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Set The Stage For Success 

CHECKLIST

New Hire Onboarding Checklist for  
Senior Care & Post-Acute Facilities 
WHY ONBOARDING MATTERS NOW MORE THAN EVER 

In today’s post-acute care landscape, attracting and retaining 
qualified staff isn’t just difficult, it’s mission critical. Ghosting, early 
attrition, and burnout continue to plague senior care organizations, 
putting resident safety and satisfaction at risk. In fact, the turnover 
rate among direct care workers in senior living facilities was 52% in 
2023, with 1 in 4 employees leaving within the first 90 days.  
(Source: PHI National & Argentum) 

A thoughtful, well-organized onboarding experience can help 
reduce early turnover, boost employee confidence, and set the 
tone for long-term loyalty. New hires who experience a structured 
onboarding process are significantly more likely to stay past the 
first 90 days and feel connected to their team. 

At symplr, we know healthcare hiring. That’s why we built this 
onboarding checklist specifically for senior care facilities to help 
you welcome new employees with a process that’s compliant, 
efficient, and people-centered. 

○ Collect and Verify Documentation

•	 Completed I-9 and W-4 forms 

•	 Background check and immunization records 

•	 State licensing and certifications 

•	 Direct deposit and tax withholding info

○ Assign a Mentor or Buddy

•	 Select a peer or experienced staff member to 
support your new hire 

•	 Notify mentor of start date and expectations 

○ Prepare Tools and Systems Access

•	 EMR credentials and logins 

•	 Time clock and payroll system access 

•	 Email and scheduling tools 

○ Share Key Information

•	 “What to Expect” email (schedule, dress code, 
parking, meal options) 

•	 Employee handbook 

•	 Your mission, values, and code of conduct

○ Create a Warm Welcome Package

•	 Name badge, keycard, uniform (if applicable) 

•	 Facility map and quick-start guide 

•	 Welcome message from leadership 

BEFORE DAY ONE BEFORE DAY ONE 
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Make A Lasting Impression

Keep Them Engaged

DAY ONE 

○ Personal Welcome

•	 Greet at front desk and introduce key  
team members 

•	 Provide name badge and orientation 
materials 

○ Facility Tour

•	 Include nurses’ stations, break rooms, med 
rooms, supply closets, etc. 

○ Orientation Session

•	 Overview of the organization and patient care 
philosophy 

•	 Explain policies, emergency procedures, and 
documentation standards 

○ Meet the Mentor

•	 Schedule time for them to connect and 
answer questions 

○ Review 30/60/90 Day Plan

•	 Set clear expectations for onboarding 
milestones 

•	 Include performance goals, competencies, 
and check-ins 

○ Start Training or Shadowing

•	 Begin clinical training, department 
orientation, or first shadow shift 

○ Monitor Progress

•	 Track training completion and competency 
development  

○ Encourage Connection

•	 Involve new hires in team huddles or 
resident-focused activities 

○ Reinforce Core Values

•	 Use real-world examples to show how your 
culture supports care  

FIRST 30 DAYS 30/60/90-DAY RETENTION PLAN

○ 30-Day Check-In

•	 Discuss culture fit, comfort level, and  
training progress 

•	 Address early signs of disengagement 

○ 60-Day Review

•	 Evaluate performance and skill development 

•	 Offer feedback and recognition 

○ 90-Day Milestone

•	 Conduct formal performance review 

•	 Discuss long-term goals and internal growth 
opportunities 

CONTINUOUS FEEDBACK & IMPROVEMENT

○ Request Feedback from the New Hire

•	 Ask about their onboarding experience 

•	 Use insights to improve future processes 

○ Provide a Clear Path for Development

•	 Share career paths and advancement 
opportunities 

•	 Offer continued learning and certification 
options 

Final Tip 
Consider digitizing your onboarding process 
to reduce administrative burden, track task 
completion in real time, and ensure every new 
hire gets a consistent, high-quality experience. 
A seamless onboarding workflow not only saves 
time, it strengthens engagement from day one. 
Focus more on care and less on coordination.  


