SOP: Onboarding New Clinics and Champions
The standard operating procedure (SOP) for onboarding new clinics and champions is a multistep process that includes communication of network information, collection of clinic characteristics, and one-on-one discussion. It may also include training, and involvement in programs, events, and working groups. Textboxes highlight suggested content for additional documentation that can be crafted as templates for standardized relevant communications.
Suggestion: Stagger onboarding communications into multiple steps. The amount of information can be overwhelming and action items may be completed by contacts other than the clinic champion.
Suggestion: An analogous process can be used to onboard new governing board members.
Standard Operating Procedures: Onboarding New Clinics and Champions
1. Welcome Packet
a. Customize a welcome letter, save as a PDF and store in clinic file or databaseWelcome letter – personal salutation, brief network description, summarize member responsibilities and benefits, list action items, signed by director and governing board chair

b. Email welcome letter, memorandum of understanding or other partnership agreement, and general information about the network [INSERT LINKS TO REQUIRED DOCUMENT(S)]
c. Confirm receipt within one week
2. Clinic Characteristics Request
a. Prepare email to new clinic champion (may not be the same person who received the Welcome Packet)General Network Information – 1 to 2-page flyer with aggregated network characteristics (e.g., # of members, study examples), webpage link, contact person for questions

b. Clinic Characteristics Survey (see SURVEY – Clinic and Champion Characteristics) should be provided in multiple formats for convenience (e.g., survey link, QR code, WORD attachment). 
c. Review survey responses for accuracy and completeness. Enter survey responses into member database if a paper copy was received.
d. Confirm receipt of clinic characteristics survey, request clarification, as needed
3. Facilitate Active Network InvolvementNew governing board members will need additional information about the board responsibilities, decision-making process, board member criteria, selection process, term duration, honoraria, and meeting format and frequency. Many of these details can be pulled from the Network Principles, Values, and Structure template.

a. Add clinic champion to standard distribution lists (e.g., newsletters, holiday card)
b. Distribute information and invitations to active working groups, upcoming events, programs, and active studies to which the clinic is eligible
c. Schedule one-on-one. Typical agenda might include:
i. Introductions to key personnel
ii. Network overview
iii. Clinic health priorities
iv. Q&A
d. Facilitate access to training or other onboarding requirements
4. Establish a schedule to maintain engagement through regular contact (e.g., 1-2 site visits or email check-ins per clinic per year).
