
Interviews, Contracts, and Onboarding Workshop Activity

Please fill out the following section of the STAR2 Center Comprehensive Workforce Plan Template to the best of your ability.
Screening Process
Telephone Interview
The HC has an established protocol for identifying potential candidates:
☐ Yes		 ☐ No		  ☐ Unsure	      ☐ It is in development	
The HC’s standard interview questions include: 

[bookmark: Table18]
Candidate Visit
Table 18. Visit Details Worksheet
	Item
	Details
	Responsible/Lead Person
	Date Finalized

	Arrange Logistics 2-3 days
	 
	 
	 

	Travel – flights, ground transportation
	 
	 
	 

	Reserve hotel
	 
	 
	 

	Gift baskets – if children are coming, include age-appropriate toys
	 
	 
	 

	If children attend, babysitting service
	 
	 
	 

	Create & distribute itinerary
	 
	 
	 

	Provide directions & maps
	 
	 
	 

	Visit
	 
	 
	 

	Pick up at airport
	 
	 
	 

	Provider itinerary
	 
	 
	 

	Breakfast with staff (support staff included)
	 
	 
	 

	Tour of community
	 
	 
	 

	Tour HC
	 
	 
	 

	Meet with providers and provider team
	 
	 
	 

	Meeting with CEO
	 
	 
	 

	Review of contract/benefits/etc.
	 
	 
	 

	Lunch/meeting with clinical c-suite
	 
	 
	 

	Partner Itinerary
	 
	 
	 

	Schools 
	 
	 
	 

	Child care providers
	 
	 
	 

	Banks
	 
	 
	 

	Realtors
	 
	 
	 

	Lunch with community member(s)
	 
	 
	 

	Local recreational facilities & sights
	 
	 
	 

	Meetings with potential partner employers
	
	
	

	Joint Itinerary
	 
	 
	 

	Dinner with key providers, administration, partners/spouses, family
	 
	 
	 

	Attend cultural events
	 
	 
	 



Candidate Follow-Up
Table 19. Candidate Follow-Up Plan
	Follow-Up After Each Event
	Frequency
	Timeline
	Type of Contact
	Responsible Person

	Application Received
	
	
	 
	

	1st Telephone Interview
	
	
	
	 

	2nd Telephone Interview (if applicable)
	
	
	 
	

	1st Visit
	
	
	
	 

	2nd Visit (if applicable)
	
	
	
	

	Offer
	
	
	
	








Contract Development & Negotiation
[bookmark: ContractTermTemplate]The HC has the following contract terms in its boilerplate template:
☐Work Expectations
[image: ]
· 
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· Clinical Office Hours
· Administrative Responsibilities
· Call Schedule
· Office Sites

☐Compensation 
· 
· Base Salary
· Incentives for production (revenue, visits, or RVU based) including goals
· Incentives for quality, including metrics
· Incentives for patient satisfaction, including goals
· 
Incentives for internal administrative task completion, including expectations
· Incentive for committee participation
· Incentive for participation in mentorship programs
· End of year bonus
· 
☐Benefits 
· 
· Vacation Time
· Holidays 
· Sick Leave
· Mental Health/Wellness Leave
· Health Insurance
· Dental Insurance
· Vision Insurance
· Life Insurance
· Disability Insurance
· Retirement Plan
· Child Care
· Paid Parental Leave
· 
☐Professional Development 
· 
· Educational Leave
· Educational Travel
· Educational Conference or Other Required Educational Expenses
· Tuition Reimbursement
· Membership to Professional Association
· 
☐Moving Expenses
☐Signing Bonus
☐Other benefits such as sabbatical leave

Boilerplate Contract is Included as Attachment:   ☐ Yes      ☐ No
Last Date Contract Reviewed/Updated: 


Onboarding
The HC has an onboarding process:
☐ Yes		 ☐ No		  ☐ Unsure	      ☐ It is in development

The onboarding process lasts at least six-months (ideally one-year):
☐ Yes		 ☐ No		  ☐ Unsure	      ☐ It is in development

The onboarding process has the following activities: 




The onboarding process was last assessed on: 

Date for next assessment of the onboarding process:
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