
 
New Employee Training and Development Plan 

Day 1 Day 2 Day 3 Day 4 Day 5 

Complete New Hire 
Paperwork with Amanda 

 

Review Employee Manual    

HIPAA Training: Online 
UN: 
PW:   

 

Observe New Patient Exam    

Observe Routing Office 
Visit   

 

Chiropractic Terminology: 
Online  

History of Chiropractic: 
Online  

End of Day Recap:  
Any questions about office 
policies and procedures?  
Review of HIPAA 
compliance policies and 
procedures? 
Why did you become a 
chiropractor? With Drs. 
Berry, Shearer & Foxworth 

 

Review/Practice Phone 
Scripts with Hillary  

 

Review HIPAA training   

How to operate our phone 
system and taking 
messages with Victoria   

 

Using our EHR: Scheduling 
and cancelling 
appointments, checking in 
patients, checking out 
patients, posting payments, 
identify patient balance/ 
co-pay, print and read a 
patient ledger with Victoria 

 

End of Day Recap:  
Practice phone script with 
Dr. Shearer. What did you 
learn from working with 
Victoria? What other 
employees work with 
Victoria? How do their jobs 
affect one another? 

 

Test Skills EHR: Schedule, 
Cancel, Check-In, and 
Check-Out a patient, 
identify the patient balance 
and co-pay with Hillary 

 

Billing and Insurance: 
Review office financial 
policy, learn the process for 
verifying insurance, discuss 
the difference between in-
network and out-of-
network insurance. Discuss 
Medicare. Are we Par or 
Non-Par? What is the 
difference? Discuss 
processing PI and WC 
claims. Review steps for 
completing a records 
request with Leah. 

 

End of Day Recap:  
Explain the office financial 
policy to Dr. Foxworth. 
What insurance is accepted 
in our office. What did you 
learn from working with 
Leah today? What other 
employees work with 
Leah? How do their jobs 
affect one another? 

 

Test Skills: Explain the 
office financial policy, 
review phone scripts, 
explain what insurance is 
accepted in our office to 
Hillary. 

 

Rehab/Therapy: Learn the 
steps for using the foot 
scanner, identifying and 
executing therapy for 
patients in EHR notes. 
What services are 
timed/not timed? How to 
enter therapy notes when 
patients complete 
rehab/therapy with Matt. 

 

Helping the Doctors: Learn 
the rotation for placing 
patients in a treatment 
room, establishing pain 
level and entering 
information in iPad, taking 
notes for Doc when 
assisting in patient room 
with Janae.  

 

End of Day Recap:  
Walk through a complete 
patient appointment with 
Dr. Berry. Input notes in 
EHR, then complete 
therapy/rehab and input 
notes. What did you learn 
from Janae and Matt 
today? How do their jobs 
affect one another?  

 

Test Skills: Complete a foot 
scan, identify which 
services in rehab/therapy 
are timed and not timed. 
Practice a phone script with 
Hillary.  

 

Ancillary Services: Review 
each ancillary service and 
product sold in the clinic. 
Learn benefits of 
products/services, price of 
each product/service, and 
the return policy for our 
office and the 
manufacturer for each 
product with Jasmine.  

 

Get Adjusted if you have 
not already.   

 

Team Lunch: Everyone 
celebrates a successful first 
week. Discuss at lunch 
what you learned most 
from each person.   

 

End of Day Recap:  
Describe each ancillary 
product/service offered in 
our office. What is the 
return policy for each 
product? Which product 
did you find most 
interesting and why? How 
was your first week? With 
Dr. Foxworth 

 

OIG Compliance Training: 
Online 
UN: 
PW:   

Observe Routine Office 
Visit with one of the 
following: Medicare/ PI/ 
WC patient.   

 

 


