NEW PROVIDER ORIENTATION CHECKLIST

STEP THREE
PROVIDER NAME: _______________________________________ MD    DO    PA    NP   

                                    (First                                        Middle                                      Last)

PROVIDER SPECIALTY: _____________________________       

ANTICIPATED START DATE:  ORIENTATION: __________________ PATIENTS: ______________

CLINIC LOCATIONS: ___A ___B   ___ C ___ D ___ F ___ 

(Check Primary Location)

PHYSICIAN SERVICES

First Three Months: Monthly meetings with hospital CEO (or relevant administrator) and the new physician to get feedback on practice development and discuss problems or any other topics relevant to their situation. To provide feedback “interventions” over a period of time, foster on-going communication & to ensure that the new physician feels valued to the group & community (by giving positive feedback from patients, other physicians, and community members, etc.).  These meetings can build goodwill between the new physician and administration.  As information becomes available, track patient volume, revenue and expenses.  

After three months: Quarterly meetings for the remainder of the first year. (15 minute meetings.)

Task Description


 Party Responsible

 Date Completed 

Notes/comments 

Review coding and documentation

at three weeks. Follow up at three

months and six months.


__________________

__________________

__________________
New physician (and family) 

attend a small dinner party 

at the Physician Mentor’s home 

within 2-3 weeks of the new 

physician start date.


__________________

__________________

__________________

Task Description


 Party Responsible

 Date Completed 

Notes/comments 

Marketing issues a press release

to the local newspaper, places 

print and other advertising introducing

the new physician.


__________________

__________________

__________________

Physician Mentor meets with 

new physician monthly to continue 

to provide information, guidance and 

support.



__________________

__________________

__________________

Community Mentor contacts

the Spouse on a monthly 

basis to see how she/he and 

family are acclimating to the 

community and new lifestyle.

__________________

__________________

__________________

“Check In.” Practice manager,

meets with new physician every two 

weeks (first six months) to ensure

smooth professional acclimation.

(15 Minute meeting)


__________________

__________________

__________________



Marketing of practice or 

Outreach incorporated into 

the process.



__________________

__________________

__________________
Recruiter talks to new 

physician and spouse during 

first six to twelve months to see 

what improvements could be 

made in the relocation and 

practice orientation/retention 

processes for future physicians. 

__________________

__________________

__________________

Annual meeting with the hospital

CEO or Senior Medical 

Leadership.



__________________

__________________

__________________
Year 2

· “Check-In” Bi-monthly meetings with the Physician Mentor or other as assigned. (Physician Services)

· Quarterly meetings with the Clinic practice manager.

· Social mentor or physician services calls the Spouse on a bi-monthly basis to “check in”. (if applicable)

· Annual meeting with the Hospital CEO.

· Physician Services surveys the new physician after 2 years to see what improvements could be made in the Physician Retention Plan for future implementation.

· Physician Services surveys the Spouse after 2 years to see what improvements could be made in the Social Mentor Program for future implementation.

· Physician Services follows up with the CEO, and clinic practice manager with an Evaluation Form or telephone call to ensure that schedule is being followed.

Year 3

· “Check-In” Bi-monthly meetings with the Physician Mentor or other as assigned. (Physician Services) 

· Bi-annual meetings with the Clinic practice manager.

· Social Mentor or physician services calls the Spouse on a bi-monthly basis to “check in”.

· Annual meeting with the hospital CEO.

· Physician Services surveys the new physician after 3 years to see what improvements could be made in the Physician Retention Plan for future implementation.

· Physician Services surveys the Spouse after 3 years to see what improvements could be made in the Social Mentor Program for future implementation.

· Physician Services follows up with the CEO, and clinic practice manager via Evaluation Form or telephone call to ensure that schedule is being followed.
(Activities vary widely—these are suggestions)

Don’t forget to “Check-In”

