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Welcome to our team!

You have taken the first step towards what we hope will be a long and fulfilling career with our office.
We are dedicated to helping people live fuller, healthier lives through chiropractic care. As part of our office, you have chosen to assist us in achieving this goal. We sincerely welcome your help.
As a  team member, you will see people in pain, people that are suffering, and people that are crippled by injury and trauma. You will also see people that are working on improving health, people that are finding long term health issues resolved. 
You are a vital part of this delivery of care to our patients. As a team, we will depend upon you, as will our patients. In many cases, the patient will make their decision to get care from our offices based on how you treated them.
 We will do everything possible to make your job go smoothly, to make you "a part of the family," and to train you in skills you will need to function effectively. We strive to run an organized clinic that delivers high-quality care to as many people as possible.
Each of the doctors and staff is open to new ideas, better ways to handle situations, and bright ideas. We are also open to any problems that you see that you need assistance in correcting. We try our best to maintain "open communication" in all our actions and ask that you do not refrain from bringing up problems to the correct person in the clinic.
Once again – Welcome Aboard! 

Sincerely,
______________________
NEW TEAM MEMBER TRAINING CHECKLIST

NAME: _________________________________   START DATE: ______________
This checklist must be completed within 30 days of starting with the clinic. The completed checklist is to be filed in your personnel file. No employee may receive benefits or raises without having completed this checklist, having the checklist on file, and completing their 90-day trial period.
There are two parts to the training. The first is covered on this checklist and covers your role as a team member. On this section, you will review the mission of the practice, what we value, and our general policies. This should be completed within 30 days.  The second part of the training is on another checklist and requires you to become familiar with your specialist role and your specific job checklist.  Both parts can be done simultaneously.
You will need to maintain a training notebook at all times. The clinic director or Office Manager will review essays and training notes.
Part 1. General Team Member Orientation
____1. Complete basic forms:
a. W4 form. __

b. Review and complete any missing information on your employment application (Office Manager: these and personnel folders can be obtained at your local office supply store) ___

c. Read and complete HIPAA Training list____

d.  Read and complete any other legal forms needed with the Office Manager. ____  
____2. Tour. Get a clinic tour. 
____3. Security. Review door and security procedures, door key assignments, and emergency telephone numbers.
____4. Sanitation. Learn and practice cleaning, disinfecting, and safety procedures for the office and patients to mitigate the spreading of viruses.  Have the manager give you a review on this. ________ (Manager’s initials.)

____5. Supplies. Learn where supplies are kept and the staff communication system. 

____6. Workstation. Get your workspace assigned and set up with any needed supplies. 

____7. Mission Statement. Read the mission statement of the office. Go over it with the Office Manager (or doctor) and tell them what it means from your point of view. 
____8. Core Values. Study the Core Values of the office if available. Give examples of each item to the doctor or Office Manager.
____9. Study Brochures. The Office Manager (or doctor) should give you key pamphlets or brochures on chiropractic that are important to our office – up to 5. After you read selected brochures, go over each one with the office manager.  

____10. Key Terms. The Office Manager (or doctor) should give you a list of about 10-20 key terms and how they apply to their professional role in the office. Have the Office Manager (or doctor) quiz you on these terms, such as “subluxation,” “inflammation,” “disk degeneration,” “health,” “Medicare,” etc.  
____11. History. Know the history of the profession. Make sure that you learn the history of chiropractic and its role in health care.  
____12. Get to know the doctor.  Know the history of the office. Meet with the doctor and get to know him or her. (This time may need to be scheduled.) Find how and why he or she became a chiropractor. Learn about his or her goals and why they are important. Have her tell you a patient success or two.
____13. Expectations. Find out from the doctor what their expectations are for you as a team member. Do the same with the Office Manager and any other key staff.
____14. Read the Employee Handbook. After you do, discuss each section with the office manager.
____15. Patient Successes. Read a few patient successes, and or watch a few patient success videos, and or talk to a few patients who have benefited from the clinic’s services.  
____16. Get Care Yourself. Get scheduled as a new patient in the clinic. Go through all the new patient procedures as if you were a new patient, including the forms, scan, exam, education, and report of findings. Start on a treatment plan to get a better idea on what we do and our clinical focus. 
____17. Software. Watch and read the Introduction and all information to the clinic’s software.
____18. NP Videos. If your clinic has the new patient videos, watch and review. _____ 

____19. Attend a Spinal Care Class (New Patient Lecture – if available) and give a presentation at a staff meeting on why this class is so important to the patient’s health. 
____20. Other:

Review of General Staff Duties
Review with the Office Manager or Doctor. [Doctor/Office manager: edit as needed. ]
Front Desk Duties 
____21. What is the mission of the Front Desk? Please write a short paragraph and turn it into the office manager.

____22. Learn and practice how to give directions by phone.

____23. Learn and practice making an appointment. 

Billing/Collections: Patient Financial Consultation
____24. What is the purpose of the Billing and Collections Dept.

____25. Go over the types of cases by payment types with the manager:
	___Cash
	___Workers Comp
	___HMO/PPO
	___Medicaid

	___Health Insurance
	___Personal Injury
	
	___Medicare


Marketing

____26. List what kinds of conditions does your office help?  Review with manager or doctor.
____27. Find out how we generate most of our new patients and how you can help. Discuss with the manager. 
____28. Practice the following with your training supervisor:  ask a patient for a referral. 
____29. Learn about each therapy that is applied in the office:
i. how it is used

ii. the benefits to the patient of each.

____30. Other.

_______Turn this completed checklist into the administrative coordinator/office manager. (30 Days from Start Date.)
I have completed this initial training checklist. 
Signed: ____________________________                                  Date: __________________________
I have supervised _______________________ and attest that I have overseen the initial training and that she/he has successfully and fully completed this checklist and can apply the material. 

Training Supervisor ________________
Signed: _______________________                                  Date: __________________________
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