NEW STAFF TRAINING

1. JOB DUTIES OF A STAFF MEMBER * what the staff’s responsibilities are to the staff and patients (read and understood)
2.  POLICY BINDER (office policy and staff agreements) Completed (read and signed)
3. Parking
4. Learn Walkies and Blue Note (internal comm devices)
5. Lockers, cell phones
6. Meetings next door (0000) 
7. Lunches/upstairs (0000)
8. Getting in and out/locks/alarm (0909) Alarm (0808 Enter / 0808 Away)
9. Email address- setting up a SolidBite email for  new staff
10. Clocking In/Out- ADP
11. Dentrix Password
12. Computer Password
13. Uniforms/Dress Code
14. WRITTEN COMMUNICATION TOUR (in /out / pending boxes / communication center / CSW’s and explain written communication policy)
15. [bookmark: _heading=h.gjdgxs]STUDY THE WEBPAGE AND TEST;  https://drleesheldon.com
16. [bookmark: _heading=h.30j0zll]New Patient Welcome to The Practice Video:
https://youtu.be/10EfzM8Uu_I
17. NP PACKET AND DVD AND TEST
18. READ MAGAZINE AND TEST https://drive.google.com/file/d/1htHGMYaWculy5z9PweY_MhRa2kLrp303/view?usp=sharing
19. Locate and Explain all available booklets and pamphlets 
20. Models / Patient Education Tools AND TEST
21. READ DR. SHELDON’S BOOK AND TEST https://drive.google.com/file/d/0ByAUhWbtZ5aURWVQZTZSVXQxNmc/view?usp=sharing
22. [bookmark: _heading=h.1fob9te]PERIOSCOPE VIDEO https://youtu.be/Rvxy6C9Okas
23. [bookmark: _heading=h.3znysh7]POWER OF A SMILE http://youtu.be/U9cGdRNMdQQ
24. [bookmark: _heading=h.2et92p0]What a team is www.ted.com/talks/simon_sinek_why_good_leaders_make_you_feel_safe?language=en
25. SUPPLEMENTS (what ones does the doctor recommend and why)
26. PRE-OP BASKET- know what is in it and how to give pre/post instructions
27. Google Review Request sheets, Care to Share Referral Cards, Charitable Giving Campaign 
28. Watch OSHA videos 
[bookmark: _heading=h.tyjcwt]                                                 https://youtu.be/6sEMCmXa24o   --- OSHA dangers
[bookmark: _heading=h.3dy6vkm]                                                                 https://youtu.be/C_76N6w-nw0   ---- cleaning room

29. Watch Implant lecture and Implant placement videos with Terminology words. 
[bookmark: _heading=h.1t3h5sf]8. The Dental Implant Lecture video
 
30. Fill out Medical History and HIPAA Information
31. DEFINITIONS (clinical and chart note abbreviations)
a. Distal
b. Mesial
c. Buccal
d. Lingual
e. Facial
f. Occlusal
g. Incisal
h. Cusp
i. Apex
j. Midline
k. Mucosa
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32. Watch IDS videos : 
[bookmark: _heading=h.4d34og8]https://youtu.be/2gK7yungAPU
[bookmark: _heading=h.2s8eyo1]            https://www.youtube.com/watch?v=cwE_iMjqlo8&feature=youtu.be 

[bookmark: _heading=h.17dp8vu]https://youtu.be/5HQS3Q5wy-Q

[bookmark: _heading=h.3rdcrjn]https://youtu.be/Z6Up97acOpU

33. What Separates Us (review and understand) https://drive.google.com/file/d/1sEevP6CayvblXDUszzauvERgL7-nLV2G/view?usp=sharing

34. What is the 2nd Opinion Sheet (review and understand) https://drive.google.com/file/d/1ZVvi3ZplbwqS5Shge0oyTtSuA9Ght6sL/view?usp=sharing

35. Understand the Tone Scale

36. Understand Awareness Characteristics 

37. Complete a NON-EXISTENCE FORMULA (New Post Formula) (Hubbard)

a. Find a comm(unication) line.
b. Make yourself known.
c. Discover what is needed and wanted.
d. Do, produce, and/or present it.

38. Understand and know how to submit FLAPS and HANDLINGS and WINS to meetings

39. Watch and understand our phone policy. Be able to answer and re-direct calls

a. INSURANCE CONCERNS https://youtu.be/kHZnm0BZ_BA
b.   NOT READY TO SCHEDULE https://youtu.be/N0lF0CEnFIE
c. ROOT CANAL REQUEST https://youtu.be/U4DhzmLyVss
d.  RELUCTANT TO SCHEDULE  https://youtu.be/Zlz_yHYbyTU
e. [bookmark: _heading=h.26in1rg]THE NEW PATIENT EXPERIENCE https://www.youtube.com/watch?v=X3rTUxasB2I&feature=youtu.be

40.  Cross Train--- Train upfront (if hiring clinical) to learn the flow, Train sterile tech (if hiring front) to learn the flow
41. BIOGRAPHY
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