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Course Description

You get one attempt at making a first impression.  You want 
to make that first impression with a new staff member 
during their on-boarding in such a way as to positively affect 
their thinking of the practice as long as they work with you



Course 
objectives 
The attendee will 
be able to …

Define the workDefine

Manage the orientationManage

Train staffTrain

Proficiency test staffTest

Motivate staffMotivate



Define the 
work –
Start with a 
Process Map



Identify the Systems



Identify the Team



PRODUCT vs PROCESS
Define what each staff member produces



Manage the orientation



What 
happens 
during the 
first day

Tell them the 
story of the 
practice

1

Meet all staff

2

Give passport 
with rewards

3



Train staff

Training starts with understanding 
what product is being produced

Responsibility

Accountability



How do you 
train?

On-the-job 
vs Carve out

Relationship



Write up the job: Position Agreement

What will be measured 
to determine job 

management

I will make sure the 
following systems exist 

and function well

The following things 
need to be done 

daily/weekly/monthly/ 
yearly

To manage this position 
I need the following 
knowledge and skills

I have demonstrated 
proficiency in the 
following areas



PROFICIENCY





Do Incentives work?



• What is your trend?

• What is your action plan?

• How can we all help you 
achieve your goals?

Office Meetings 
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