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By the end of this session learners will be able to:

• Recognize the value of utilizing technology to have a standardized, 
streamlined onboarding communication process.

• Describe how to initiate and begin managing the change of using 
technology forward onboarding communication tools.

• Identify the need of an ongoing review process of the tools and methods 
used to communicate the steps of the onboarding process.

Learning Outcomes 
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Stanford Health Care General Clinical Orientation (GCO) 
Workflow

Designations & Awards
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Background: General Clinical Orientation (GCO)

Center for Education and Professional Development (CEPD) centralized department 
manages onboarding for over 50 units

Program onboards over 1500 new hires and travelers to organization per year

Cadence: 32 weeks per year (2-3 orientation sessions per month) 

Class size: 20-120 
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Key Questions Considered

1. Are your managers able to provide clear and concise 
onboarding communication for the first week of 
onboarding/orientation? 

2. How easy is it for your managers to access onboarding 
resources and create a welcome letter for a new 
hire/traveler?
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Survey on GCO Workflow
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Method/Process 
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Method/Process 

• Pilot group of key stakeholders

• Based on feedback we developed:

- Email template

- Central website for manager & GCO resources 

- Cloud-based folders for new hire content

• Updated “GCO Ready Roster” communication

• Had departments take back ownership of their sections of GCO process
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Original GCO Workflow

Notification email

• Confusing

• Multiple attachments

• Required the managers to cut 
and paste information
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Original GCO Workflow

• Multiple attachments

• No hyperlinks

• Cutting and paste
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New GCO process

1. Email with hyperlink to dynamic roster

2. Standardized email template for 
managers

3. Streamlined attachments

4. A central place for manager resources

5. Online place for new hire resources

Updated GCO Workflow
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GCO Roster: Email Template

• GCO Roster email has only 2 
attachments:

- Email template 

- Safe Patient Handling (SPH) and Zoll 
schedule
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GCO Roster: Email Template

• GCO Roster email has only 2 
attachments:

- Email template 

- Safe Patient Handling (SPH) and Zoll 
schedule

Email Template

• Managers edit template for 

individual new hire. 
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GCO Roster: Email Template

Email Template

• Managers edit template for 

individual new hire. 

- Keep the hyperlink related to the hiring

- The hyperlink takes the new hire to all 
the information they need for week 0 in 
a cloud-based folder

• GCO Ready Roster email has 
only 2 attachments:

- Email template 

- SPH report



15

GCO Resources

• New hire resources in 
cloud-based folder

- Welcome letter with their week 0 
schedule

- Instructions on how to get into 
our learning management system 
to complete required training

- Maps for training areas and the 
hospital
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Transitioned from the Old Roster
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To a New Dynamic Roster
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GCO Website
A screenshot of a web page

Description automatically generated

Some of the resources include:

• Quick access to the GCO Roster, 
Late Add-Ons and FAQ 

• One point lesson(s) on the change in 
workflow and how to use the tools 
provided

• Direct link to the current GCO online 
program

https://stanfordhealthcare.sharepoint.com/sites/PCS_CEPD/SitePages/GCO.aspx
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Outcomes

• 34 % decrease in IT tickets relate to 
onboarding

• Decrease in email inquiries  

• Over 7000 visits to the website to date

• Ability to create dashboards

• Increased efficiency, collaboration, and 
satisfaction for managers, new hires, 

and our CEPD team
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Lessons Learned

• Keep clear communication with 
managers and key stakeholders

• Make resources technology friendly 
and set up a cadence for review

• Create Templates

• Additional changes made to cloud 
based resources

– Development of an eBook 

https://stanfordmedicine.box.com/s/6hb41u75rww3bb7ihho66uhvixrh0lm1
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Questions to Consider and Contact Information

Maggie Madlangbayan, RN, MSN, NPD-BC, HCIC

mmadlangbayan@stanfordhealthcare.org

Elizabeth Paige Huchro, MBA, MA, RN

ehuchro@stanfordhealthcare.org

1. What are the main onboarding communication issues 
for providing key information to managers, educators 
and the new hired staff?

2. What digital tools are you using to communicate 
information for the onboarding program/process?

3. What new digital tools can you offer to help communicate 
information for the onboarding program/process?

Please reach out if you have more questions and would like to learn more
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