM provide further information:

· Managing Decontamination in Dental Practice (MDDP)

· How to Use MDDP
Manager responsible for decontamination: 

Last reviewed on: 

Next review due:  
1: Policies and Procedures that cover the following activities 
· A policy states what the practice sets out to do - the practice’s statement of intent about a particular activity.  
· A procedure is a more detailed guide with instructions on what to do to put the policy into practice.  
· For some activities, having either a policy or a procedure is sufficient.

· Each practice can decide how best to organise policies and procedures, (e.g. each activity covered in separate documents or several related activities in a larger document).  

· If there is a policy and procedure for a given activity, these may be within the same document. 
	Item
	(
	Notes
	Examples / Sources of Information

	1. Health and safety: practice policy that includes decontamination activities within the LDU
	
	
	Health and Safety Policy template 

	2. Infection prevention and control policy/cies that includes: 
	
	
	Infection Prevention and Control Policy template  

	a) Health Clearance and Immunisation (including Hepatitis B status)
	
	
	Health Clearance and Immunisation Policy template 

	b) Hand hygiene 
	
	
	Hand Hygiene Policy and Procedure template 


	c) Personal Protective Equipment
	
	
	Personal Protective Equipment Policy template 


	d) Procurement that includes reusable equipment and single use alternatives 
	
	
	Procurement of Infection Prevention and Control and Decontamination Items Policy template 

	e) Decontamination that includes:

i. Transporting of instruments within the practice

ii. Cleaning - including use of washer disinfectors, ultrasonic cleaners and manual cleaning

iii. Steam Sterilization (non-vacuum and/or vacuum)

iv. Instrument storage
v. Decontamination failure
	
	
	Based on manufacturer’s instructions and advice at commissioning

Decontamination of Reusable Items Policy and Procedures template 
Decontamination Process Failures Planning Tool template 

	f) Description of categories of instruments used in the practice and how they are decontaminated  
	
	
	Decontamination Methods for Instruments Used in this Practice template 

	g) Environmental and Care Equipment Cleaning
	
	
	Cleaning the care environment and care equipment Policy and Procedure template  
  Cleaning Schedule and Records template 


	h) Waste disposal
	
	
	Waste Management Policy template 


	i) Occupational Exposure (including Sharps handling & disposal and prevention & management of injuries)
	
	
	Occupational Exposure Management (including sharps) Policy and Procedure template  

	j) Sending work to dental laboratories
	
	
	Dispatch to Laboratories and Equipment Suppliers Policy  template 
Decontamination Agreement template


	k) Sending handpieces for repair 
	
	
	Dispatch to Laboratories and Equipment Suppliers Policy and  Procedure template
Decontamination Agreement template


	l) Transporting equipment and instruments for domiciliary visits 
	
	
	Infection Prevention and Control for Domiciliary Visits Policy template 

	m) Transporting equipment and instruments to branch practices (if applicable) 
	
	
	Policy and procedure as appropriate to the practice


2. Equipment and Record Keeping
It might be useful to keep a separate folder/logbook for the lifetime of each piece of equipment (e.g. sterilizer, WD) that includes all of the following
	Item
	(
	Notes


	Examples / Sources of Information

	3. Washer disinfector(s) - for each machine:

	a) Purchase details
	
	
	Retained when purchased

	b) Manufacturer’s instruction manual
	
	
	Provided by suppliers

	c) Validation/revalidation records
	
	
	Records provided by Competent Person (Decontamination)

	d) Maintenance records
	
	
	Reports provided by Competent Person (Decontamination)

	e) Daily test records
	
	
	Records of each cycle (print-out or data logger) Logbook (HFS)
Washer Disinfector test record template 

	f) Weekly test records
	
	
	

	4. Ultrasonic cleaner(s) – for each machine:

	a) Purchase details
	
	
	Retained when purchased

	b) Manufacturer’s instruction manual
	
	
	Provided by suppliers

	c) Validation/revalidation records 
	
	
	Records provided by Competent Person (Decontamination)

	d) Maintenance records 
	
	
	Reports provided by Competent Person (Decontamination)

	e) Daily test records 
	
	
	Logbook (HFS)
Ultrasonic Cleaner test record template


	f) Weekly test records
	
	
	

	5. Sterilizer(s) – for each machine:

	a) Purchase details
	
	
	Retained when purchased

	b) Manufacturer’s instruction manual
	
	
	Provided by equipment suppliers

	c) Written scheme of examination
	
	
	Provided by Competent Person (Pressure Systems)

	d) Certificate of Inspection
	
	
	Based on written scheme of examination and provided by Competent Person (Pressure Systems)

	e) Validation/revalidation records
	
	
	Records provided by Competent Person (Decontamination)

	f) Maintenance records
	
	
	Reports provided by Competent Person (Decontamination)

	g) Daily test records
	
	
	Records of each cycle (print-out or data logger) Logbook (HFS)

Non-vacuum Type N Sterilizer test record template  or 

Vacuum Type B Sterilizer test record template

	h) Weekly test records 
	
	
	

	6. Pressure vessel insurance (sterilizers)
	
	
	Insurance Certificate provided by insurer

	7. Manufacturers’ instructions for products (e.g. cleaning products) 
	
	
	Provided by product suppliers
May be incorporated into COSHH assessment

	8. Environmental Cleaning Schedule 
	
	
	Cleaning Schedule and Records


3.Risk Control
	Item
	(
	Notes


	Examples / Sources of Information

	9. Full Health and Safety Risk Assessment that includes LDU activities
	
	
	Health and Safety Risk Assessment template

	10. Risk management plans covering premises equipment and services, including the LDU
	
	
	Continuity Planning Tool 
Decontamination Process Failure Planning Tool 

	11. COSHH assessments for the LDU
	
	
	COSHH Risk Assessment template  

	12. Incident reporting (including RIDDOR)
	
	
	Health and Safety Policy template 

	13. Accident book
	
	
	as appropriate to the practice

	14. Occupational Health contact details 
	
	
	as appropriate to the practice

	15. Evidence of audit related to decontamination 
	
	
	

	16. Evidence of Significant Event Analysis (SEA), if applicable (e.g. decontamination process failure)
	
	
	


	4: Staff and Training 
	


	Item
	(
	Notes


	Examples / Sources of Information

	Practice Staff
	

	17. List of staff required for an LDU with brief definitions of roles
	
	
	Staff Decontamination LDU Roles & Responsibilities and Training  

	18. Relevant job descriptions include LDU duties 
	
	
	Example Job Description (including LDU duties) 

	19. Induction process for new staff that includes decontamination
	
	
	New staff induction checklist 

	20. Decontamination is included in staff training records
	
	
	Within training records for each member of staff 

Staff Decontamination CPD Checklist 

	21. Information about available Continuing Professional Development for decontamination 
	
	
	Staff Decontamination LDU Roles & Responsibilities and Training

	Other Personnel
	

	22. List of external contractors

	
	
	As appropriate to the practice

	23. List of approved suppliers
	
	
	Practice’s Order Book

	24. Details of Microbiologist and Authorising Engineer (Decontamination)1
	
	
	Staff Decontamination LDU Roles and Responsibilities and Training 


	5: Resources
	


	Item
	(
	Notes


	Examples / Sources of Information

	25. Safety Action Notices/Medical Devices Alerts/ Estates and Facilities Alerts2
	
	
	Notices obtained via Health Board kept on file

	26. Health Facilities Scotland Decontamination documents (LDU guidance, SHTMs, SHTNs)
	
	
	Health Facilities Scotland | National Services Scotland (nhs.scot)

	27.  Management, equipment, and process of the decontamination of dental instruments in a Local Decontamination Unit (LDU) in NHSScotland (SHTM 01-05)
	
	
	NHS National Services Scotland


1 Current technical guidance states the need for these personnel. However, access to them by the General Dental Service is likely to be restricted due to limited availability. 

2 Safety Action Notices were standard priority safety warnings issued in Scotland from 1995 to 2009 and have largely been superseded by Medical Device Alerts (from the MHRA) and Estates & Facilities Alerts.
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