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Getting to Know You: Rollout Checklist
This is designed for nursing home leaders (nursing home administrator [NHA], director of nursing [DON], etc.). 
This page is not given to staff.
The Getting to Know You form (page 2) is a simple retention tactic that supports your nursing home’s strategic workforce plan. It tells managers how each employee learns, how he or she wants to be checked in on, and how he or she likes to be recognized—so support and coaching can be personal rather than generic.
Work down the checklists below and write a name and a date beside every task. A task with no name beside it does not get done. This tactic should be incorporated into your Quality Assurance and Performance Improvement (QAPI) Program. The goal is not form completion. It is fostering a workplace where employees feel supported, valued, and connected, while strengthening engagement, retention, and organizational success.
	Step 1: Before you hand out the form (Perform this week.)



	
	Task
	Who
	By when

	☐
	Name one person who owns this tool.
	
	

	☐
	Write down your starting 90-day and 12-month turnover.
This is your baseline. Compare against it in a year.
	
	

	☐
	Decide where forms are kept, who may see them, and in what format (paper or electronic).
Ask human resources (HR) whether the form belongs in the personnel file.
	
	

	☐
	Brief your managers (15 minutes at a manager meeting).
Do not let a manager first see this form in a new hire's hand.
	
	

	☐
	Translate the form or have someone read it with staff who need help.
Offer this to everyone so no one is singled out.
	
	



	Step 2: Every new hire receives the form (Perform when Step 1 is done.)



	☐
	Give the form on day one of orientation.
	
	

	☐
	Manager reviews it with the employee in the first week.
10 to 15 minutes, in private. A conversation, not a form review.
	
	

	☐
	Manager keeps a working copy. The original goes to HR or the designee.
	
	

	☐
	Bring it back out at the 30-, 60-, and 90-day check-ins.
	
	



	Step 3: Current staff receives the form (Phase in over three to six months.)



	☐
	Start with one department, under a manager who will do it well.
	
	

	☐
	Use it in stay interviews and one-on-one meetings, then roll out to the other departments.
	
	

	☐
	Send the form with staff who transfer or change supervisors.
	
	

	☐
	Review each form yearly, at the employee’s work anniversary.
	
	



	Step 4: Keep it going (Ongoing)



	☐
	Monthly: Count the completed forms that were reviewed with a manager.
	
	

	☐
	Quarterly: Ask a few employees whether anything actually changed.
	
	

	☐
	Quarterly: Give each manager feedback on his/her own results.
Share each manager’s completion and review numbers with them along with one thing to improve. Managers act on effective feedback.
	
	

	☐
	Quarterly: Share completion and themes with the QAPI committee.
	
	


Getting to Know You
Welcome to the team! Please fill this out on your first day. There are no right or wrong answers, and you may skip any question you would rather not answer. Your answers help your manager support you. Your manager will go over it with you during your first week.
	About Me



	My name:
	
	The date I started:
	

	What I like to be called:
	
	My birthday (month and day):
	

	My job title:
	
	My unit or department:
	



	How I Work Best

	I learn a new task best when I:
☐ Try it while someone coaches me    ☐ Watch someone do it first    ☐ Follow written steps    ☐ Talk it through
☐ Other: __________________________________________________________________________________________

	The best way to check in with me is:
☐  In person during my shift    ☐ A planned one-on-one meeting off shift    ☐ A quick talk after my shift   
☐ Other ___________________________________________________________________________________________

	When I do a good job, I like (Check all that apply):
☐ A thank you note    ☐ A thank you in person    ☐ Praise in front of my team    ☐ Praise in private
☐ A small treat or token    ☐ Other: _____________________________________________________________________

	What helps me feel supported at work?
(For example: Teamwork, respect, patience, clear directions)



	One goal I have for my first 90 days:
(Your manager can help you with this one)






	A Little About Me

	My favorite snack, treat, or drink:



	Food notes:
☐ None    ☐ Vegetarian    ☐ Vegan    
☐ Gluten-free    ☐ Allergies: ______________________

	Something else I would like my team to know about me:






	For office use: Completed by the manager

	Date reviewed with employee:
	
	☐ Original sent to HR
	Date:
	

	Manager name:
	
	Manager signature:
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