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The onboarding process can make or break a new employee.  
The Essential Handbook for New Employees is a compilation of 
tools to help you participate in your new-employee program. These 
tools can support you as you partner with leadership, educators, 
interprofessional colleagues, and interdisciplinary team members 
to ensure you achieve renewed commitment and enthusiasm for 
the organization and team you’ve joined.
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Preface

Congratulations! You got the job! This handbook is a compilation 

of tools to help you participate in your new-employee program, 

with convenient resource pages to keep important information to 

reference after you transition to practice and service. It is designed 

to help you engage in an interactive and participative program 

that is consistent with adult learning principles. It is about doing, 

not just being exposed to lots of facts and figures and faces all 

flowing through your day. There are guides for delegating author-

ity, what you might expect during the competency validation 

process, how to give and receive constructive and positive feed-

back, and how to evaluate your new-employee program.

You are a critical and valuable resource for our organization. 

These tools can support you as you partner with your leadership, 

educators, interprofessional partners and colleagues, and interdis-

ciplinary team members to ensure that you achieve renewed 

commitment and enthusiasm for your decision to join our organi-

zation and teams. 

The information presented in this handbook reflects the research 

and opinions of the authors, contributors, and advisors. Because 

of ongoing research, advances in technology, and improvements in 

recruiting and onboarding processes, this information, the tools, 

and their applications are ever-changing. 
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It is our sincere hope you will add this handbook with its 

information, exercises, and sample forms to your new-employee 

resource toolkit. Consider, too, how you might contribute to this 

important process with lessons you have learned, changes you 

would like to see, and ideas for improving the new-employee 

program for those who come after you.

Welcome!

Diana Swihart and Solimar Figueroa, 2016
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Introduction

Being the “new person” has never been easy. It is even more 

difficult and confusing to be a new employee now, as the world 

of healthcare becomes increasingly multifaceted and complicated. 

Healthcare providers assume many more roles and responsibilities 

much more quickly, often with far less time to learn about the 

organization, service or discipline, and team they have joined 

before expectations are thrust upon them. The changes and stress 

can be overwhelming as they rapidly move from honeymooning  

(I got the job I wanted!) through shock (What have I done?!) to 

reality (It is what it is OR It will be what I make of it; my choice). 

Perhaps you have been through this before; perhaps this is your 

first time as the “new person” and you are wondering what comes 

next. Let’s start with some definitions.
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The New-Employee Progress Overview

New-employee name:

Title:

Position: 

Current skills acquisition status:

 □ Student

 □ New graduate

 □ Newly qualified

 □ Intern

 □ Resident

Onboarding status:
 □ Organization orientation                Date initiated: _______________     

 □ Service-specific orientation             Date initiated: __________________

 □ Preceptorship                                 Date initiated: __________________

 □ Competencies validation                Date initiated: __________________

 □ Internship/residency                        Date initiated: __________________

 □ Transition to Practice/Service           Date completed:________________

Primary preceptor:

Title:

Position: Date:

Educator: Date:

Manager/supervisor: Date:

Comments:
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CHAPTER 1

Onboarding: Definitions and 
Wayfinding

Onboarding and orientation are often used as interchangeably as 

coaching, preceptoring, and mentoring. Yet there is a significant 

difference in definition and application. Onboarding is a process 

for integrating new hires (or new employees) into an organization, 

whereas orientation is comprised of the events or activities 

associated with introducing them to their new positions, duties, 

and responsibilities. Both the process and the events help you 

become part of your new organization’s culture and service teams. 

Orientations are also important for employees changing roles or 

specialty practices, assuming new responsibilities and account-

abilities, or transitioning from one service or unit to another. 

Onboarding is a period of new vulnerabilities as new relationships 

are established with new roles, responsibilities, and accountabili-

ties in new teams. It helps you gain the confidence and skills 

needed to acclimate positively and competently  

(see Table 1.1).
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Chapter 1

Table 1.1 Wayfinding Activities in Your Orienta-
tion and Preceptorship

Hospital (general 
or organization) 
orientation

Complete general hospital or organization orientation checklist:

 • Welcome from hospital leadership

 • Introduction to services and key organizationwide policies 
and procedures (e.g., benefits, ethics, organizational culture, 
climate, and context, etc.)

 • Your information added into organization database

 • Your files are set up and maintained

 • Other service-specific poststart tasks: parking, security (e.g., ID 
badges, computer access), tour facility, etc.

Service-specific 
orientation

Complete service-specific orientation for transition into practice 
and work teams:

 • Receive copy of job description or functional statement, initial 
performance expectations, and competencies

 • Identify and perform on-the-job and just-in-time training activi-
ties for orientation and competency assessment

 • Visit work unit or area and meet team members

 • Process remainder of your onboarding paperwork

 • Review and validate your initial competencies

Preceptorship: 
Begin in general 
(or organization) 
orientation and 
continue through 
service-specific 
orientation activi-
ties

Receive information and schedule for preceptorship; preceptored 
activities to be completed with service-specific orientation and 
residency or internship (if applicable)

 • Begin your preceptorship: meet your primary preceptor

 • Review your job description, role, and expectations during 
onboarding process and orientation activities; initiate your 
professional portfolio

 • Complete a needs assessment and learning activities; verify 
competencies 

 • Attend frequent meetings for feedback, problem solving, and 
encouragement

 • Maintain copies of documented performance, competencies 
met, learning and team-building activities, and feedback and 
evaluations for your employee folder

 • Contribute to progress reports to hiring manager or supervisor

 • Continue the preceptorship throughout the service orientation 
and any additional residency programs or internships
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Onboarding: Definitions and Wayfinding

The job description, sometimes called a functional statement, 

usually has four basic components and is reviewed during 

orientation:

1. A description of knowledge, skills, and attitudes (KSA) 

needed for your positions, i.e., education level, experience, 

and physical demands related to job performance

2. A list of typical duties to be performed in the role

3. Identification of the professional practice knowledge the 

organization expects you to abide by during your 

employment

4. A description of the knowledge-based skills needed to 

achieve organizational outcomes

The job description reflects the work to be done on a routine basis 

and what is needed to carry out the duties of the position. Unique 

or regulatory requirements may be included, as well. When a 

preceptorship is part of the new-employee program, the job 

description speaks to some of the competencies and learning 

activities developed for that part of the onboarding process. 

E

X

E
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C

I

S

E

Review your job description and functional statement. 

1. What are the KSAs needed for your position?

2. What duties listed require more information or skill?

3. What professional practice knowledge are you expected to abide 

by in your new organization?

4. What qualifications do you want to expand or build during onboarding?
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