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The purpose of the Dental Business Institute Program 
is to educate, train, and develop entrepreneurial 
dentists to successfully lead, manage, govern, and grow 
dental practices of any shape or size from solo practice, 
to managed group practice, to corporate models.



Session One - Your BEST 
Legal Protection: Employee 
Handbooks

Employee handbooks are more than a collection of policies and procedures. When developed and 
implemented properly, they can reduce risk and increase employee engagement. 

The primary goal of your employee handbook is to:

• Protect your Practice

• Promote Consistency

• Keep you Compliant

Handbooks reduce the likelihood of misunderstandings that would otherwise lead to conflict, and 
they ensure that each team member is treated in a fair and consistent manner. That benefits your 
practice by reducing risk and increasing overall employee engagement.
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1.1 How will you distribute your Employee Handbook to your team? 

1.2 How will you utilize your Employee Handbook in disciplinary actions?



1.3 What are some areas you can brainstorm for your policies now? 
Write out a few ideas below: 

1.3.1 [Example] Dress code Policy: 

• What are your dress code requirements? 

• Are you providing uniforms to your team? 

• Do you have any restrictions such as no open toed shoes, no jeans, etc.? 

1.3.2 [Example] Job Abandonment Policy: 

• What are your dress code requirements? 

• Are you providing uniforms to your team? 

• Do you have any restrictions such as no open toed shoes, no jeans, etc.? 

1.3.3 ________________ Policy:

• 

• 

• 

1.3.4 ________________ Policy:

• 

• 

• 

1.4 How will you stay up to date with your Employee Handbook and the latest regulations? 
Write 3 steps that you can take to ensure you are compliant:

• Step 1:

• Step 2:

• Step 3:
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One of the most important elements in any business is the employee handbook. And many do not 
realize how important it really is - until they need it. An employee handbook is the cornerstone of 
everything your business stands for. It showcases the rules and regulations, workplace policies, 
federal and state labor laws, and illustrates a plethora of important features such as pregnancy 
accommodations, anti-discrimination/harassment policies, and protected sick leave. Make sure you 
implement a process to ensure you are protected and are communicating your expectations with 
your team. 
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Notes:



Session Two - “You Got the Job!” 
- Pitfalls of Hiring and How to 
Avoid Them 

The hiring process ranges from the initial job posting until the employee’s first day of work. While it 
can be an exciting time to find the best fit for your practice, there are many areas that can be risky if 
not handled properly.

The hiring process includes:

1. Recruiting

2. Offer Letter & Background Checks

3. New Hire Onboarding
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1.1 What is unique about your practice that you can include in your job postings?

• 

• 

• 

1.1.2 What is your culture like? 

1.1.3 What is your mission statement? 
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1.2 What are 3 pre-screening questions you can add to your applicant review process to help 
narrow down your candidates? 

1. 

2. 

3. 

Remember: Avoid questions that may give you too much information about their protections 
such as disability, age, medical information, marriage status, etc. Examples of questions that 
could be seen as discriminatory that need to be shifted: 

1. “Do you have children?”            “Are you able to meet the attendance requirements of this position?”

2. “How old are you?”                    “Are you over the age of 18?”

3. “Are you religious?”          “Are you available on weekends?”

1.3 Think about the interview questions that you usually ask in the interview process, are 
there any that need to be revised to avoid potential discrimination? 

Previous Question: 

Revised Question: 

Previous Question: 

Revised Question: 

Previous Question: 

Revised Question: 



Notes

1.4 What steps will you take to ensure you have the necessary documents for new employees? 

• 

• 

• 

Next Steps:

1. Outline your interview process 

2. Establish a process for your offer letters and background checks

3. Create a standard onboarding process for new hires
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Session Three - Management Made 
Easy: How-To Protect Your Practice 
with Performance Reviews

Performance management is crucial in your practice for multiple reasons. It allows open 
communication with your team so they are aware of your expectations of them and where they are 
meeting them or need to improve. Next, it ensures you have documentation if needed so it doesn’t 
turn into a “he said, she said” situation down the road. 

1.1 Create a plan for your performance review process: 

1.1.1 How often will you conduct performance reviews?

1.1.2 Which categories will you rate employee performance on? 

1.1.3 Who will be included in your performance review process? 

1.1.4 Will employees do a self evaluation? 
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1.2 How will you store and maintain documentation regarding performance in your practice? 

1.3 What steps will you take next time you need to take disciplinary action with an employee? 

• 

• 

• 
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Tips: 

1. Keep it fact based and objective

• Quote Employee Handbook policies when necessary 

2. Communicate your expectations vs. their results

• Be clear 

• Be empathetic - how can you help them improve? Do they need more training? Tools? 

Notes:
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Session Four - Compliance How-To: 
Benefits & Leave

The process of figuring out how to pay your employees for time off can seem a little complex. While 
some leaves are required, others are at your discretion. It’s important to evaluate the benefits you 
offer with the needs and financial position of your practice. 

Benefits and leaves break down into 4 main categories: 

1. Paid Time Off 

2. Paid Holidays

3. Family Leave

4. Pregnancy & Disability Leave

1.1 Evaluate the benefits that you currently offer. Do they need to be reduced due to financial 
reasons or should you increase to be competitive in the industry? 

1.2 How will you track employee leaves moving forward (if you aren’t already tracking this)?

1.3 If you pay for holiday pay, establish the following: 

• Are they eligible if they aren’t scheduled for that day? 

• Are they eligible if they are absent the business day before or after the holiday?

• Is it paid if it falls on a day the business is closed? 
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Next Steps:

1. Ensure you have policies for all required leaves in your state

2. Ensure you clearly outline your expectations for communicating the need for leave with your 
team

3. Study the leaves required of your practice so you know what your employees are eligible for 
when they inform you of the need for leave

Notes
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Session Five - It’s Not Us...
It’s You: How to Avoid the Top 
Termination Mistakes

7 Top Termination Mistakes: 

1. Probationary Period Safety Net

2. Final Pay Rules

3. No Documentation

4. Relying on “At-Will” Relationship

5. Turning a Resignation into a Termination 

6. High Risk Employees

7. Being too wordy 

1.1 What can you implement in your probationary period to set your new hires up for success? 

1.2 Establish a process for final paychecks:

• 1.2.1 What are your state’s rules surrounding

• Final Paycheck Timing

• PTO/Vacation Payout

• Can you provide direct deposit? 
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A termination becomes high risk when the employee is: 

1. Pregnant 

2. Disabled 

3. Old

1.3 What steps will you take to reduce your termination risk moving forward? 

Notes
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Session Six - Employee 
Classification - How to Get It 
Right the First Time 

1.1 Do you have any exempt employees that need to be re-classified based on what you 
learned today? If so, complete the following: 

• Position Title: 

• Job Duties: 

• Salary Type/Rate*: 

*Does it meet your state’s minimum salary requirements to be considered an exempt employee?

Non-Exempt Employees: 

• Eligible for overtime

• Eligible for Meal Breaks

• Eligible for Rest Breaks

• Generally paid hourly 

Independent Contractors: 

• Not eligible for benefits 

• Pays their own taxes

• Hired by project

• Not managed by the practice

Exempt Employees: 

• Are not eligible for overtime, meal/rest 
breaks

• Must meet exemption requirements

• Must be paid on a set salary 

Employees: 

• Eligible for practice benefits 

• Employer pays taxes for 

• Practice controls how they do their work

vs vs
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1.2. Which position in your practice can you start with to ensure they are classified correctly? 
What steps will you take to reclassify them? 

Next Steps: 

1. Audit Employee Classifications

• Avoid industry “norms” 

2. Establish a plan to communicate the changes

3. Document the changes with employees 

Notes
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Session Seven - Money on the 
Table: Avoiding Wage, Hour, & 
Overtime Claims

1.1 Do you have any exempt employees that need to be re-classified based on what you 
learned today? If so, complete the following: 

1.2 Do you offer any employees two different rates of pay? If so, determine what they are owed 
for their weighted average for a specific work week below: 

3 Types of Wage & Hour Claims: 

1. Lunches & Breaks

2. Overtime

3. Payment Requirements & Timing

Daily Rate /Hours worked in a day = Hourly Rate

$ $

Hourly Rate x 1.5 = Overtime Rate

$ x 1.5 $

Role Hours xRate = Overtime Pay
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Total Straight Pay / Total Hours Worked = Weighted Average Rate

Overtime Pay + Total Straight Pay = Total Week Pay

Weighted 
Average Rate x .5 = Overtime Rate x # of OT Hours = Overtime Pay

x .5

Next Steps: 

1. Implement a timekeeping system (sticky notes don’t count!) 

2. Implement an overtime tracking calculation 

3. Stick to pay periods and pay dates

4. Communicate changes to employees 

Notes
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Session Eight - New Hire 
Paperwork: What’s Required?

While not all states have these forms, here are examples of state-specific 
forms that are required: 

1. State withholding form

2. Notice to employee regarding payment of wages

3. Workers’ compensation brochure

4. Disability insurance rights

5. Wage and employment notice

6. Pregnancy & family leave rights brochure

7. Harassment brochure

8. Report of new employee form

1.2. Which position in your practice can you start with to ensure they are classified correctly? 
What steps will you take to reclassify them? 

1.2 What will you do to ensure you are staying up to date with your state’s required documents 
and posters moving forward? 
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Next Steps: 

1. Establish a process for Employee Signatures & Storage 

2. Stay up to date with the latest documents for both state and federal requirements 

Notes
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