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Dental Office Onboarding Checklist 

• ☐ Offer letter signed and returned

• ☐ New hire paperwork completed (W-4, I-9, etc.)

• ☐ Background check/drug screening (if applicable)

• ☐ Email, software logins, and system access created

• ☐ Workstation/locker/scrubs or uniforms prepared

• ☐ Welcome email sent with Day 1 schedule and team intro

• ☐ Add to payroll and time-tracking system

• ☐ Orientation folder or digital binder shared

Week 1: Welcome & Orientation (Days 1–5) 

• ☐ Office tour (entrances, restrooms, breakroom, emergency exits)

• ☐ Meet the team and assign a mentor

• ☐ Review office values, mission, and culture

• ☐ Introduction to the daily schedule and team huddles

Supervisor/Mentor: 

Checklist Last Updated: 
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New Hire Information 

Employee Name:   

Job Title: 

Start Date: 

 

Pre-Boarding (Before Day 1) 
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• ☐ Overview of key office policies (dress code, phones, time-off, etc.) 

• ☐ Review HIPAA & OSHA compliance policies 

• ☐ Training on infection control procedures 

• ☐ Intro to practice management software (EHR, billing, scheduling) 

• ☐ Shadow assigned team member for 1–2 days 

Admin Track: Office/Front Desk Training 

• ☐ Phone system and scripts (answering, placing on hold, callbacks) 

• ☐ Appointment scheduling workflow and no-show policies 

• ☐ Insurance verification process 

• ☐ New patient intake and registration 

• ☐ Collecting co-pays, billing overview 

• ☐ Managing patient records and digital charts 

• ☐ Communication with clinical team 

• ☐ Front office daily checklist responsibilities 

• ☐ Patient satisfaction and conflict resolution training 

Clinical Track: Assistant/Hygienist Training 

• ☐ Sterilization and instrument processing 

• ☐ Chairside setup and breakdown protocols 

• ☐ Familiarity with procedures: exams, x-rays, fillings, etc. 

• ☐ Charting standards and clinical notes 

• ☐ Radiology protocols and safety procedures 

• ☐ Room turnover and infection control 

• ☐ Using practice software for clinical documentation 

• ☐ Ordering and managing supplies 

• ☐ Emergency procedures and crash cart location 

• ☐ Shadow and assist in multiple procedures 

30-Day Check-In 

• ☐ Review progress with mentor/supervisor 

• ☐ Discuss questions and pain points 

• ☐ Evaluate basic task proficiency 

• ☐ Complete Week 1–4 review form 
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• ☐ Set learning goals for next 30 days 

30–60 Days: Skill Development & Autonomy 

• ☐ Independently complete core job responsibilities 

• ☐ Demonstrate confidence using software 

• ☐ Continue procedure-specific and system-specific training 

• ☐ Participate in team meetings and huddles 

• ☐ Begin contributing ideas and process improvements 

• ☐ Maintain compliance with clinical or admin protocols 

• ☐ Receive feedback and coaching from supervisor 

• ☐ Review SOPs and documentation expectations 

60-Day Check-In 

• ☐ Review progress on goals 

• ☐ Identify advanced skills needed 

• ☐ Discuss feedback from team 

• ☐ Plan remaining onboarding items 

• ☐ Reinforce office culture and collaboration 

60–90 Days: Integration & Evaluation 

• ☐ Demonstrate full job competency 

• ☐ Handle patient scenarios or procedures independently 

• ☐ Exhibit strong communication with team and patients 

• ☐ Cross-train in secondary areas (optional) 

• ☐ Complete mock emergency or compliance drills 

• ☐ Review performance goals and professional development 

• ☐ Discuss long-term career path opportunities 

90-Day Final Review 

• ☐ Final onboarding evaluation completed 

• ☐ Employee provides feedback on onboarding experience 

• ☐ Supervisor signs off on checklist 

• ☐ Add to monthly/quarterly performance review system 

• ☐ Celebrate milestone—welcome officially to the team! 

http://www.spsdentalacademy.com/


www.spsdentalacademy.com courtney@spsolutionsteam.com 

Notes & Custom Tasks

Need a customized training program for your office? 

Contact Courtney to schedule a review call. 

http://www.spsdentalacademy.com/
https://spsdentalacademy.com/contact/
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