North Shore
Division of Family Practice

Nurse Practitioner Orientation Checklist

Nurse Practitioner Name:

Start Date:

This orientation checklist is provided to guide new NPs through the North Shore Division of Family Practice
orientation process. Elements of before-work readiness have been included; however, these serve as a reminder and

do not replace official materials/sources for:

a) Setting up as an independent NP contractor
b) Understanding the service contract and its deliverables
¢) Negotiating and understanding the practice agreement and its deliverables.

Item Description

Who

Comments

Compl
eted

THINGS TO DO BEFORE YOU START

Reach out to your Regional
NP Leadership contacts as
early as possible.

They are here to provide PCN NPs
with mentorship and support.

NP

The NNPBC is administering the NP Practice Support
Program and the Regional NP Leadership Program for
PCN NPs.

Kelvin Bei, MN, NP(F), Email:

kbei@nnpbc.com Phone: 778-

834-8000

Annalise Hasler, NP,
ahasler@nnpbc.com

Yandi Kwa ykwa@nnpbc.com

NP Service Contract (VCH)

NP/ VCH

Review, understand and sign service contract with VCH
Rep.

VCH Contracts Manager: Sandy Teng Email:
Sandy.teng@vch.ca

Set-up payment process with VCH

NP/VCH

VCH Contracts Manager: Sandy Teng

PCN Host Practice Agreement (Physician
Practice)

NP/
Clinic
Owner

Negotiate, review, understand and sign. Negotiation
includes but not limited to work schedule, coverage,
nature of services, supplies, practice population, etc.
Ensure you have set up practice coverage
arrangement with PCN host including addition of
NP to call rotation (if applicable). Review online
resources linked on NP- Infographic-PCN.pdf
e  Primary Care NP Contracts
e Checklist for negotiating practice

agreement available

Apply for MSP Billing #

NP

Needed for filing your encounter codes.
Application for Billing Number (Form #2997)
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Nurse Practitioner Orientation Checklist

Item Description

Who

Comments

Compl
eted

THINGS TO DO BEFORE YOU START

Apply for Encounter Record Submission NP For Ministry data collection on Nurse

Authorization for Non-Physician Provider Practitioners. Encounter Record Submission
Authorization (Form #2871)

Apply for prescriber ID NP May not be applicable until after completing
all your exams.

Obtain practice insurance NP Contact Canadian Nurses Protective Society
(CNPS) for advice about professional liability
coverage needs as an independent NP
contractor.

Look into secondary supplemental insurance NP Contact Canadian Nurses Protective Society
(CNPS) for advice about professional liability
coverage needs as an independent NP
contractor.

Apply for Teleplan # NP/clinic | Application for Teleplan Service

manager

Apply for access to Excelleris for Labs NP/clinic | To access results

manager

Apply for access to Excelleris for Med Recs NP/clinic | Separate password from Excelleris for Labs

manager

Apply for access to Life Labs. Complete/submit NP/clinic | To access results, this will need to be done

Life Labs Client Information Form manager | annually. Lifelabs Client Information Form —
New/Change

Sign up for VGH & Providence Transcription NP/clinic | This allows you to get discharge reports for

Services manager | any of your patients that are hospitalized.

It also advises that you are patient’s MRP.
Phone number: 604-806-9696

Order your own CDS Prescribing Pads NP You may not be able to do this until you
complete your exams.

Set up profile/user license (if applicable) in NP Speak with host practice to determine what is

EMR required.

Seek local business accounting advice NP For establishing yourself as an independent
contractor & the CRA/tax implications
associated with these contracts.

Seek local legal advice NP Regarding establishing yourself as an
independent NP contractor and the
implications of these contracts

Identify anticipated costs relating to personal NP Costs such as maternity/paternity, disability

benefits and medical must be paid from the salary
portion of the funding allocation. See NP-
Infographic-PCN.pdf.

e Division Mission, Vision, Values Online, Please review contents as well as additional
e About PCN — Division website USB stick | information and contact the PCN office with
e PCN Team or hard | any questions.
e Attachment Coordinator meeting and copy

orientation

e Pathways
e Connection to Mental Health Clinicians
and Clinical Pharmacists
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Nurse Practitioner Orientation Checklist

Division of Family Practice

Item Description

Who

Comments

Compl
eted

HOST PRACTICE Specific (Host Practice will cover specific details of practice orientation)

Meet with Primary Physician

Orientation to Host Practice space

Orientation to Host Practice office procedures

Office email and telephone setup

EMR Training

EMR & NP Encounter Codes

The host practice will cover specific details of
orientation to the practice. The list to the left
is reminders only.

REMINDER

This orientation checklist has been provided to guide new NPs through the PCN orientation process. Elements of

before-work readiness have been included; however, these serve as a reminder and do not replace official

materials/sources for:

a) Setting up as an independent NP contractor
b) Understanding the service contract and its deliverables

c) Negotiating and understanding the practice agreement and its deliverables.




