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Department Chair Onboarding
Successful onboarding of new department chairs should include building knowledge in each of the following four areas:  
· Compliance: Knows about basic legal and policy-related rules and regulations
· Clarification: Understands the position expectations
· Culture: Has a sense of organizational norms
· Connection: Establishes interpersonal relationships and information networks

[bookmark: _GoBack]The role of the dean is critical in this process: Ross et al. (2014)* found that new chairs “lamented the passive role the dean played in their arrival.” Being active and present is a major opportunity for the dean. The dean may delegate some of the details to associate deans; however, she or he should be present in the eyes of the new chair and in the eyes of the other chairs. 

Directions: Use this checklist as a guide for successful department chair onboarding, from what to do before the new chair arrives through the first 30 days. You can adapt any of these steps to your unique needs.

	Before the First Day 


	
	Person Responsible
	Tasks

	☐	HR
	· Finalizes start date  
· Confirms onboarding roles and responsibilities 
· Sends an email to the new chair with additional instructions 


	☐	Department Administrator
	· Serves as “Orientation Navigator,” ensuring the process goes smoothly
· Requests technology equipment  
· Requests phone setup
· Orders office supplies 
· Updates department documents and databases  
· Arranges for keys, badges, parking, etc.
· Schedules meetings with people outside the department (dean will provide this list)


	☐	IT
	· Configure and set up equipment


	☐	Dean
	· Identifies a mentor
· Schedules regular meetings with the new chair 
· Adds the new chair to standing meetings
· Schedules the first meeting with faculty 
· Puts together a list of people outside the department the new chair should meet with in the first few weeks of the appointment (e.g., other chairs, center directors, CMO, IRB chair)
· Schedules a welcome call to answer any remaining questions


	☐	Search Chair
	· Blocks off time to spend with the new chair


	☐	Peer Mentor
	· Contacts the incoming chair; typically, a sitting chair from another department fills this role
· Blocks off time to spend with the new chair to become acquainted and socialized into the organizational culture at the medical school and health system level


	☐	Advocate or Coach
	· Contacts the incoming chair; typically, an executive coach, outside mentor, or external chair fills this role
· Begins work on individualized short-term and long-term plans to help the incoming chair develop leadership and management skills


	First 30 Days 


	
	Person Responsible
	Tasks

	☐	HR
	· Assists with completing benefits selections
· Checks in with the new chair
· Checks in with the dean


	☐	Department Administrator
	· Helps coordinate life needs such as childcare, pet care, banking, personal services, schools, and faith communities


	☐	IT
	· Assists with phone and technology equipment setup and basic use  


	☐	Dean
	· Gives the new chair a tour of the campus 
· Makes introductions to key stakeholders 
· Attends the first faculty introduction meeting
· Makes funds available for a department retreat
· Makes funds available for professional development activities


	☐	Search Chair
	· Blocks off time to spend with the new chair
· Reflects on the search process and brings it to closure


	☐	Peer Mentor
	· Blocks off time to spend with the new chair
· Be available to answer questions, discuss concerns, and help with problem solving, as needed


	☐	Advocate or Coach
	· Blocks off time to spend with the new chair
· Provides coaching and support as well as insight and feedback in team dynamics and organizational politics
· Offers guidance for developing relationships



* Ross WE, Huang KH, Jones GH. 2014. Executive onboarding: Ensuring the success of the newly hired department chair. Acad Med 89(5):728-733.
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