
Starting A Successful Practice 
prepared by the 

New Dentist Committee of the West Virginia Dental Association 
2003 Quarrier Street, Charleston, WV 25311 

Telephone: (304) 344-5246    FAX: (304) 344-5316    E-mail: wvrds@aol.com 
 

The WVDA New Dentist Committee has compiled this “road map” as a tool to help new 
dentists start their practices in West Virginia.  It identifies information you need to know 
and steps to follow in beginning your professional career.  While most information is 
relevant to this State, you will find similar requirements and information applicable in 
other states.  It isn’t possible to include everything you need to know to start a successful 
practice, but we hope it will get you started down the “right road.”  For information on the 
Association’s New Dentist Committee, please contact Dr. Chris Smith, Chairman, at (304) 
343-9131 or E-mail: smittie@smithdental.net 
  
 
West Virginia Board of Dental Examiners 
PO Drawer 1459  
Beckley, WV 25802-1459  
Tel (304) 252-8266 Toll-Free (877) 914-8266 FAX (304) 252-2779    
Web site:  www.wvdentalboard.org 
 
Contact the Board of Dental Examiners to request information and application for license 
to practice dentistry.  You renew your license every year in February.  The application fee 
for a dentist license is $50, and the annual renewal fee is $125.  You are required to 
attained 20 hours of approved continuing education every two years to renew your license, 
three (3) hours of which must be in “infection control.”  Request the following the Board:  
 >Current copy of WV Dental Practice Act; and 
 >Current rules and regulations governing practice of dentistry. 
 
The above provides such important information as: reasons for suspension or revocation of 
license; duties dentists may assigned dental hygienists and assistants; and requirements for 
general anesthesia and/or parenteral conscious sedation.  
 
   
Drug Enforcement Agency (DEA) 
#2 Monongalia Street, Suite 202  
Charleston, WV 25302 
Tel (304) 347-5209  or  (202) 305-8500 Washington, DC 
 
Contact DEA for application for license to prescribe drugs.  Also request a Physician’s 
Manual on US Controlled Substances Act’s security and record keeping procedures. 
  
 
 
 
WV Department of Health and Human Resources 
Office of Environment Health Services  
Radiation, Toxics and Indoor Air Division 



Morrison Building, 815 Quarrier Street, Suite 418  
Charleston, WV 25301  
Tel: (304) 558-2981 FAX (304) 558-1291  
 
Subject: X-Ray Equipment Registration  
 
Contact the Division to request an application to register your X-ray units.  Every unit in 
your office must be registered.  There is an annual fee of $55 for the first tube head and $20 
for each additional tube head.  Inspections of your X-ray equipment will be done by the 
agency every three (3) years.  When you have a X-ray machine installed, the installer will 
notify the Department.  At that time the agency will contact you to schedule an 
appointment to inspect and certify your X-ray units.  You are required to notify the 
Department within ten (10) of removal of any X-ray machine.  This includes selling the 
machine or just taking it out of service.  Written safety procedures are required to be given 
to all new employee, which they are to read.  A copy of these procedures should also be 
posted in your office.  Lap aprons are required by state law for patient protection while 
you are taking radiographs.  Film badges are not required for your office staff but they are 
recommended, especially for pregnant personnel.  Enclosed is a copy of the February 2002 
issue of WVDA News, containing information for your use in complying with the Radiation 
Division’s Radiological Health Rule. 
  
 
WV Department of Health and Human Resources 
Office of Environmental Health Services  
Public Health Sanitation Division 
Morrison Building, 815 Quarrier Street, Suite 418  
Charleston, WV 25301 
Tel: (304) 558-2981   
 
Subject: Infectious Medical Waste Disposal  
 
Contact the Division to request current rules and regulations governing proper handling, 
storage, transportation, treatment and disposal of infectious medical waste.  Most dental 
offices are classified as “small generators” of infectious medical waste, which is defined as 
health facility that generates 50 pounds or less during a one month period.  A small 
quantity generator is required to develop and retain in their office an infectious medical 
waste management plan.  A list of infectious medical waste haulers is available from the 
Office of Environmental Health Services. 
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WV Department of Health and Human Resources 
Bureau for Medical Services, Medicaid Provider Enrollment 
305 Capitol Street 
Charleston, WV 25301-3707 
Tel: (304) 558-1700 



 
Subject: Medicaid Provider   
 
Contact the Bureau to enrol as a Medicaid provider of dental services if you intend to 
participate in the program.  Also request the Bureau to send you a Dentist Provider 
Manual, which contains information on covered services. The Bureau will issue you a 
Provider Number, after which you can begin providing dental care to Medicaid recipients.  
Children up to age 19 years are covered recipients.  Adults have very limited coverage.  
The Bureau mails Program Instructions periodically, containing information regarding 
changes in coverage and administrative procedures.  Retain these Instructions.  Dentists’ 
participation is optional. 
  
 
WV Children’s Health Insurance Program (CHIP) 
Capitol Complex, Building #3, Room 213 
Charleston, WV 25305 
Tel: (304) 558-2731 FAX (304) 558-2741 
Website: www.state.wv.us/admin/wvchip 
 
Subject: Dental benefits for children 
 
Following enactment of a federal law in 1997, the WV Legislature created WV CHIP - an 
insurance program for children up to age 19 years whose parent(s) is employed but does 
not have health insurance and income is less than 200 percent of the federal poverty level.  
In addition to medical coverage, WV CHIP provides coverage for many dental services.  
Dentists’ participation in CHIP is optional. 
  
 
WV Bureau of Employment Programs 
Unemployment Compensation Division 
112 California Avenue  
Charleston, WV 25305 
Tel: (304) 558-2669 
  
If you have employees you must request an application from the Division.  You are 
required to pay unemployment taxes on your employees.  Quarterly reports will be sent 
you to fill out after you have returned your application.  Request Form UC-201-B 
Employer’s Initial Statement to apply. 
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WV BUREAU OF EMPLOYMENT PROGRAMS 
Workers’ Compensation Division 
4700 MacCorkle Avenue, SE 
Charleston, WV 25304 
Tel: (304) 926-5000 
 
You are required to cover your employees for injuries or illnesses they may incur under 



your employment.   Request a new accounts application from Workers’ Compensation.  A 
deposit of three (3) months premium is to be paid with your completed application.  You 
will then pay premiums quarterly based payroll.  A dentist can elect to  be covered for 
injuries or illnesses they may incur in their practice.  
  
 
WV Department of Tax and Revenue 
1001 Lee Street 
Charleston, WV 25301 
Tel: (304) 558-3333  or  (304) 558-2051 Toll-Free 1-800-982-8297 
 
State income tax withheld from your employees’ pay must be reported and paid monthly.  
WV Consumer Sales and Use Tax of 6 percent must be paid on certain supplies and 
equipment purchased by a dental office.  Forms and reports for state income tax 
withholding and consumer sales and use tax are to be requested from the Department. 
 
A health provider tax, based on gross income, is to paid the Tax Department monthly. 
This tax is currently in the second year of a ten-year phase out. The taxes paid by health 
providers is dedicated to help fund the Medicaid program.  Contact Tax Payer Services 
(304) 558-8500 or 1-800-982-8297 for the health provider tax form and return. 
  
 
Municipal Taxes 
The city in which you practice may have a business license tax and/or a business and 
occupation (B&O) tax.  Contact the City Clerk’s office in your city. 
  
 
County Taxes 
Each county in West Virginia taxes personal property and real estate.  Contact the 
Assessor’s Office of the county in which you practice for personal property forms and 
returns.  Personal property includes dental equipment and other office furnishings.  Real 
estate taxes are assessed after a deed of trust on real property is filed with county. 
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Internal Revenue Service Toll-Free 1-800-829-1040 Ask for Employer Information 
 
Request Publication No. 454 - “Your Business Tax Kit” - which is a guide to your required 
tax filings and returns.  It also includes an application for your Federal Employer Tax  ID 
Number, which you will need if you will have employees.  Complete this application at your 
earliest convenience as the Tax ID Number assigned you by the IRS is required for other 



tax forms, including state forms.      
 
Also request Publication 15 and 15A from the IRS, both of which contain information and 
forms required of various types of employers.  Your accountant can advise you regarding 
the IRS forms and returns required of your practice.  
  
 
U. S. Immigration and Naturalization Service  Toll-Free 1-800-755-0777 
 
Contact the Service and request Form I-9.  You are to verify that any new employee is a 
citizen or a naturalized citizen of the U.S.  
  
 
Occupational Safety and Health Administration (OSHA) Toll-Free 1-800-767-4731 
 
OSHA has a number of requirements concerning infection control, employee safety and 
training, waste management and hazards chemicals.  Dentists must have a copy of OSHA’s 
Bloodborne Pathogens Standards which can be obtained from OSHA or the American 
Dental Association (ADA).   OSHA requires an annual training program concerning 
infection control for your employees.  OSHA requires you to supply the Hepatitis Vaccine 
to your employees at no charge.  Poster No. 2203 (Job Safety and Health Protection) is 
required to be displayed in your office and can be obtained from OSHA or the ADA.  The 
ADA is an excellent source of information to help you meet these requirements.  Call the 
ADA 1-800-947-4746 for a current catalog for OSHA publications and many other 
references.  
  
 
Americans with Disabilities Act (ADA)  
 
This federal law regulations all businesses to avoid discrimination among disabled 
individuals  as customers or employees.  Businesses must have physical facilities accessible 
to handicapped persons, which includes how offices are to be designed.  The law also 
prohibits dentists and other health providers from refusing to treat individuals with 
disabilities.  The American Dental Association can provide information specific to dental 
offices.  Call 1-800-621-8099. 
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There Is Value In Your Membership In Organized Dentistry 
 
Membership in your state association and the American Dental Association have major 
values and are excellent resources for the special needs of dentists.  As a member, you are 
encouraged to utilize their services and resources. 



 
Various insurance plans are sponsored by WVDA that you are eligible to apply for as a 
member of organized dentistry.  Among these is medical insurance for you and your 
family.  Contact our WVDA for information about this valuable protection. 
 
Before you begin your practice, WVDA recommends you obtain your malpractice 
insurance from Acordia of WV, our state administrator of the “Professional Protector 
Plan.”  This valuable coverage is designed specifically for today’s dental practice and has 
been endorsed as a membership benefit by our Association since 1974.  Call Lona Ross or 
Nancy Louden at Acordia to apply for your malpractice and office protection.  Lona can be 
reached at (304) 347-0745 and Nancy can be reached at (304) 347-0621.    
 
West Virginia Dental Association   American Dental Association 
2003 Quarrier Street    211 East Chicago Avenue 
Charleston, WV 25301    Chicago, Illinois 60611-2678 
Tel (304) 344-5246     1-800-621-8099 
FAX (304) 344-5316     FAX (312) 440-7494   
E-mail: wvrds@aol.com    Website: ada.org 
    ~ ~ ~ ~ ~ ~ 
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   CHECK LIST FOR STARTING A PRACTICE 
 
_____ WV dental license, rules and regulations (Board of Dental Examiners 304-252-8266) 



_____ DEA license for prescribing drugs (DEA 304-347-5209 or 202-305-8500) 
_____ X-Ray machine registration and safety procedures (WV Radiation Division 304-558-2981) 
_____ Infectious medical waste small generator plan (WV Sanitation Division 304-558-2981) 
_____ Unemployment compensation (304-558-2669) 
_____ Workers’ compensation (304-926-5000) 
_____ WV Tax and Revenue (304-558-3333 or 1-800-982-8297) 
_____ Health Provider Tax (304-558-8500) 
_____ Internal Revenue Service (1-880-829-1040) 
_____ U.S. Immigration and Naturalization Service (1-800-755-0777) 
_____ OSHA ( American Dental Association 1-800-621-8099) 
_____ Americans with Disabilities Act (American Dental Association 1-800-621-8099) 
_____ County personal property tax  
_____ Municipal building/remodeling permits  
_____ Municipal license and taxes  
_____ Dental equipment supplier 
_____ Dental supply house 
_____ Dental laboratory 
_____ Patient records system 
_____ Bookkeeping system (computer, pegboard, etc.) 
_____ Professional stationery 
_____ Professional/business cards 
_____ Telephone - Basic/local service 
_____ Long distance carrier - WV Dental Association (304) 344-5246 
_____ Yellow Pages listing (check for deadline for listing)  
_____ Utilities (water, gas, electric, garbage, city services) 
_____ Bank (establish relationship with personal banker) 
_____ Checking accounts (personal and business) 
_____ Accountant (personal and business federal and state tax returns) 
_____ Attorney (review of contracts and other legal documents before signing) 
_____ Join local society, West Virginia and American Dental Associations (304-344-5246) 
_____ Apply for medical insurance with West Virginia Dental Association (304-344-5246) 
_____ Insurance (WVDA program administered by Acordia of WV (304-347-0745) 
 Ask for Lona Ross or Nancy Louden 
  _____ Professional and general liability (Professional Protector Plan) 
  _____ Office equipment and contents (Professional Protector Plan) 
  _____ Life 
  _____ Disability income 
  _____ Office overhead 

 
 

Membership that Matters 



An overview of selected membership benefits 
and services in organized dentistry. 

 
West Virginia Dental Association    American Dental Association 
2003 Quarrier Street      211 East Chicago Avenue 
Charleston, WV 25311      Chicago, Illinois 60611 
(304) 344-5246       800-621-8099 
Richard D. Stevens, Executive Director 
 
 
I. Welcome and introductions 
 
 
II. Why join organized dentistry 
 
 
III. What’s the cost of membership? 
 
 
IV. Brief review of selected membership benefits and services 
 
 
V. How to evaluate a dental provider contract 
 
 
VI. Health care records 
 
 
VII. Road Map to a Successful Practice 
 
 
VIII. Check list 
 
 
IX. How to join organized dentistry - complete tripartite membership application 
 
 
IX. Questions and wrap up  


