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Become the BCBA you always imagined yourself to be!  
Supervised fieldwork is not enough.  Passing the big 
exam is just the first step in reaching your goals.  This 
checklist will give you the tools you need to succeed!

Reach Your Goals
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Congratulations!  You passed the big 
exam, but now what do you do?  
Maybe you feel a bit overwhelmed or 
confused  so it’s time to get organized! 

If you have a new position with a helpful 
supervisor that will take your hand and 
show you the way, I bow to your 
greatness at finding such a supportive 
new position!  This checklist is for 
everyone else. 

Often when a BCBA starts their first 
position, their supervisor has goals of 
showing them everything they need to 
learn, but then reality sets in.  The need 
to maximize billable hours competes 
with the desire to offer training and 
support to new BCBAs.   

Your coursework and supervised field 
experience gave you the ABA 
knowledge to analyze behavior and 
implement effective interventions to 
effect behavior change.  But that’s just 
the tip of the BCBA iceberg.  Your role 
includes more tasks and responsibilities 
than anyone mentioned in your 
coursework! 

New BCBAs often feel as though they 
are drowning or at the very least 

treading water.  You might have a 
smidge of imposter syndrome that 
makes you question if you can even 
handle the role.  You might be handed 
cases where the previous BCBA does 
things very differently than you were 
taught. 

It’s not uncommon to question your role 
within the field once you have been 

thrown into your first position.  Take a 
deep breath and reassure yourself that 
you’ve got this! 

All you need is a list…or 7…and maybe 
some lists of your lists, right?  Not quite.  
What you need is a task analysis of your 
role and some guidance on how to 
prioritize the responsibilities you have.  
Let’s get started!

As a new BCBA, you have an endless list of things to do.   

How do you get it all done and like your job?
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Organize your professional 
presence. 

Organize your network.

Organize your caseload.

Organize your time and 
resources.

Get Organized
As a New BCBA
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Get a National Provider Identifier 
(NPI).  Click here to start your 
application.

Order business cards if you will be 
looking for a job or your agency 
does not provide them

Create a CAQH account.  You will 
need your NPI for this.  Click here 
to get started.

Create an account on LinkedIn if 
you don’t already have one.

Organize 
Your Professional Presence

Update your resume or CV to 
include your new certification and/
or role.

Update your social media profiles 
to reflect your new role.  Double 
check all visibility settings.

https://nppes.cms.hhs.gov/#/
https://proview.caqh.org/Login/Index?ReturnUrl=/
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Familiarize yourself with your 
clients’ behavior plans. Evaluate 
behavior data and determine the 
need for a new FBA.

Collaborate with the prior BCBA if 
available to discuss prior 
interventions and programming.

Review all client treatment plans, 
programming and data.  Evaluate 
progress and determine if current 
goals appear appropriate.

Create a “cheat sheet” in a 
spreadsheet for important client 
information (parent names, service 
hours, phone number, etc.).

Organize 
Your Caseload

Schedule a meeting with each 
parent to discuss current 
programming, parent training 
goals, and any recommended 
changes in treatment.

Identify the approved number of 
hours approved for each service 
code.
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Make a list of all required recurring 
tasks and categorize them into 3 
categories: billable, client progress, 
staff/program development.

Assess needs for programming 
stimuli or materials as well as 
available reinforcers.

Prioritize tasks according to your 
job description/role, giving top 
priority to billable activities.

Familiarize yourself with the 
resources available through the 
BACB.  Check out the Resources 
tab in your Gateway account.

Organize 
Your Time and Resources

Add recurring activities into a 
calendar around your supervision 
schedule.  Allot time for treatment 
plans well in advance (at least a 
month) of the expiration date.

Establish a recurring supervision 
schedule with a plan to meet 
required billable hours.
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Join groups on social media that 
include other BCBAs new to the 
field.

Become a member of your state 
ABA association and make a plan 
to attend the annual conference.

Join the mailing list for websites 
that offer useful information in the 
field.

Organize 
Your Network

Find an online or in-person 
community that offers mentorship 
from experienced BCBAs and 
networking opportunities with other 
new BCBAs.

Becoming connected with the broader ABA community allows you to ask questions and access support 
when you need it.  Learn how others handle some of the challenges you encounter.  As Dr. Seuss said 
“You’re off to great places! Today is your day! Your mountain is waiting, so…
Get on your way!”
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