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9 Steps to Hiring Employees 

 

ATTENTION: All practice managers, healthcare providers, 
clinic managers of private healthcare practices. This Document Management Tip has been 
created especially for you. 
 
New healthcare practices frequently ask how to hire employees. In this e-book, you will find 
quick and easy hiring process templates that you can use right away to find your ideal 
candidate to build your team. 

Employees are central to your healthcare practice 

Hiring the right employee will: 

• foster productivity and good customer service for your patients and clients 

• make your practice a positive place to work and to receive care  

• help promote your business  

Ensure that you create a work experience that is positive, inviting, and allows employees to 
have fun and make a positive impact in patient care. Your patient's satisfaction with the services 
they receive will continue to improve. 
 
Your primary job as a manager is to get work done through other people. As you help 
employees become successful, you will become successful. 
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This E-book includes valuable information on how to identify and hire the right employee 
for the job. We have included key steps to keep good employees and even key steps to 
take when employees leave. 

But, I know that you are really busy and just knowing what to do isn't always enough. 

The Hiring Employees Resource Package has additional MS Word templates that you can 
use right away.  

Would you like templates of all of these great resources that you can download and 
easily customize for your practice? 

 

When you purchase the Hiring Employees Resource Package, you will have on-line access to  

• E-book (pdf), “Document Management Tip Hiring Employees Resource Guide” 

• Access to MS Word Templates that you can use to quickly customize documents for your 
practice 

o Job Description Templates – Clinic Manager, MOA, Interpreter, Privacy Officer 
o Job Posting Templates – Clinic Manager, MOA 
o Application Form Templates 
o Interview Question Templates 
o Introduction Package for New Applicants 
o Short-List Candidates Templates – Candidate Evaluation Form, Reference Check Form, 

Candidates Ranking Form 
o Letter of Offer Template 
o Orientation – Employee Information Form, Orientation Checklist 
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o Performance Review Template – Performance Appraisal Form 
o Exit Interview Templates  

 
• Access to Practice Management Nuggets Interview replays with 

 Nelson Scott (“Interview Right, Hire Right”) 
 Paula MacLean (“Employee Engagement – It’s Not Rocket Science!”) 
 Lauren Sergy (“Successful Employee Orientation”) 

 
• Regular updates 

Here’s what you want to do next: 

$4.97 Yes! I am currently a member of Information Managers Network  
I want to purchase Hiring Employees Resource Package at this members’ only price! 

OR 

$9.97 Hiring Employees Resource Package  
 

This publication provides general guidance for healthcare practices in Alberta. For additional 
assistance, please contact Information Managers Ltd.  

For more Document Management Tips that you can use right away visit our website. 

Please join one or more of Jean’s LinkedIn Groups: 

Practice Management Nuggets Practical Privacy in Healthcare 

 

Jean L. Eaton, B Admin, CHIM, CC 

Your Practical Privacy Coach and Practice Management Mentor 

 
INFORMATION MANAGERS LTD. 
www.informationmanagers.ca   
Email:  jean@informationmanagers.ca 

 

See our video, “How to Hire Employees for Your Healthcare Practice”. 

author of the forthcoming books, “ Prevent Privacy Breach Pain. Document Management Tips – 
Privacy Breach Management Resource Guide ” and “Practice Management: Easy to Follow Steps to 
Start a New Clinic and Improve Your Established Clinic”. 
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What people are saying about Hiring Employees Resource Package 

"Jean Eaton brings to the pages of this practical ebook her many years of experience as a 
consultant to health care clinics in Canada. The book is comprehensive, guiding managers and 
administrators through each stage of the hiring process. Best yet, form templates, sample 
letters, job descriptions and interview questions will help streamline your next hiring process. " 

Paula J. MacLean, CEO   
MMCS Ltd and Silver Creek Press  
mmcs@aol.com 

 

“This is a handy, succinct, and eminently useful resource for medical clinic and practice 
managers. Quick to use and easy to implement, it gets to the nitty-gritty of hiring practices 
efficiently and gives easy-to-use templates that take away the tedious work of creating in-house 
HR management templates from scratch.” 
 
Lauren Sergy 
Up Front Communication 
http://laurensergy.com 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
________________ 

Document Management Tip: 9 Steps to Hiring Employees Free Download © September 2015 
INFORMATION MANAGERS LTD., Edmonton, AB, 780.237.7605  
Website: Informationmanagers.ca; E-mail: info@informationmanagers.ca  
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9 Steps to Hiring Employees Contents 
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Employees are central to your healthcare practice 

Hiring the right employee will 

• foster productivity and good customer service for your patients and clients 
• make your practice a positive place to work and to receive care  
• help promote your business  

 
Orientation is a critical step to help employees be the best that they can be. Providing 
meaningful work and tools to do the job is the launch pad for a successful relationship. 
Recognition in a timely and meaningful way by your supervisor, co-workers, patients and clients 
provides necessary feedback and encouragement. The orientation should include:  

• culture of your practice--your service principles and priorities  
• job specific tasks  
• growth--support the employees need to succeed personally and in their career goals  

 
Repeat! Continue to hire right and  

• monitor performance  
• encourage with timely recognition 
• value the person as well as the work 

 

Ensure that you create a work experience that is positive, inviting, and allows employees to 
have fun and make a positive impact in patient care. Your patient's satisfaction with the services 
that they receive at your practice will continue to improve. 

And it all starts by hiring the right employee. 

Let’s get started! 
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How to use this Document Management Tip 

 

 

This mind map image summarizes the hiring process. The resources are organized using the 
stages of the hiring process. Of course, you can start at the point in the process that meets your 
current stage. 
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Essential Skills Criteria 

 

Customer service expectations are going up. 

You need an engaged workforce to meet service expectations. 

AND engaged employees are great predictors of a better business! 

When employees feel that they matter, they are more engaged in their job. When employees 
are engaged in their job, 

• 50% lower turnover 
• 56% higher than average customer satisfaction 
• 38% above average productivity 
• 27% better bottom line 

When employees are engaged in their job, there is an increase in patient satisfaction. 

If you are an existing healthcare practice - Job #1: Keep the Good People You’ve Already Got. 

If you are a new healthcare practice - Job #1: Hire the right people 

What are Essential Skills? 

Each practice will need to identify what types of skills are needed in the practice and hire the 
right employees to fill those needs. Identify the essential skills for each position. These are the 
key tasks to the position, often the most frequently performed in a work day. To determine the 
essential skills of a position, ask yourself what does the person in this position do that unique to 
the team? What tasks are critical to the practice? 
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Job Description 

 

Job descriptions are essential to the employee-employer relationship. The job description 
should set out clear expectations of the tasks that an entry-level candidate should be able to 
complete after orientation to their position. 

Job descriptions are also used to develop comparisons to other positions in the healthcare 
practice including determine salary expectations. Orientation, probation review, performance 
reviews will refer to the job description. Take the time to develop a useful job description. 

Categories in a job description include: 

• Minimum Education 
• Duties  
• Working Conditions 
• Dress Code 
• Educational Requirements  
• Salary Range 
• Probationary Period 
• Core Competencies 
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Job Posting 

 

Salary Review 

This is for your internal use to determine the current salary expectations and vacancy or position 
openings in your region. Use this approach to determine appropriate salary ranges for your new 
candidates. Of course, you will use your local resources. 

• Salary expectations stated by applicants for similar position  
• Alberta Wage and Salary Survey, training colleges, associations, etc. 
• Review of current position openings – including local employer job boards 
• Common Requirements Listed 
• Commonly Listed Job Duties 

Application Form 

When you prepare your job posting, you want to make sure that you are ready to receive a flood 
of applications and interest. 

Resumes are great – but it takes a lot of time to read and compare resumes. I recommend that 
you create a basic application form to make it easier to identify the candidates with the essential 
skills that you need. 

The skills that you listed in Essential Skills Criteria should also be listed on this application form.  

A standard application form makes it easier for you to evaluate each candidate and compare 
multiple candidates. You can use a paper application form. You may also consider making this a 
PDF fillable form which can be exported to database for easier review and ranking.  

Job Posting 

The more meaningful you make the job posting, the more likely that you will receive candidates 
that meet your requirements. Each local area will have its own successful strategies. What 
works in one location may not work in another location. Ask your neighbors! 

There will also be differences in the local labor market and differences between the types of 
positions you are recruiting. Generally, candidates referred by employees, clients / patients are 
frequently the source of best candidates. 

You may want to place your job postings in the local paper / community paper / regional paper 
including the digital versions of the paper. Consider the type of training you want from the 
candidate and approach the training / colleges and member associations for that position. 
Sometimes on-line classified ads likes Kijiji is a good job posting location – be sure to know your 
local market! 
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Likely you should start to recruit non-technical positions two months before you want employee 
to start working at your clinic. 
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Interview 

 

Now you are ready to prepare for the interview.  

Before you start to review applications, prepare the standard interview process. This helps to 
ensure that you are focused on what the healthcare practice needs to meet its operational goals 
and not be influenced by individual candidates. 

Behaviour Description Interview Questions 

How people responded to circumstances in the past is how they are most likely to respond to 
similar circumstances in the future. BDI questions are requests for detailed descriptions of 
specific on the job events or circumstance that the job candidate has experienced. Develop your 
own BDI questions to request information from the candidate that you can compare to your 
practice’s star candidate performance objective.  

For each BDI question, prepare your question and scoring using this structure: 

Context: 

 Request for information: 

 Objective: 

Candidate’s Response (summarize): 

 Ranking of Candidate’s Response: 

For more information about BDI, listen to the article, Interview questions identify top 
performers. 

Police Information Check 

Consider if a Criminal Records Check is appropriate for your clinic. 

Before requiring candidates to provide a criminal records check report, consider how you will 
respond to different results. Document your expectations.  

For example: 

• Would a candidate be accepted, rejected, or given probation if the criminal records 
check returned: 

• History of convictions within 5 years for violence to others 
• History of convictions within 5 years for violence or harm to self 
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• History of convictions within 5 years for theft or damage to property 
• Charges – but no convictions – of any of the above 

Give an instruction sheet on how to apply for a Police Information Check to candidates at the 
time of the interview; they are only required to complete when a job offer is made. Some 
candidates may have a previous criminal records check. Generally, if completed within one 
year, these are acceptable. The clinic does not need to have a copy of the criminal records 
check (although you could); often just making a notation that one was presented is adequate. 

Introduction to your clinic 

Anticipate the candidates coming to the interview. What can you provide them to: 

• Make them feel welcome and comfortable 
• Informed 
• Prepared and confident for the interview 

This is the candidates’ time to interview you, the prospective employer. Be prepared to shine to 
attract the best candidates to you. 

Use an introduction letter at the time of the interview to provide the candidate additional 
information about your practice. You may also want to add brochures, business card, etc. from 
your practice. What are your practice goals and objectives? What changes do you anticipate 
over the next year? 
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Short-list Against Criteria 

 
Candidate Evaluation Form 
 
Use a Candidate Evaluation Form to assist your record keeping, provide quantifiable and 
comparable results among multiple candidates.  
 
Candidates Ranking 
 
Once you have completed the interviews, you need to summarize your impressions and make 
recommendations. You may need to compare your recommendations with other people involved 
in the interview and selection process. Using the essential skills as your guide, you should now 
have enough information from the application, interview, and skills testing to identify the best 
candidates for the position(s).  
 
Reference Check 
 
Checking references is not a “nice to do”; it is a critical part of due diligence as an employer. 
You want to provide a safe workplace that does not introduce unnecessary risk to your 
business, employees, patients, and your professional practice. 
 
Use a consistent format for each reference check. Where possible, consistently use the same 
questions for each position. You will do reference checks only on those candidates that have 
scored well on the interview and the skills testing. 

9 Steps to Hiring Employees Free Download (C) Information Managers Ltd Page 16 of 24



Letter of Offer 

 
Congratulations! 

You have found the right employee for your healthcare practice. 

Now it is time to formalize the agreement with a letter of offer. The letter should confirm 
the key details about the terms of the employment. You want the letter to be informative 
and welcoming. At minimum, it should include the following:  

• Position  
• Annual gross starting salary paid bi-weekly installments 
• Start date  
• Hours of employment  
• Full time / part time 
• Probationary period  
• Your immediate supervisor will be 
• Orientation session and commencement  
• Return to contact person 
• Response required by (date) 

Instruct the candidate to sign the letter and return to the contact person in your practice. 
Also provide instructions on how the candidate can ask additional questions. Provide 
instructions for the candidate to contact you if they decide to not accept the offer.  

Keep the signed letter of offer in the employee’s human resources file. 
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Orientation 

 

Employee Information Form  

Employee Information Form is part of the human resources file. The information is used for 
many purposes including the: 

• business of managing payroll and benefits 
• business continuity 
• training 
• orientation 

Employee Orientation Checklist 

Hire, train, retain. It’s the motto of any good HR department. And anyone who works in HR will 
tell you that the cost of hiring new employees is high – sometimes as much as one-and-a-half 
times the employee’s annual salary.  

So it’s in everyone’s best interest to ensure a new employee is a good fit and trained well. Take 
the time necessary to provide a welcoming orientation to your new employee. Ensure that all 
employees are treated equally. Using a checklist will assist you to provide a consistent, 
valuable, orientation. 

Tips for a great orientation that will help a new employee succeed 

• Be prepared.  

o Have the orientation process planned ahead.  

o Make sure other employees in the office know the new employees name, how 
he/she will be an asset to the clinic, when they are starting and how they will be 
involved in the orientation process.  

o Have your entire orientation package ready before the new employee arrives, 
including manuals, forms, keys, etc. 

• Consider how you will make the new employee feel welcomed on his/her first day. You 
want to create a great first impression! 

• Consider creating mentors and job ‘buddies’ to help ease the new employee into the 
organization’s culture 
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• Remember that an orientation is a process. The new employee will be on a learning 
curve and too much information all at once is overwhelming.  

o Prepare a schedule based on what will help the new employee feel welcomed 
and be successful 

o Consider what information is critical in the first few days for the new employee to 
successfully begin work. 

This completed Orientation Checklist will be maintained in the employee human resources file. 

For more information about Employee Orientation see advice from: 

HR Council: Checklist: Getting the Right People Orientation at http://www.hrcouncil.ca/hr-
toolkit/right-people-orientation.cfm. 

Nelson Scott, SEA Consulting: Article - Seven ways to build commitment on your employees’ 
first day at http://greatstaffrecognition.com/articles/sevenways.htm 

Employee Security Checklist 

The clinic will maintain documentation for each employee that has received access control items 
(including identification badges, keys, access cards, fobs, security tokens, perimeter security 
alarm passwords, computer system passwords, etc.) and ensure that it has been returned, 
cancelled, or deleted at the termination of employment. 

The checklist starts with each new employee as part of their orientation. It is good practice to 
review and update the checklist annually perhaps as annual task that applies to everyone at one 
time or annually with each employee’s performance review. 
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Orientation 
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Employee Orientation Checklist 
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valuable, orientation. 
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o Have the orientation process planned ahead.  
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he/she will be an asset to the clinic, when they are starting and how they will be 
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o Have your entire orientation package ready before the new employee arrives, 
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• Remember that an orientation is a process. The new employee will be on a learning 
curve and too much information all at once is overwhelming.  

o Prepare a schedule based on what will help the new employee feel welcomed 
and be successful 

o Consider what information is critical in the first few days for the new employee to 
successfully begin work. 

This completed Orientation Checklist will be maintained in the employee human resources file. 

For more information about Employee Orientation see advice from: 

HR Council: Checklist: Getting the Right People Orientation at http://www.hrcouncil.ca/hr-
toolkit/right-people-orientation.cfm. 

Nelson Scott, SEA Consulting: Article - Seven ways to build commitment on your employees’ 
first day at http://greatstaffrecognition.com/articles/sevenways.htm 

Employee Security Checklist 

The practice will maintain documentation for each employee that has received access control 
items (including identification badges, keys, access cards, fobs, security tokens, perimeter 
security alarm passwords, computer system passwords, etc.) and ensure that it has been 
returned, cancelled, or deleted at the termination of employment. 

The checklist starts with each new employee as part of their orientation. It is good practice to 
review and update the checklist annually perhaps as annual task that applies to everyone at one 
time or annually with each employee’s performance review. 
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Performance Review 

 

Regular performance reviews are intended to be a process to formalize the feedback process. 
This can be done at the end of the probationary period, at the end of project goals and 
objectives and at least annually. Many organizations set triggers like salary reviews to be 
completed after the performance review. 

This is a good time to set up goals and objectives for the next review cycle. It might include: 

• Work Objectives - Planned 
• Work Objectives - Completed 
• Training Objectives 

Performance Appraisal Form to be maintained in employees human resources file. The 
employee may also have a copy for their personal use. 

Adapted from Performance Management Form, HR Council for the Nonprofit 
Sector, www.hrcouncil.ca 

Employee Retention 

The #1 reason employees leave an organization is lack of recognition and praise. 

Supervision and mentoring is a continuous process and should occur regularly throughout the 
work environment. A performance review should not replace regular supervision. Regular 
supervision and feedback should not replace a formal performance review. These are each 
separate tasks. 

Employee recognition should be naturally occurring, immediate, and frequent sources of 
feedback and support. Recognition includes a kind comment, a written thank you note and other 
tools. Remember, keep it: 

• Meaningful 
• Timely 
• Value to the employee and the practice 
• Include observable, measurable indicators 
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Termination 

  

Employee Security Checklist 

The practice will maintain documentation for each employee that has received access control 
items (including identification badges, keys, access cards, fobs, security tokens, perimeter 
security alarm passwords, computer system passwords, etc.) and ensure that it has been 
returned, cancelled, or deleted at the termination of employment. 

The checklist starts with each new employee as part of their orientation. Use the checklist at the 
end of an employee’s employment to record the termination process and ensure that all steps 
have been completed. Ensure that you have received any items belonging to the practice 
including keys, access fobs, parking passes, etc. 

Cancel employee specific accounts to computer network, software programs, perimeter security 
alarms, practice banking information, etc. Change passwords or codes to key locks, voice mail, 
etc. 

Exit Interview 

Exit interviews can help to improve your practice by identifying strengths and areas for growth. It 
can be an opportunity to evaluate the work environment and position responsibilities in order to 
make a better work place for all employees and improve patient satisfaction. 
 
Exit interviews should be offered to all employees leaving your clinic, but are voluntary. When 
offering an exit interview, let the person know that you are interested in gathering information 
and comments on his/her employment and that the information will be used to grow and 
improve as a practice. Provide the option of doing the exit interview in person, over the phone or 
in a written format. 
 
More information on Exit Interviews can be found at http://www.hrcouncil.ca/hr-toolkit/keeping-
people-exit-interviews.cfm 
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The E-book includes valuable information on how to identify and hire the right employee for the 
job. We have included key steps to keep good employees and even key steps to take when 
employees leave. 

But, I know that you are really busy and just knowing what to do isn't always enough. 

The Hiring Employees Resource Package has additional MS Word templates that you can use 
right away. 

Here’s what you want to do next: 

$4.97 Yes! I am currently a member of Information Managers Network  
I want to purchase Hiring Employees Resource Package at this members’ only price! 

OR 

$9.97 Hiring Employees Resource Package  
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