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Hey There!

I'm Erica Kinnebrew

I've built and sold three successful ABA companies. Now,
'm running ABA Engine to help ABA providers improve
their operations. Together, well craft a clear, effective

onboarding process. Il share tools and insights to help
you enhance your strategy. Let's make onboarding a
game-changer for your business!
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Onboarding Essentials

Brief instructions, key components, and
highlevel overview needed to build the
onboarding process.

02

Process Mapping

Visual flow chart, task analysis, timeline
expectations, and responsibilities for both the
new employee and the onboarding team.

03

Process Audit & Reflection

Audit tool with questions for evaluating the
onboarding process, incorporating
considerations of brand, voice, mission,
vision, and values.
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Onboarding
Essentials
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Objective: This section outlines the fundamental components
required to build an effective onboarding process. It includes a
checklist of key elements, considerations for unique needs, and
instructions for ensuring a comprehensive onboarding experience.

Brainstorm

Build Checklists




Brainstorming
Highlevel Categories

Jot down things that come to mind in each category. We'll do a deep
dive later. This is to get you thinking about your company specifically

and things that are important to you.




Brainstorming
Role Specific Training

Name the role and then under each jot down things that come to
mind for training needs (whether or not you have those implemented
currently). We'll do a deep dive later. This is to get you thinking about
your company specifically and things that are important to you.




Brainstorming

Under each, jot down things that come to mind (whether or not you
have those implemented currently). Wel'll do a deep dive later. This is
to get you thinking about your company specifically and things that
are important to you.

Clinical
Policies &
Procedures

Compliance
& Ethical
Standards

Operational
Policies




Brainstorming

Under each, jot down things that come to mind (whether or not you
have those implemented currently). Wel'll do a deep dive later. This is
to get you thinking about your company specifically and things that
are important to you.

Human
Resqu;ces
Policies

Client
Relations
and Services

Quality
Assurance &
Improvement




Checklists

Role Specific Training

Example

Name of

Troining Descrlpt|on

ABA 101 for

40 Hour Course Direct Staff

Data security &

HIEAR privacy rules

Note writin
standards

Documentation
Standards

Crisis

Intervention Safety Care

Review of
expected Bx

Ethics and
Professionalism

Communication
& Leadership

Expectations for
dealing w/ conflict
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About Our All the things to

Company

know about our
company

Cultural Understanding

other cultures to
Competency better serve
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Exists?

Y - Relias

Y - Relias

Y - Via in house
Safety Care trainer

Y - Company
SharePoint

Y - Company
SharePoint

Y - Relias
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For Role

BTs

ALL

All Clinical

All Clinical

ALL

ALL

ALL

All Clnical



Checklists

Role Specific Training

Your Company
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Checklists

Policies & Procedures
Example

Policy/
Procedure
Name

Parent/
Caregiver
Training

Continuous
Improvement

Intake &
Enrollment

Incident
Reporting

_ Service
Discontinuatio

Description

Policies for
involving &
training
caregivers in
the treatment
process.

Policies for
implementing
changes
based on
feedback,
audits, and
performance
data.

Procedures for
the intake
process, inc.
assessments,

consent forms,

& initial
consultations.

Processes for
reporting &
addressing
incidents or

concerns, inc.

abuse or
neglect.

Guidelines for
discontinuing
services, inc.
criteria,
notification,
and transition
plans.
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Purpose

Enhance Tx

Promote
~ongoing
improvement

and high

standards.

Ensure
efficient and
timely access
to serivces.

Ensure timely
and proper
incident

management.

Ensure a
smooth &
ethical
transition for
clients.

Effective
Date/Last
Reviewed

Applicable
Rcl)olgs Dept

Clinical Staff

All Staff

Intake
Coordinator/
Team

All Staff

Clinical Staff

Approval
Authority

Clinical
Director

Quality
Assurance
Manager

Operations
irector

Operations
irector

Operations
irector

Related
Docs

Assessments
&
Curriculum

Improvement
Plans; Staff &
Client Surveys

Intake Forms;

Policies

orms, worker’s
comp info,
mandated

reporting info

Tx plan
templates,
community

eferral
list/resources




Checklists (]
Policies & Procedures ()

Your Company -Chart Form
Policy/ Effective Applicable Ap roval Related

Procedure  Description ~ Purpose  Date/Last
Name Reviewed  Roles/Dept horlty Docs
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Checklists

Communication Templates

Examples of Company-Specific
Templates emplates

' 01.2




Checklists
All To Dos

Your Company
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Checklists
All To Dos

Example - these are all the To Dos that
will be mapped out in the process step

9
X

Receive signed offer letter
Send Welcome Email

Share news with Team

Send HR Doc and Credentialing Doc Request
Office Tour

order supplies/tech (laptop)

Enroll in all systems (payroIIIHR, practice management,
data collection, etc)

Send team and/or leadership introduction email
Assign a buddy

Assign approriate training for role

Send “First Day Checklist”

Get Feedback on process
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