New Employee Onboarding Checklist for Healthcare Employees

Efficient new employee onboarding in healthcare ensures staff are well-prepared and compliant with medical standards. This checklist includes
essential orientation tasks, training sessions, and policy reviews to promote a smooth integration. Proper onboarding improves employee
confidence and patient care quality.

Onboarding Checklist

¢ Documentation & Compliance
o Complete employment paperwork (contracts, tax forms, etc.)
o Verify professional licenses and certifications
o Background checks and immunization records
o Review HIPAA and patient privacy policies
¢ Orientation
o Introduction to organizational mission, values, and structure
o Tour of the facility and key departments
o Meet team members and direct supervisor
o Set up workstations, ID badges, and access cards
¢ Training Sessions
o Electronic health record (EHR) system training
o Workplace safety, infection control, and emergency procedures
o Patient communication and confidentiality guidelines
o Role-specific technical training
Policy Reviews
o Attendance and punctuality expectations
o Dress code and personal protective equipment (PPE) policy
o Protocols for reporting incidents or hazards
o Employee handbook and ethics code
Performance Support
o Assign mentor or onboarding buddy
Schedule regular check-ins with supervisor
Provide feedback and guidance
Set professional development and performance goals
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Thorough onboarding helps new healthcare employees feel supported and ensures quality care and compliance within the organization.
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