Clinic Induction Checklist

Week before start date:

[J Sign associate contract
[ Receive qualifications
[J Receive GOsC/AHPRA/OA/ONZ registration
[J Receive insurance information
[J Obtain any other qualifications and certificates
[J Print out qualifications and registration for display in frame
[J Purchase frames/re-frame
[J If self-employed, ensure payment machine is set up
[J Create clinic email address
[J We recommend Google Workspace
[J We recommend a hello@yourclinicname.com (for general
enquires and clinic emails) and
firstname@yourclinicname.com (for emails specific for that
team member, including work-related login information)
[ Finalise work hours
[J Set up practice management software login
[J Ask for any templates that they use
[J Reflect work hours in online booking/calendar
[J Share clinic documentation (Handbooks, guides, brand strategy etc)
to be studied
O If providing insurance, obtain and update information
[0 Update practice information at registration body
[J Obtain address details, ICE number, etc
[0 Where necessary obtain bank details

Week 1:

[J Provide any keys and/or codes for the premises
[J Run through opening and closing practice procedures
(J Run through rubbish collection days and responsibilities
[J Run through cleaning responsibilities
[J Run through answering the phone and taking phone bookings
[J Provide information on referrals procedures in the practice
[J Clinic walk through
[0 Staff area
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[0 Staff/patient toilets
[ Fire safety

[J Meet the team

[J Shadow principal

Week 2:

[J Shadow a fellow associate/member of the team

[J Receive treatment from an associate/member of the team (provided
and paid for by clinic)

[0 Discuss B2B relationships the clinic has with local businesses

Week 3:

[J Provide treatment for an associate or team member (paid for by
clinic)

[J Attend a class at a B2B Relationship (yoga, personal trainer, etc
provided by clinic)

Week 4:

[0 Team CPD session (share an interesting case history)
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