New-Clinician CE and Credential Onboarding Checklist
Use this editable template when a clinician joins the practice. The goal is to verify standing early, capture current-cycle CE history, and set renewal reminders before details scatter.
Before start date
	Task or field
	Notes, owner, and date

	Collect clinician legal name, preferred name, role, and credential type.
	

	Collect license number, issuing state, board, expiration date, and license copy.
	

	Verify license status at primary source and save evidence.
	

	Ask for current-cycle CE history and certificates already completed.
	

	Identify state-specific categories, ethics, supervision, and one-time requirements.
	


First week
	Task or field
	Notes, owner, and date

	Create one tracker record per license, including secondary jurisdictions.
	

	Set 90, 60, and 30 day renewal reminders.
	

	Confirm what the practice tracks and what remains clinician-owned.
	

	Assign an internal owner for follow-up and document collection.
	

	Record the clinician's acknowledgement of the tracking process.
	


First 30 days
	Task or field
	Notes, owner, and date

	Reconcile completed CE against totals and category rules.
	

	Request any missing certificates or provider approval evidence.
	

	Document unresolved gaps and next review date.
	

	Confirm the clinician can access or review the record kept about them.
	


Generated by certification.app. Adapt this template to your practice policy and board requirements.
