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#1 — Sample Letter Introducing a New Hire to the Community
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Background: 
Victoria is a 42-year-old female nurse who is relocating to a rural facility from another rural location several states away. In her home state, Victoria was very active in several professional organizations. Her daughter, Isabella, is 12 years old and is looking forward to the adventure of living in a new area.

Dear [COMMUNITY LEADER NAME],
	
It is with great pleasure that we welcome Victoria Sanchez, RN, BSN, and her daughter, Isabella, to our community. 

Ms. Sanchez has a sincere passion for providing care in rural populations. After growing up in a rural community and continuing to live in rural locations throughout her career, she has a true understanding of the day-to-day lives and concerns of rural community members. 

Ms. Sanchez’s professional specialty is public health. We are reaching out to you today to help introduce her to our community. Some health care professionals moving to new areas find that having a community mentor can ease the transition. 

We would like to request that you — or someone whom you deem appropriate — serve as a mentor to Ms. Sanchez to get her acclimated to the area and the community. This can entail providing a local tour of the community, introducing her to community members (patients) and their families or organizing a social event to serve as a group introduction. 

We appreciate your consideration and look forward to introducing you to Ms. Sanchez. You can contact her directly at vsanchez@facilityemail.com.

With sincere appreciation,
[YOUR NAME AND FACILITY NAME]
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#2 — Sample Letter Introducing a New Hire and His or Her Family to the Area School Administration and Staff
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Background: 
Jason is a 38-year-old family physician who has accepted a position at a rural facility. His wife Sandra is excited about the possibilities a life outside the city will offer: she’s always wanted to raise goats and chickens. But their children, Nathan (8) and Gloria (10), are feeling sad about leaving their neighbors and friends. 

Dear _______________,

We are pleased to announce that a new family physician, Dr. Jason Morrow, will be joining our clinic in September. Dr. Morrow and his family are new to our community so we would like to do everything possible to make them feel welcome. As you may be aware, keeping health care providers in our community is of tremendous importance and a positive school experience is critical. Upon their arrival, Dr. Morrow’s son Nathan will be enrolling in the third grade and his daughter Gloria will be enrolling in the fourth grade. They are relocating from an urban community where Nathan enjoyed playing soccer in his neighborhood league and playing video games with his friends. Gloria was very active in ballet and her school’s science club. 

We appreciate anything you can do in order to make Nathan and Gloria feel comfortable in their new classrooms, such as introducing them to future classmates and their families. Some teachers find that assigning a new student to a classroom buddy can help the student feel welcome and engaged quickly. 

Dr. Morrow and his wife Sandra, an attorney, have expressed interest in being involved with school and classroom activities. We hope you will introduce them to other parents or encourage them to become involved in the school’s parent/teacher association, as well as other parental involvement opportunities.

With sincerely appreciation, 
[YOUR NAME AND FACILITY NAME]


[bookmark: h.gjdgxs]


[HEADER]
#3 — Sample Letter Introducing a New Hire to the Local Business Owners
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Ensuring that a new hire’s spouse is comfortable living and interacting within the local community and is familiar with the available resources can make the transition to a rural area easier.  Whether the spouse works inside or outside the home, he or she will likely interact with many local businesses. Getting local business owners involved in welcoming a family to the area can be a great way to introduce available services and business owners. The following case study can be used as a template to personally reach out to your local business owners or can be revised as a press release to publish in your local newspaper. 

Background: 
Katy is a 34-year-old female family nurse practitioner who is transitioning from private practice to the Indian health system. Her husband Michael is an engineer and will continue to be employed by his existing firm while working remotely. Katy’s daughter, Khloe, will be entering the eighth grade. Her interests are basketball and horses. 

Dear [LOCAL BUSINESS OWNER],

This October, we will welcome a new nurse practitioner and her family to our community. Katy Bishop, FNP-BC, her husband Michael and daughter Khloe and their dog Luke are relocating to our community from Florida. Keeping the health care professionals we recruit and hire is largely dependent upon how much a part of the community they feel. So, while we strive to make Ms. Bishop feel welcome in her new position at our facility, we hope that you can help us make her husband and daughter feel equally welcomed within the broader community. 
	
Your business is a part of what makes our community so special and the services you provide can help the Bishops feel at home. Just like the rest of us, they will need automobiles and auto repairs, haircuts, groceries, pet supplies, sports equipment and Friday night pizza dates. We know that the Bishops will be shopping for many new items for their new home, so don’t hesitate to reach out if you can help in any way. 

We encourage you to help us in reaching out to them so that the Bishops can meet you and your fellow community business owners. Help us keep the health care providers that help keep us all healthy.

With sincere appreciation, 
[YOUR NAME AND FACILITY NAME]





