EMPLOYEE NEW
HIRE CHECKLIST

Below is a list of Jrhings you will need/need to do (from
emp|oyee. Some Jrhings may not be required depending o}

you are in, so check your state guio|e|ines.

Provide a contract and have it signed

Get @ copy of their license

Get @ copy of their resume with your business listed a
emp|oyer

Have them fill out a W4 for taxes

If you offer incentives like IRA, bonuses, health
you need from them to set that up

Add them to your mo|proc’rice insurance

Add them to your workman’s comp

Get @ professionoﬂ pho’ro and bio fr

Add pho’ro and bio to your web

Get them business cards and

Add them to you EHR sy

Add them to your pho




EMPLOYEE NEW
HIRE CHECKLIST

Have them get an NP number and CAQH (if you ta

insuromce)

Give them a w9 (if you take insurance)

Add them to your poyro” account

Go over office po|icies and procedures with emp|oyee
(preferob|y righ’r before Jrhey start oc’ruo”y seeing clie
they don't forget. Examples are how the intake pro
where to put poperwork, how scheduhng works,
importance of notes and timeliness, how payme
from clients, etc.

Discuss morke’ring and ne’rworking for their
to go, how to market or network, etc.)

Discuss CPT codes, diagnoses (esp. if u
rules around it (For exomp|e, Insuran
client for two hours in a day, or so
fomi|y sessions).

Exp|oin who or how Jrhey can




