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Simulation Center Onboarding Packet
Welcome to the Team!




Employee Name: _______________________________
Position Title: _______________________________
Start Date: ___________________
Supervisor: _______________________________


Simulation Center Onboarding Checklist
Refer to the attached detailed checklist for onboarding tasks, responsibilities, and completion tracking.
Employee Signature: _________________________   Date: ___________
Supervisor Signature: _______________________   Date: ___________


90-Day Onboarding Tracking Sheet
This tracking sheet helps monitor new employee progress and ensure successful integration into the Simulation Center team.
	Milestone
	Focus Areas
	Progress Notes
	Supervisor Initials

	30-Day Check-In
	Orientation completion, basic simulator operation, introduction to team and center policies.
	
	

	60-Day Check-In
	Independent scenario setup, facilitation observation, safety and emergency procedures review.
	
	

	90-Day Check-In
	Full participation in simulation delivery, independent operation, ongoing professional development plan.
	
	



Additional Comments:
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________

Employee Signature: _________________________   Date: ___________
Supervisor Signature: _______________________   Date: ___________


Simulation Center Onboarding Checklist
Employee Information & Administrative Setup
	Checklist Item
	Initials
	Date

	☐ Offer letter signed and returned
	
	

	☐ HR paperwork completed (tax forms, confidentiality agreements, etc.)
	
	

	☐ ID badge and building access issued
	
	

	☐ Parking and facility orientation completed
	
	

	☐ Email account created and added to center distribution lists
	
	

	☐ Simulation Center organizational chart reviewed
	
	

	☐ Job description and performance expectations reviewed
	
	



Center Orientation
	Checklist Item
	Initials
	Date

	☐ Welcome tour of simulation facilities and storage areas
	
	

	☐ Introduction to staff, faculty, and leadership team
	
	

	☐ Review of Simulation Center mission, vision, and values
	
	

	☐ Review of daily workflow and schedule structure
	
	

	☐ Overview of simulation curriculum and target learner groups
	
	

	☐ Review of written key policies and procedures to assure the Program provides quality services and meets obligations
	
	

	☐ Confidentiality policy/procedure 
	
	

	☐ Physical and Psychological Safety 
	
	

	☐ Separation of Simulation and Actual Patient Care Materials
	
	

	☐ Storage and Maintenance of Equipment and Supplies
	
	

	☐ Video Recording
	
	

	☐ Data Retention
	
	

	☐ Prioritization of Simulation Resources 
	
	



Safety & Emergency Procedures
	Checklist Item
	Initials
	Date

	☐ Review of emergency exits, fire extinguishers, AED, and first aid locations
	
	

	☐ Review of infection control and cleaning protocols
	
	

	☐ Review of simulation safety rules ('Safe Learning Environment' policy)
	
	

	☐ Incident reporting procedures explained
	
	

	☐ Review of Psychological Safety Policy 
	
	



Simulation Technology Orientation
	Checklist Item
	Initials
	Date

	☐ Introduction to manikins and task trainers
	
	

	☐ Operation of high-fidelity simulators (Laerdal, Gaumard, Elevate, etc.)
	
	

	☐ Basic troubleshooting and startup/shutdown procedures
	
	

	☐ Audio-visual system overview (recording, playback, microphone setup)
	
	

	☐ Learning management system / scheduling software training
	
	

	☐ Review of debriefing and recording storage policies
	
	



Scenario Development & Facilitation
	Checklist Item
	Initials
	Date

	☐ Introduction to simulation design template and scenario writing process
	
	

	☐ Orientation to standardized patient (SP) program, if applicable
	
	

	☐ Review of learning objectives alignment and scenario flow
	
	

	☐ Observation of at least 2 live simulations
	
	

	☐ Participate in co-facilitating a simulation session
	
	

	☐ Review debriefing frameworks (PEARLS, DASH, etc.)
	
	



Equipment & Supplies
	Checklist Item
	Initials
	Date

	☐ Tour of equipment storage and labeling system
	
	

	☐ Review of manikin maintenance and inventory procedures
	
	

	☐ Training on supply ordering and restocking
	
	

	☐ Review of simulation setup and teardown checklists
	
	



Compliance & Competencies
	Checklist Item
	Initials
	Date

	☐ FERPA and HIPAA training completed
	
	

	☐ Simulation safety and confidentiality agreement signed
	
	

	☐ Technology competency checklist completed
	
	

	☐ Annual competency schedule reviewed
	
	



Culture & Professional Development
	Checklist Item
	Initials
	Date

	☐ Assigned mentor or peer buddy
	
	

	☐ Overview of professional development opportunities (CHSE, CHSOS, workshops)
	
	

	☐ Review of simulation professional standards 
(SSH Accreditation)
	
	

	☐ Review of simulation professional standards (INACSL Standards of Best Practice)
	
	

	☐ Schedule 30-, 60-, and 90-day check-ins with supervisor
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