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On-boarding New Employees

Setting
Inpatient Pharmacy
90+ FTEs

Culture
Reflecting on where we have come from 
and where we are going
Disseminate our values and expectations

Welcome Process

Overview of the Welcome Process
Adapted from Quint Studer – Hardwiring 
Excellence

Purpose, worthwhile work, making a difference
Pharmacy Orientation
Meet with each new employee
Receive an email at 30, 60, 90, and 180 days 
with meeting invitation
At 30 and 90 days - email is followed by a 
meeting with the AD
At 60 and 180 days - email is followed by a 
meeting with the their Manager

Welcome Communication

Email consists of:
Welcome and Department details
Mission of the Heath Care System and our 
Department
New hire process – orientation and 
expectations
7 questions
Establish a sense of approachability, 
beginnings of a good relationship, and our 
performance improvement mindset

7 Questions
1. Now that you have been at UNC for a month, how 

do we compare to what we communicated to you 
about our values/expectations when you accepted 
the position?

2. What do you think we do well here? 
3. Who are some people who have been very helpful 

during your first 30 days at the hospital? How were 
they helpful? 

4. Reflecting on your previous experience, what are 
some things that you think could help us operate 
better as a Department?

5. Are all areas of your job expectations clear? 
6. Is there anything here that you are uncomfortable 

with? 
7. Is there anything else you would like to talk about? 

7 Questions

3. Who are some people who have 
been very helpful during your first 
30 days at the hospital? How were 
they helpful?

Valuable – Thank You Cards 

4. Reflecting on your previous 
experience, what are some things 
that you think could help us 
operate better as a Department?

Sharing their experiences
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Process

Follow-up with an email to 
Management team

Clarify information and follow-up on 
outstanding issues
Serves as a reminder to their Manager 

60 and 180 days meetings are with their 
Manager

Follow-up note, via email, to the 
employee

Tip:  Make the original letter and this note a 
Outlook signature

Results
Employee:

“Never experienced this before”
“I told my Mom”
“In some organizations I never even spoke to management never 
mind meeting them on defined intervals”
“I feel as if I have a voice”
“I really appreciate the time you have taken to meet with me”

Employer:
(S)ets me up to:

Meet each and every new employee and we are able to get to know 
them and them me. 
Gives me an opportunity to talk about the department and its history.

(E)nsures:
Ensure their job expectations are clear and they understand their role. 
Reinforce behavioral and cultural expectations. 

(A)llows:
An additional way to stay engaged in the day to day operations of my 
department and make a genuine effort to get to know my employees
on more than just a work level – Retention! 
Numerous operational improvement suggestions.

QUESTIONS?
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