PASSERELLE’s guide to onboarding
in Patient-Oriented Research
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Introduction

Welcome to PASSERELLE's Onboarding Guide for Patient-Oriented Research!

Who is PASSERELLE?

Welcome to PASSERELLE's Onboarding Guide for Patient-
Oriented Research (POR). This guide is designed to help
new team members, people with lived experience, and
researchers navigate the onboarding process, ensuring that
allindividuals feel informed, supported, and engaged from
the start.

At PASSERELLE, we believe that collaboration, inclusiveness,
and the integration of diverse expertise and patient lived
experiences are essential in research. This guide reflects our
commitment to creating an environment where everyone,
regardless of their background, feels empowered to
contribute meaningfully to research projects.

What is Patient-Oriented Research (POR)?

Patient-Oriented Research (POR)! is a collaborative approach
to research that actively involves patients, caregivers, and
other knowledge users as equal partners in the research
process. The goal is to generate knowledge that is relevant,
accessible, and actionable, ultimately leading to better health
outcomes and an improved healthcare system.
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!Canadian Institutes of Health Research. (2019). Strategy for Patient-Oriented
Research. https://www.cihr-irsc.gc.ca/e/41204.html

Why this Onboarding Guide?

This guide was created to address the need for a structured
approach to collaboration in health research. Beyond just
administrative steps, effective onboarding is about building
relationships, fostering trust, and ensuring that diverse
expertise and lived experiences are meaningfully integrated
into research.

By providing a clearer path for collaboration, this onboarding

guide supports improvements in health research practices by
ensuring that diverse voices are heard, valued, and integrated.
This not only enhances team cohesion but also equips us to

tackle complex challenges, develop more inclusive solutions,
and ultimately improve health outcomes for all.

How long does onboarding take?

The length of the onboarding process varies based on factors
such as:

« The complexity of the role

e Team dynamics

e Organizational culture

» The level of prior experience

For some, onboarding may take just a few days, while for
others, it may span several months. A well-paced onboarding
process allows new individuals to build confidence, deepen
their understanding, and fully integrate into the team at a
comfortable pace.


https://www.cihr-irsc.gc.ca/e/41204.html
https://cihr-irsc.gc.ca/e/41204.html

What to expect

What to expect from this guide?

This guide provides a structured and comprehensive
approach to onboarding, ensuring that new
individuals, no matter their role, feel supported,
informed, and engaged from day one.

Onboarding is structured around three key phases:

e Preparation: [dentifying essential elements for a
successful onboarding experience.

e Pre-Onboarding: Setting the stage for an easy
transition by establishing expectations, sharing
necessary resources, and ensuring the right
infrastructures are in place.

e Onboarding: Facilitating integration through
clear role definition, targeted training, meaningful
relationship-building, access to essential tools and
taking action from debriefing.

Ongoing support: Support doesn't end once
onboarding is complete, it is an ongoing process
embedded throughout every phase of onboarding.
From preparation to active onboarding and beyond,
continuous follow-ups, professional development
opportunities, and long-term guidance help ensure
that individuals remain engaged, supported, and set
up for success within their team and the broader
research environment.

Key areas of onboarding

The guide also focuses on three critical onboarding areas:

O LA

Cultural integration: Establishing relationships,
understanding team values, and fostering a sense
of belonging.

Technological setup: Gaining access to
necessary platforms, tools, and digital resources.

Project-based readiness: Clarifying roles, tasks,
and expectations to ensure effective contribution.

To help navigate the resources in this guide:
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How to use this guide

Click the video below.

PASSERELLE’s guide to onboarding
in Patient-Oriented Research
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Preparation

Foster a safe and
inclusive environment
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Consider values and
principles that guide
your collaboration
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Set logistical infrastructure

Project management

software, document-sharing
platforms, and necessary
equipment are in place

Appropriate and accessible
technology for partnerships and
projects

T

Meet community needs

Prepare to adapt research methods or priorities
Dedicate time for experienced staff to create materials and lead onboarding

Provide accommodations that individuals require as participants may face
personal, social, and systemic factors

Consider organizational or laws/regulations that could affect the project
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Budget and Plan for flexibility and

funding

responsiveness



Pre-onboarding process

Progression of pre-onboarding
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One-to-one
meetings

Focus on
clarifying roles
and expectations
with the project
lead priorto a
tearm meeting to
ensure alignment
and preparedness

Schedule
meetings with
other team
members to build
relationships,
understand
different roles, and
gain perspective

/0

Administration

Complete
conflict of
interest forms,
HR documents,
compensation
forms, etc.

</>

</>

Infrastructure and

technology

Configure project
management software
and document-sharing

platforms

1. Define
communication
protocols

2. Ensure access to
appropriate tech,
tools and platforms

3. Share training
resources for media
apps/platforms

Ensure team
members have
access to all project
documents
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Training and
resources

Direct individuals
to complete the
online modules

Share directory
of training
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key research
terms and
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to the project
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Onboarding
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Pre-onboarding considerations

One-to-one meetings

Quick tip: Use the first one-to-one meeting to listen deeply—this sets the tone for trust, clarity, and
shared understanding moving forward

Understand the
project

@

Learn about the
project’'s goals, values,
and research culture.

Build the
relationship

rg;\

Have a conversation
with the team to
discuss mutual needs,
expectations, and
readiness.

Invitation to partner (example)

Clarify your role

=i

Discuss your
responsibilities, time
commitment, and
contributions to the
project.

Review logistics

£

Confirm practical
details like
compensation,
workload, and support.

Resources

Collaborative agreement

Relationship evaluation

Benefits Checklist

Gut check questions

Feasibility checklist

SPOR compensation guideline

Timeframe checklist

Risk Assessment

Financial considerations

Back to Pre-onboarding process



https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/03/InvitationExample_v3.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/RelationshipEval_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/GutCheck_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/FeasibilityChecklist_v3.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/CollaborativeAgreement_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/BenefitsChecklist_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2026/04/SPOREA_Patient-and-Public-Appreciation-Policy-FINAL_v3-1.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/TimeframeChecklist_v3.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/RisksChecklist_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Financial_v2.pdf
https://passerelle-nte.ca/app/uploads/2025/02/EmotionChecklist_v2.pdf

Pre-onboarding considerations

Administration

Quick tip: Break information into small steps and check in often—onboarding should feel like a conversation, not a checklist.

Support completion of
forms and paperwork

&

Walk through required
paperwork together
and offer help as
needed.

Introduce key policies
and expectations

gl
Share workplace and

research policies in
clear, friendly language.

Benefits Checklist

Offer a clear path for
what's next

-
Q
Let them know what

to expect and who to
contact for help.

Resources

SPOR compensation guideline

Financial considerations

Back to Pre-onboarding process
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https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/BenefitsChecklist_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2026/04/SPOREA_Patient-and-Public-Appreciation-Policy-FINAL_v3-1.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Financial_v2.pdf

Pre-onboarding considerations

Infrastructure and technology

Quick tip: There's no need to know everything right away. Start with what's essential, and build the rest together.

Get set up

.

Settle into your
workspace (computer,
internet, login info) and

receive access to the
main tools (like project
platforms or shared
drives).

Try it out Learn how we work
o= oy
& e ] .A.
- m m

Get introduced to how
the team communicates
(e.g., email, Slack), shares

files, and documents
decisions. Understand

what's expected and
where there’'s flexibility.

Log in, find tasks or
files, and click around
enough to feel curious.
Ask the team questions
to clarify anything that
is confusing.

Virtual project management tools

Ethics

@0

~-

Understand the
basics of handling
data responsibly and
respecting privacy. Get
to know where security
or policy information is
if needed.

Resources

POR resources & tools repository

Communication skills

Back to Pre-onboarding process
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https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/VirtualManagementTools_v2.pdf
https://passerelle-nte.ca/en/resources/
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Communication_v2.pdf

Pre-onboarding considerations

Training and resources

Quick tip: There is no expectation to be an expert. Share what stands out, ask what's
unclear, and build skills/knowledge through the process.

_®- Explore the essentials

Evgl Look through key learning materials. There is no need to master it all —

just get familiar with what's most relevant to the project.

Resources

CIHR learning Modules

TeamMapps

POR resources & tools repository

Jargon buster

Patient oriented research glossary

Back to Pre-onboarding process
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https://www.cihr-irsc.gc.ca/e/50559.html
https://teammapps.utmb.edu/
https://passerelle-nte.ca/en/resources/
https://passerelle-nte.ca/en/resources/
https://passerelle-nte.ca/en/resources/
https://cihr-irsc.gc.ca/e/48952.html
https://passerelle-nte.ca/en/resources/
https://www.child-bright.ca/glossary
https://www.child-bright.ca/glossary

Pre-onboarding considerations

Onboarding buddy

Quick tip: This isn't about formal mentoring. It's about having guidance and support to get settled in.

Meet the buddy

.}.4 Have a conversation with the team to discuss mutual needs, expectations, and
readiness.

m&pm  Share and learn
IEE| Discuss responsibilities, time commitment, and contributions to the project.

Resources

Communication skills Emotions check-in Collaborative agreement

Back to Pre-onboarding process
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https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Communication_v2.pdf
https://teammapps.utmb.edu/
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/EmotionChecklist_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/EmotionChecklist_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/CollaborativeAgreement_v2.pdf
https://passerelle-nte.ca/app/uploads/2025/02/CollaborativeAgreement_v2.pdf

Onboarding process

Progression of onboarding

Tailored learning plans

Prepare
personalized onboarding
plan for each individual/

team

(:,
FH

Terms of reference

Formalize team
expectations and roles

Lived
experience statement

Guide patient partners
in developing their lived
experience statement

I
428
Effective
team

practices

Establish
group norms
and define
collaboration
practices within
the team

o ) @

A

Insight
integration

Train
individuals in
interdisciplinary
integration

Collaboration

strategies

Provide training
and tools on
collaborative

practices

Project
assignment
Assign a task or

project within
the first week

activities

Organize
team-building
activities and

workshops

Regular
check-ins

Schedule time
to follow-up to
assess progress
and integration

)
Wrap-up
Continue to learn

and improve the
process

Onboarding areas

Tech

Culture | Project

Culture

Project

Tech

| l |

Culture | Culture |
. | (Optional or |

l Project | i as needed) |

-—0 ®

Regular checks-in and progress

@ >

14



Onboarding considerations

Tailored learning plans

Quick tip: Learning is part of the journey, not a box to check.

Get curious

Talk to a team member about what the learning expectations are and
what support would help. It's more of a conversation than a checklist.
Focus on your interests, the role, and comfort levels.

O Explore resources

Access learning tools, resources, or trainings that match your goals
U" ! (e.g., self-guided modules, mentorship, or hands-on practice). Ask
questions and revisit things as needed.

Resources

POR Resources & tools repository

Back to Onboarding process
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https://passerelle-nte.ca/en/resources/

Onboarding considerations

Terms of reference

Quick tip: This is about co-creating understanding and accountability. Refer to, adapt, and revisit

as the work together evolves.

@
[

Get on the same page

Talk about the purpose, goals, and how tasks connects to the project. This
might be captured in a shared document like a Terms of Reference (TOR) or
Memorandum of Understanding (MOU).

W

»
6

Clarify who does what

Review who is responsible for what—how decisions are made, what support
looks like, and how you will stay connected. Everyone should understand their
role and contribution.

N,
I

/)

Confirm agreement

Check that everything feels right, and if needed, sign off on a shared document.
This gives everyone a point of reference to return to if things shift or questions
come up.

Resources

Collaborative agreement

Back to Onboarding process
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https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/CollaborativeAgreement_v2.pdf

Onboarding considerations

Lived experience statement

Quick tip: There is no need to share everything—just know your perspective matters deeply.
This is about building with, not speaking for.

Welcome what each person brings 50, Create a brave and judgment free zone
o O
) :] The team acknowledges and makes space m Feel safe sharing openly, knowing everyone’s
for lived experience in conversations. These = = insights are respected and protected.

stories are reflected upon and valued.

Resources

Dissemination plan

Back to Onboarding process

17


https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Dissemination-Template_v2.pdf

Onboarding considerations

Effective team practices

Quick tip: Great teams are built with care. Talk things through, support each other, and check in often.

Create shared agreements

%
Have an open conversation about
what matters to everyone—then

agree on a few simple ways to work
well together.

Agree on how to make decisions and
how to handle conflict

e

09,
aulde
Decide together what to do if
there's disagreement. Create a
clear and fair process everyone
understands and trusts.

Collaborative Agreement

Communication skills

TeamMAPPS

Set expectations for
communication
o0

e e
(.1;3,)
e—e

Define what respectful
communication means (e.g., listening
actively, speaking openly, and
including all voices). Agree on how to
check in and adapt.

Resources

Identifying Issues

Structured decision making

Naming Feelings summary

Emotions check-in

Back to Onboarding process
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https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/CollaborativeAgreement_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Communication_v2.pdf
https://teammapps.utmb.edu/
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2026/04/IdentifyIssues_v4.pdf
https://www.structureddecisionmaking.org/
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Namingfeelings_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/EmotionChecklist_v2.pdf

Onboarding considerations

Insight integration

Quick tip: Gathering insights is just the beginning. Use them to drive change, and loop back to see how things are going.

Capture insights clearly

Write down what people share—ideas,
questions, concerns—and make sure
everyone on the team can see and use
it.

Use feedback to make decisions

g

When making big choices, the team
checks back on what was shared and
shows how feedback helped shape
the path.

Make learning a two-way street

Everyone has a chance to help make
sense of findings—through group
analysis, writing together, or open

discussion.

Resources

Structured decision making Toolbox for co-producing knowledge

Team Science Thinking routine toolbox

Experience mapping toolkit Hyper island toolbox

Back to Onboarding process
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https://www.structureddecisionmaking.org/
https://ctsi.psu.edu/research-support/team-science-toolbox/maturation/
https://passerelle-nte.ca/app/uploads/2025/08/4_Experience-Map-template.pptx
https://naturalsciences.ch/co-producing-knowledge-explained/methods/phases
https://pz.harvard.edu/thinking-routines
https://hyperisland.com/en/
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/08/1_Experience-Mapping-Toolkit-Overview.pdf

Onboarding considerations

Collaborative strategies

Quick tip: Everyone has something to offer. Support each other to learn, grow, and contribute with confidence.

. ‘.’ % Build confidence to join in

'A' There is sufficient time for preparation, speaking up is encouraged and
* contributions are acknowledged and built upon.

Q Practice working together

'f \i Work through challenges as a team, give kind feedback, and adjust how
to support each other better.

Resources

Team Science Hyper island toolbox Best practices for virtual patient engagement

Back to Onboarding process
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https://ctsi.psu.edu/research-support/team-science-toolbox/maturation/
https://hyperisland.com/en/
https://static1.squarespace.com/static/5c869fd0e666695abe893b3b/t/606f1369d83962502f9eba6e/1617892203509/SCPOR+Best+Practices+for+Virtual+Patient+Engagement.pdf

Onboarding considerations

Project assignment

Quick tip: Give a clear task early on to build confidence and to show that their
contribution matters.

vy

~®a Get involved early

s Tasks are clear and meaningful during the first week so that people
can jump in with purpose.

Match people to the right role

(4
[ )
.1 Skills and interests are considered when tasks are shared, so the work
feels like a good fit.

%

Back to Onboarding process

Help us identify resources

Do you know resources that would fit in this section? Let us know at: info@passerelle-nte.ca

21


mailto:info%40passerelle-nte.ca?subject=

Onboarding considerations

Team activities

Quick tip: Trust doesn't just happen—create regular moments for connection, reflection, and learning together.

Create space for
building trust

=
18
Take part in activities that help

the team connect. People share
what matters to them.

Help new people feel
part of it all

A\

Join in on team activities early
and start working with others
on shared goals.

Learn how to work
better together

al

Notice what helps or hinders
teamwork and adjust how
people show up for others.

Resources

Hyper island toolbox

Back to Onboarding process
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https://hyperisland.com/en/

Onboarding considerations

Regular check-ins

Quick tip: Check in often—early feedback helps make onboarding smoother and more
welcoming for everyone.

KA Ask for feedback

@ Check in with new members—through a quick conversation or short survey to see
how things are going. Use their feedback to make the experience better for others.

Resources

Emotions check-in Naming Feelings summary

Back to Onboarding process
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https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/EmotionChecklist_v2.pdf
https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/Namingfeelings_v2.pdf

Onboarding considerations

Wrap-up

Quick tip: A wrap-up is a valuable moment to capture feedback and insights that can

improve the experience for future projects.

’ Take time to reflect

Debrief on the process and gather feedback on what worked and what could be
improved for the next time.

Resources

Partnership Reflection

Back to Onboarding process

24


https://assets.boitebeet.com/passerelle-nte/prod/public/uploads/2025/02/PartnershipReflection_v2.pdf

Final thoughts

Building a culture of inclusivity

Onboarding is not just about integrating new individuals—it's about creating an environment where everyone feels valued and
supported. While the process takes time, the investment pays off. By following this guide, you are contributing to a culture of
collaboration, inclusion, and shared expertise—where diverse perspectives and lived experiences are harnessed to solve complex

problems in health research.

3

a8’
’?ty J Hl e

s
. =

We want to hear from you!

We are always looking for feedback and ways to improve. If there are resources you think should be included or if there are any
other ideas you have to bring to the table, please do not hesitate to connect with us. Contact us at: info@passerelle-nte.ca

25
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