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Tool #4: Step-by-Step Instructions for Creating Self-Guided Institution Tour
These step-by-step instructions equip HR staff to create a self-guided tour for new hires. The goal of the self-guided tour is to ensure all new hires know where important hospital departments are located and have a basic understanding of their mission. 

Step 1: Select critical destinations for new hires
Identify the most important hospital departments for new hires to become familiar with. Focus on units and departments that employees will interact with frequently and those that patients most often need directions to. 

Examples: 
· Human Resources
· Admissions Office
· Surgery Department
· Physical Therapy
Step 2: Solicit descriptions from department leaders
For each selected department, ask the department leader to provide a short description of the department’s mission. If needed, edit the description to ensure it doesn’t contain jargon and can be understood by new hires. 

Example: Operating Room
Location: First floor, down the hall from HR
Description: The OR is part of surgical services. Specialty services throughout this unit include thoracic and cardiovascular surgery, open heart surgery, ENT, plastic surgery, solid organ transplant, general surgery, minimally invasive surgery, bariatric surgery, orthopedics, neurosurgery, urology, and gynecology. The surgical department is highly regarded in the community because of the high standard of care for the patients and a cohesive, talented, and dedicated staff.
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Step 3: Map tour stops on hospital map
Highlight each selected department on a hospital map. These will be the required “tour stops” (or visits) for new hires on their self-guided tour. 

Step 4: Assign ambassadors for hospital tour
Assign “ambassadors” for each selected department. The role of the ambassador is to welcome new hires, explain the mission of the department, answer questions, and provide some proof of the new hire’s visit (such as a stamp on 
their map). 

We advise that you collaborate with the managers of the departments that are included on the tour to develop a short list of talking points for ambassadors (often unit secretaries) to review with new hospital employees completing their tour. Explain the purpose of the interactive tour to ambassadors. 

Potential department ambassador talking points:
· Brief history of department
· Overview of department’s interaction with patients 
(if applicable)
· Overview of department’s interaction with other units/departments
· Primary department contacts
· Upcoming department events
· Anticipated department changes
Step 5: Draft new hire self-guided tour map
Create a self-guided institution map or “passport” to orient new hires as they visit selected tour stops. The passport should include the selected destinations to visit from Step 3, a description of each tour stop, and an area for units/departments to stamp or mark each employee’s booklet.
Sample Passport
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Step 6: Distribute tour materials during orientation
Distribute hard copies of the hospital map and the passports to new hires during orientation, instructing them to finish their tour within your desired time frame and turn in the completed passports to their direct managers. 
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