Clinic Checklist for Onboarding a New Physician 
This checklist includes some of the items and activities staff can prepare when onboarding a new physician into the clinic. This is not an exhaustive list and we encourage you to download this document and amend it to fit your clinic onboarding needs. This checklist may also be used to support a Locum physician entering into a working agreement.

Clinic Space & Set-up:
· Set up physician office space (phone, computer and other office supplies)
· Provide office keys and set up any security access to the clinic and/or building
· Ensure necessary medical supplies are available prior to first clinical day (i.e., correct size gloves, preferred sutures, etc.)
· Create an announcement document for patients 
· Create appointment cards and referral templates
· Update clinic signage, voicemail and website
· Discuss and review staff and physician roles
· Discuss and review clinic workflows 
· Discuss scheduling set up (length and type of appointments, planned vacation time)
· Add provider to after hours on call schedule 
· Provide clinic operations manual and/or office policies 
· Provide location of in-office emergency kit and contingency plans

Payment Set-up
· Ensure physician has an MSP billing number
· Fill out Assignment of Payment and Release of Information Agreement (if applicable)
· Discuss payment model of clinic 
· Direct deposit information collected
· Complete Cost-sharing agreement (if applicable)

Technology:
· Ensure necessary tools and technology are in place (i.e., Excelleris, Care Connect, Pharmanet, etc.)
· Create profile in EMR and update admin settings
· Ensure EMR training modules are provided prior to first day (EMR’s can be accessed remotely)
Links for EMR training:
Enhance your use of Health Technology  
Get started with your EMR  
· Apply for Teleplan Services
· Teleplan Information and applications

· Complete Group Practice Data Sharing Agreement (if applicable)
 
Staff Orientation
· Introduce to clinic staff (admin, MOAs, billing staff, and management)
· Provide clinic directory and key contacts list
· Review communication procedures and expectations 

Work Outside the Office / Office Hours (for Locum)
· List of usual visitation days for extended care / facilities
· On call requirements
· List of patients who may require house calls
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