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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.

|dentify the need of an ongoing review process of the tools and methods
used to communicate the steps of the onboarding process.
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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?




Survey on GCO Workflow

General Clinical Orientation Notification
Process Survey

Please complete survey on GCO Notification current state

Center for Education and Professional Development (CEPD)
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1. | am able to provide my new hire with clear and concise ins. «

25%

3. | am satisfied with the ease of locating/acces:

6% 12%
-\

* & & & @

sing the cnbo.. «

7 2. With the GCO information we provide you, how long does i.

Strongly A :
Tongly Agree 29% ® 0-15 minutes
ares i
Agres 40% @ 15-30 minutes
Mes
leutra & 30-45 minutes
Dizagres

Greater than 45
. minutes
Strongly Dizagree 3

3%

7 4, What do you like about the GCO notification process?

65 responses submitted

& Strongly Agree

log in information email template  Information is clear

) @ Agres hireftraveler Clear schedule

34% 20% ® N information in the email hi

=utra 600 team new staff e .I new nires
& Disagree welcome email no GCO Separate email

miain email groups =

Stronghy O
J @ Strongly Disagree o I I'Ifol'matlo n
GCO process
28% lot of information
5. What do you dislike about the GCO notification process? ¢ 6. Additional feedback..

65 responses submitted

onboarding email

65 responses submitted
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Method/Process

METHODS MATERIALS

Traveler email
workflow different
that NH workflow

Antiguated email Mo standardized

education

No clear pathway to -
share information MNo central repository of
onboarding information

currently available.
Approval from CEPD and

hospital wide committees

Lack of awarensss of whatinformation
to share with new hires/travelers

PEOPLE

Each unit does their own
way of onboarding

Onboarding stakeholders (NEO,
GCO, Epic, SPH, HealthStream)
unclear of what information each
department shares

Role clarity-Who shares information?

_— NEQ/GCO/Managers

-

Travelers receive onboarding information

/’; from Supplier not SHC managers

Mew hires receive multiple emails and

/ are confused of which one to follow

Problem:

«  GCO notification process is inefficient,
cluttered and confusing.

+ email contains too much information
(multiple pdfs attachments, instructionsvaries

Roster for New Hires created

Unable to evaluate % of managers from Workday report —

utilizing notification accurately

Knowledge deficit of costandtime

Smartsheetnot all-inclusive

Smartsheetmissing non-RMN
travelers (Hospital Tech,
ambulatary)

/ Rosterfor travelers

'| created from Compliance
II teamin Smart Sheet

\

(CAS, ITA, ITC, efc)

_spentcreating onboarding - e Not using software or
information. smartsheets for inpatient
roster workflow.
MEASUREMENTS MACHINES
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with role)
* managers are unclear of whatinformation
to share with new hires andtravelers
+  resultingin suboptimal onboarding

experience for managers and new hires
& travelers

Delay for Mew hires &travelers receiving, accessto
HealthStream, SHC email and SID led to delays
resultingin not being able to work on unit

ENVIRONMENT
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ilot group of key stakeholders

ased on feedback we developed:

Email template

Central website for manager & GCO

resources

Cloud-based folders for new hire content

pdated "GCO Ready Roster” communication

Had departments take back ownership of their sections of GCO process

Stanford Health Care
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Traveler email \
workflow different —————\
that NH workflow

Antiquated email ————* No standardized
education

No clear pathway to =\

share information No central repository of

currently available.
Approval from CEPD and

P
Lack of awareness of whatinformation
to share with new hires/travelers
L\ .
Eachunitdoestheirown ___ -

way of onboarding

onboardinginformation —\

Onboarding stakeholders (NEQ,

GCO, Epic, SPH, HealthStream)

Role clarity-Who shares information?
NEO/GCO/Managers

Travelers receive onboarding information
from Supplier not SHC managers

_ New hires receive multiple emails and
" are confused of which one to follow

Problem:

. GCO nafification pracess is ineficient
hospital wide committees \ undlear of what information each cluttered and confusing

R department shares \ email contains too much information

p with )
/ - managers are unclear ofwhatinformation
Roster for New Hires created / Smartsheet missing non-RN to share with new hires andtravelers

Unable o evaluate % of managers ¥ rep / travelers (Hospital Tech,
Jtilzing notfication accurately / s resultingin suboptimal onooarding

Knowledge deficitof costandtime
spentcreating onboarding —
information

Not using software or
smartsheets for inpatient
roster workflow.

Rosterfor travelers
createdirom Compliance
| teamin Smartsneet

Smartshestnot all- inclusive 4
(CAS, ITA, ITC, etc)

experience for managers and new hires
& travelers

Delay for New hires &travelers receiving, access to
HealthStream, SHC email and SID led to delays
resulting in notbeing ableto work on unit



Notification email
Confusing
Multiple attachments

Required the managers to cut
and paste information
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MEDICINE

®

FW: GCO Notification-week of 1/09/2023

General Clinical Orientation

To

This message was sent with High importance.

EZN  SHC Interprofessional Core Competency- Initial.pdf 5
E 39KB
EIN  GCO Notification Instructions for Managers.2021.pdf G

/ 913 KB

Subject: GCO Notification-week of 1/03/2022
Importance: High

2022 Transfer UNIT SECRETARY Orientation Schedule.rev12.2022

.pdf

©)

€ Reply

& Reply All

—> Forward

Fri2

EZN  SHC Registered Nurse Core Competency Initial Rev 03.03.22 FINAL.pdf =
200 KB
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Original GCO Workflow

Position Title:

The above staff member has demonstrated the knowledge, skills, and attitudes necessary to provide care appropriate to the patients served on his or her assigned unit. The

individual has. demonstrated knowledge of the principles of interprofessional competencies and possesses the ability to assess data reflective of the patient's status and interpret the

SHC INTERPROFESSIONAL CORE COMPETENCY: INITIAL

Unit: Employee Name:

appropriate information needed to identify each patients requirements relative to their specific needs.

Preceptor

If compete
‘Wethod of

3a Emb
interprofe

team.
3.c. Man:

3.d.Enge

Stanford
HEALTH CARE

Position Title:

SHC REGISTERED NURSE CORE COMPETENCY: INITIAL

Name: Unit:

The above staff member has demonstrated the knowledge, skills, and attitudes necessary to provide care appropriate to the patients served on his o her assigned unit The
individual has demonstrated knowdedge of the principles of nursing core competencies and possesses the abiliy to assess data reflective of the patient's status and interpret the
appropriate information needed to identify each

Preceptors: P
If competency |
Mothod of Instruc

C= Clinical Practi
D = Demonstration

d
Domain 1: Eng
of complex pa

1a. Consider
warrants
1b. Collects
informati
tothe pa
1c. Processe

i
i

iv.

v

vi

1d. Identifies
e Establish
1f. Takes-ac
manager

1g Evaluate
outcome:
1h Reflects
actions; ¢

2 Identifies
departme
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Stanford

MEDICINE

relative to their

Stanford

Q HEALTH CARE
STANFORD MEDICINE

General Clinical Orientation (GCO) Notification Instructions for Managers
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Inpatient New Hire
Unit Secretary Orientation

Congratulations and welcome to Stanford Health Care! We strive to deliver the
absolute best in patient care, seeking innovative solutions and expanding the limits of
what is possible. Our legacy of excellence creates the foundation for transformations
still ahead, all driven by incredible people like you. Our goal is to provide you with the:
tools necessary to be successful in your new role. Please see schedule below. If you
have any questions about your sessions, please contact your manager.

‘Wednesday | Time: 08:00 - 16:30
— Location: As:
Nurse Manager

DAY 1 New Employee Orientation (NEQ)
Monday Time: 08:00 - 16:00

Location: Refer to instructions from Human Resources
DAY 2 Required Epic Training via Zoom: Epic 122
Tuesday Time: 08:00 - 12:00

Class login instructions and guidelines can be found here.
DAY 3 HealthStream Learning Center (HLC) computer modules*®

ned nursing unit or from home as arranged per

Rev. 12.28.2020

*HLC Competency Modules MUST be complete prior to starting unit-based
orit

ientation.

WELCOME TO STANFORD HEALTH CARE!

Rev 122022

Health Care
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Updated GCO Workflow

bGCO Roster Ready

- . . Rey
General Clinical Orientation O Re
Toe ) Madlangbayan, Marjorie

E Manager';NewH\reWeIcomeEmaiITemplate.oftV mf 1.17_2023 - 5PH_Zoll Report.pdf
121 KB 7~ %0KB

New GCO process

1. Email with hyperlink to dynamic roster

Hello all,

2 Sta n da rd ized e m a i I te m pI ate fo r The General Clinical Orientation (GCO) Roster Smartsheet is ready for review and located on the GCO Landing page here: https://shcconnect stanfordmed org/depts/PatientCare/CEPD/P
L}

Attached is the Manager's New Hire Welcome Email Template. Please utilize this template to provide your new hire with Week 0 information.

ma n a g e rS 1. Fillin the <insert> areas of the provided email template.

2. Delete the links that are not applicable.
3. Review your new hire’s Safe Patient Handling (SPH) group number: See attached
4. Insert SPH group number into the template.

3. Streamlined attachments important reminder

All GCO attendees must complete the Initial SHC Interprofessional Core Competency form within 30 days of hire date. A copy of this competency is located on the GCO Landing Page.

GENERAL CLINICAL ORIENTATION TEAM

4. A central place for manager resources st

Have a Questicn about General Clinical Orientation, please submit a ticket here.

-For CEPD related inquiries, Visit AskCEPD

5 . O n I i n e p I a Ce for n eW h i re resou rces -For oll HealthStream inguiries, please submit a ticket using HeafthSream SenviceNow
-For Epic training inquiries, please email EpicEducation@stanfordhealthcars. ong.
@ Stanford Health Care
MEDICINE

Confidential Information: This communication and any attachments may contain confidential or privileged information for the use by the designated recipient(s) named above. If you are not the intended recipient, you are hereby nofif
error and that any review, disclosure, dissemination, distribution or copying of it or the aftachments is strictly prohibited. If you have received this communication in error, please contact me and destroy all copies of the communication :

Stanford
EMEDICINE Health Care 11



GCO Roster: Email Template

bGCO Roster Ready

+ GCO Roster email has only 2 Py -
attachments: i )

E Manager's New Hire Welcome Email Template.oft o 1.17_2023 - SPH_Zoll Report.pdf
121 KB ke

Hello all,

- Email template

The General Clinical Orientation (GCO) Roster Smartsheet is ready for review and located on the GCO Landing page here: hitps://shcconnect.stanfordmed.org/depts/PatientCare/CEPD/R

Attached is the Manager's New Hire Welcome Email Template, Please utilize this template to provide your new hire with Week 0 information.
_ Safe Patie nt Ha ndl ing (SPH) a nd ZO" 1. Fill in the <insert> areas of the provided email template.
2. Delete the links that are not applicable.
3. Review your new hire's Safe Patient Handling (SPH) group number: See attached
SC h ed u I e 4. Insert SPH group number into the template.

Important reminder:
All GCO attendees must complete the Initial SHC Interprofessional Core Competency form within 30 days of hire date. A copy of this competency is located on the GCO Landing Page.

GENERAL CLINICAL ORIENTATION TEAM
GeneralClinicalOrientation@stanfordhealthcare org

Have a Question about General Clinical Orientation, please submit a ticket here.
~Far CEPD reiated inquiries, Visit AskCEPD

-For all HeaithStream inguiries, plegse submit a ticket using HealthSiream SanviceNow

-Far Epic training inguiries, please email EpicEducation@stanfordhealthcare. org.

@ Stanford Health Care

MEDICINE

Confidential Information: This ication and any attachments may contain confidential or privileged information for the use by the designated recipient(s) named above. If you are not the intended recipient, you are hereby nofif|
error and that any review, disclosure, dissemination, distribution or copying of it or the atfachments is sirictly prohibifed. If you have received this communicafion in error, please contact me and desfroy all copies of the communication

Stanford Health Care .
Y MEDICINE



GCO Roster: Email Template

Welcome to your Stanford Health Care Orientation - Message (HTML)

- File Message Insert Draw Options Format Text Review Help Acrobat Q Tellme
» GCO Roster email has only 2 IE
ek [[2] E)| o]| v @ 9|5
Paste Basic | Mames | Include | Tags | Dictate Immersive Viva View

- Text ~ - - - Reader | Insights | Templates

a tta C h m e nts [ ] Clipboard Voice | Sensitivity | Immersive | Add-in | My Templates ~
L}

Ce

=
- E I I Ial I tel I I pI ate Subject Welcome to your Stanford Health Care Orientation

Start Date: <insert date>

Hello < >

. .
- Sa fe Patle nt H a nd I I n g (SPI I ) a nd ZOI I Congratulations and welcome to Stanford Health Care! We are excited to have you join the <insert Unit/department>

team. Your first week at Stanford is Monday — Friday.

Sched u I e Please use **link below to access your orientation resaurces (schedule, information on HealthStream and maps to

onsite training facilities).

Your Safe Patient Handling (SPH) group number is <insert group> Class details are provided in the link below.

New Hire

New RN & Others

- {AAU, ICU, OBV, Nursing Research Clinical RN, PCM, APCM, CNS, NPDS)
mall lempiate

(Apheresis/Dialysis RNs, Infusion Services (ITA, ITC, Hoover, Emeryville, SBCC) RNs
New RN & Others
(Imaging RNs, Radiation Oncology RNs)

New RN & Others

- Managers edit template for i

New RN & Others
(CTRU)

individual new hire.

(Psych RN, Wound & Ostomy RN, VAS RN, IP Education & Nursing Quality Directors)

New RN
(Inpatient Traveler Conversion- returning in <1 year)

IP Internal Transfer
RN Transfer

(from non-IP to IP)

RN Transfer

(from non-IP to Psych)

) Stanford Health Care RN Transfer

MEDICINE (from disciplines with no record of GCO/GNO in transcript)

Additional Staff

Mo Hira MAc



GCO Roster: Email Template

"'—j‘ O @1 v % Welcome to your Stanford Health Care Orientation - Message (HTML)

« GCO Ready Roster email has
only 2 attachments:

- Email template
- SPH report
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
Stanford Health Care

MEDICINE

File Message Insert Draw Options Format Text Review Help Acrobat Q Tell me

B Colors ~ @ @ @ El Request a Delivery Receipt E\l;l GIQ ;2)

Thermes Fants ~

T Wlerecse cotme | | o | Bmanas [ ResustaResdRecspt || SR L e
Themes Show Fields Encrypt Tracking 7] Maore Options 7]
B‘ From ~w
Send To
Cc
Subject Welcome to your Stanford Health Care Orientation

Start Date: <insert date>
Hello <insert new hire name>

Congratulations and welcome to Stanford Health Care! We are excited to have you join the <insert Unit/department>
team. Your first week at Stanford is Monday — Friday.

Please use **link below to access your orientation resources (schedule, information on HealthStream and maps to

onsite training facilities).

Your Safe Patient Handling (SPH) group number is <insert group> Class details are provided in the link below.

MNew RN & Others
(AAU, ICU, OBV, Nursing Research Clinical RN, PCM, APCM, CNS, NPDS)

Kind regards,

<Insert Department> Management team
<Insert PCM name>

<Insert PCM contact info>

<Insert APCM name, day shift>

[
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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

Stanford Health Care
MEDICINE

15



Transitioned from the Old Roster
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To a New Dynamic Roster

n FINAL GCO Roster - FY2023 - Sov X + M - = s
& C ()} @& appsmartsheet.com/sheets/4QhHPXWRP64PIx5Wrc3jdvrFhhPqm6QPpxM8W6r12view=grid Q 1 * /. *» 0O 2 :
. AEM Signin @ Welcome to Health... ~‘ Time and Attendan... O Articulate 360 Dash... Box O Watch Storyline 360... w Nursing - SHC ) CEPDs | ServiceNow... Smartsheet.com @ ColorSchemer - Onl... @ Stanford CEPD - Yo... » Other bookmarks
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Automation  Forms [J FINAL GCO Roster - FY2023
= § CridView + 7 FikerOff ~ Arial . B I U S &- A- . P B? oB&lk | - $% v o0 0 &H- -
GCOo Pres.. NAO  LastName FirstName | Dept/UnitName  Cost Ctr Job Title Job Code Manager's Name  EEID - Empl.. Employee Phone SPH/Zoll EPIC ECG FAC SPH/Zoll SPH/Zoll Training Date &  ED Traveler Only - N95 Notes (]
Tuesday atGeo Employee Email Number Assessment Group Time Mask Fitting
Date > D
01710 e interface 11/11; reschedue @
FAMILY PRACTICI 70838 PATIENT CARE ( 500434 . No No No No nia na nia %0 12)8 GCO. resc! led for 1/ _
01710123 INFATIENT CASE 83802 CASE MANAGEN ©00132 i | No No No No n'a na nia Absent to 12/8 GCO, reschel [i
01110123 INPATIENT CASE 83602 EXECDIR-SOCl 101740 . i No No No No nia na nia Absent to 12/8 GCO, reschel
4 t Late to GCO: will make-up G @
1/1072023; Al other onboardi
01110123 Psych H2 63472 NURSING ASSIS 700020 ! r completed completed No No nia nla nia wieek. &)
01/10/23 Gl Oncology 7 Nurse Coordinato 400037 E Ne No No No nia nia nia Missed GCC 12/13- resched
01/10/23 Family Madicine Patient Care Coo 500434 . Ne No No No nia n'a nia Missed GCC 12/13- resched B
Al onboarding completed; G
01/10/23 AAUKT 81777 CLINICALNURSI 400018 b compieted completed compietad completed nia nia nia rescheduled 1/10:23
i Al onboarding compisted we @
01/10/23 Psych G2P 83482 NURSING ASSIS 700020 ! r completed compieted  No No nia nla nia NAO is only pending dueto |
added per Benjamin, APCMreq | )
01/10/23 71842 Relief Optometris ! No No No No na na nia ndance far this GI
A5
01110123 CANCER CENTEF 88222 ASSTPATIENTC 101801 . ' Yes Yes Yes Yes Group 3 Wednesday 0900-1130 nia
01/10/23 AAUGT 81713 CLINICAL NURSI 400017 \ | Yes Yes Yes Yes Group 3 Wednesday 0200-1120 nia @
01/10723 AAU B2 81512 CLINICAL NURSI 400018 1 ] Yes Yes Yes Yes Group 3 Wednesday 0000-1120 nia
4 01/10/23 AAUCE 61730 CLINICALNURSI 400018 ! Yes Yes Yes Yes Group 3 Wednesday 0800-1130 n'z
01/10/23 AsUCE 81730 CLINICAL NURSI - 400012 ! Yes Yes Yes Yes Group 3 Wednesday 0900-1130 niz
01/10/23 AAUE3 81733 CLINICAL NURSI - 400012 1 i Yes Yes Yes Yes Group 3 Wednesday 0200-1130 nia
01/10/23 Traveler Conversan < 1 year frc
AAUE 61733 CLINICALNURSI 400018 1 Yes Yes Yas Yes Group 3 Wednesday 0200-1120 nia SPH, ECG, FAC reguired.
01/10/23 AAUE 61733 CLINICALNURS! 400018 1 | Yes. Yes Yes Yes Group 3 Wednesday 0800-1130 n'a
01/10/23 AAUEGR 61542 CLINICALNURSI 400018 H ' Yes Yes Yes Yes Group 3 Wednesday 0900-1130 nia
01110123 AAUF 81753 CLINICALNURSI 400018 1 | Ne No No Yes nia na nia Traveler Conversan < 1 year lo
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26 01/10/23 ICUE2 60142 CLINICAL NURSI 400018 4 | No No No Yes nia nia nia Traveler Conwersian < 1 year o
7 01/10/23 ICUK4 60174 CLINICAL NURSI 400012 d | Ne No No Yes nia nia Traveler Camversan < 1 year o

01710123 ICU M4 50184 CLINICAL NURSI 400018 Yes Yes Yes Yes Gmui 3 Wednesdi 0200-1130
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GCO Website

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

Stanford Health Care
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Patient Care Services

Center for Education & Professional Development (CEPD)

Home  About Us Virtual Leaming Center  Orientation Resources Competencies GCo

General Clinical Orientation Program =

Tuesday of Orientation Week
8:00am - 11:15am

Meeting ID: 381 726 984 Passcode: 156101

Zoom Link: https://stanfordmedicine.zoom.us/j/381726984?
pwd=MkIrQORPWStleGNLeVINcG1icHowZz09

Onboarding Resources for Managers

OPL Manager New Hire OPL GCO Notification process OPL to View Traveler Week 0
£ | “OPLGCORostes Smasshe} 5% Welcome Email-template *3%  changes ¥O%  Schedule
o™, RNsand Others: Competency &~ §=== Nursing Assistants & Unit Initial SHC Interprofessional
W%  Onboarding “T=  Secretaries Core Competency
Master Calendar AskCEPD
2023 - 2024 Orientotion Colendars Have more questions? Submit a ticket request

For a Roster Late Add-On

© Stanford Health Care. All Rights Reserved =
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https://stanfordhealthcare.sharepoint.com/sites/PCS_CEPD/SitePages/GCO.aspx

34 % decrease in IT tickets relate to

onhboarding
Decrease in ema i I inq u i ri eS T;t:a::l Scheduled . Traveler Czlwersions

Over 7000 visits to the website to date
Ability to create dashboards

GCO Attendance by Job Title

N

Increased efficiency, collaboration, and _I|l|.__I ~a-l.m
satisfaction for managers, new hires, PPe LS LA S
and our CEPD team
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Keep clear communication with e

ma nagers d nd key Sta kehOIderS RN & Other- GCO, ECG, FAC, Zoll, SPH, Epic
Make resources technology friendly B ccoresomcnsim
a n d Set u p a Ca d e nce for reVieW m 1st Step Welcome RN & Other- GCO ECG FAC Zoll 5P... Apr 3, 2024 by Elizabeth Huch.. 326.8 KB

Create Templates

Additional changes made to cloud
based resources

Development of an eBook

Stanford
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https://stanfordmedicine.box.com/s/6hb41u75rww3bb7ihho66uhvixrh0lm1

Questions to Consider and Contact Information

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

Maggie Madlangbayan, RN, MSN, NPD-BC, HCIC Elizabeth Paige Huchro, MBA, MA, RN

mmadlangbayan@stanfordhealthcare.org ehuchro@stanfordhealthcare.org
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