
5 Quick Ways to Improve Your Dental Office Today

When new hires walk into your office, they’re eager to learn but often
overwhelmed. Without a clear system, training becomes inconsistent, team
members feel unsupported, and turnover skyrockets. A universal onboarding
packet changes everything. 

This packet should include:
An introduction to your office culture and core values
Policies and procedures
Step-by-step role expectations
Checklists for daily/weekly/monthly tasks
FAQs and resources for quick answers

Pair the packet with a 90-day onboarding system that includes mentorship,
scheduled check-ins, and milestone reviews. This ensures every new team
member feels confident, valued, and aligned with your standards.

1. Create a Universal Onboarding Packet & System

Action Step: 
Start small. Create a “Day 1” checklist that includes off ice tour,
introductions, log-in access, and shadowing schedule. Expand over time
until you have a complete packet for every role.
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Simple, high-impact strategies you can implement right away

Running a thriving dental practice means balancing patient care, team
management, and business systems while keeping up with day-to-day demands.
But improving your office doesn’t always require an expensive investment or a
complete overhaul.

By focusing on small, intentional changes, you can dramatically boost efficiency,
patient satisfaction, and team morale. This guide shares five practical steps you
can implement today so you can see immediate results and set the stage for
long-term success.



A daily huddle keeps everyone aligned before patients walk through the door.
Morning huddles don’t need to be long or complicated. In fact, shorter is better.
In just five minutes, you can:

Review the day’s schedule and highlight patient needs (medical alerts, special
accommodations, outstanding balances)
Assign responsibilities so no task is overlooked
Celebrate team wins to build positivity
Spot potential obstacles before they turn into problems

When done consistently, huddles reduce miscommunication, boost teamwork,
and create a calm start to even the busiest days.

2. Implement Daily 5-Minute Morning Huddles

Action Step: 
Start tomorrow. Set a timer for 5 minutes, gather the team, and run
through the day’s schedule together. Consistency is more important
than perfection.

Patients value convenience and when communication breaks down, it shows in
cancellations, no-shows, and lost trust. The good news? Small improvements
make a huge difference.
Consider these upgrades:

Automated reminders: Use text and email to confirm appointments and
reduce last-minute cancellations.
Two-way texting: Let patients quickly confirm, reschedule, or ask questions.
Friendly templates: Make sure voicemail greetings, email responses, and text
reminders sound warm and professional.

Streamlined communication reassures patients, prevents revenue loss, and
positions your office as modern and patient-centered.

3. Streamline Patient Communication

Action Step: 
Review your reminder system today. Does it send texts 48 hours and 24
hours in advance? If not, update it. Then test your voicemail greeting - is
it welcoming and helpful?
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Every dental office has tasks that “fall through the cracks.” Often, it’s not because
team members don’t care, it’s because roles aren’t crystal clear. By creating one-
page Standard Operating Procedure (SOP) checklists for each role, you eliminate
confusion. 
Each checklist should outline:

Daily responsibilities (opening and closing duties, sterilization protocols,
scheduling calls)
Weekly and monthly tasks (supply ordering, reports, follow-up calls)
Who to report to for each responsibility

These checklists provide structure, accountability, and peace of mind. They also
make cross-training easier, so your office runs smoothly even if someone is
absent.

4. Clarify Job Roles with Simple SOP Checklists

Action Step: 
Choose one position (hygienist, assistant, or f ront desk). Create a quick
one-page list of their daily top f ive responsibilities. Post it in their
workspace and review it together.

Revenue leaks happen quietly. A same-day revenue audit brings awareness and
creates opportunities.
At the end of each day, compare:

Scheduled production vs. actual production
Scheduled collections vs. actual collections
Same-day treatment accepted vs. declined

This simple audit keeps the team focused on goals and reveals opportunities you
can act on immediately. For example, spotting a declined same-day crown might
prompt a quick follow-up call or rescheduling.

5. Do a Same-Day Revenue Audit

Action Step: 
Print a daily sheet or create a quick spreadsheet. At closing, review
numbers with the team. Celebrate wins and note areas for improvement
the very next day.
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You don’t need to overhaul your entire practice to see meaningful improvements.
By focusing on these five simple but powerful strategies, you’ll build stronger
systems, happier patients, and a more engaged team.

Ready to go deeper? Apply for the Doctor Collective or 1:1 Mentorship with Dr.
Kassmel. 

Included in your mentorship are proven templates for all of the materials covered
in this document in addition to personalized mentorship to exceed your business
goals. 

Next Step:

APPLY FOR MENTORSHIP HERE 

https://summerkassmel.com/mentorship/
https://summerkassmel.com/mentorship/

