Staff Orientation Checklist
Employment date _____________________  		
Welcome to our program. As a new member of our team you will be offered ongoing support to assist you in learning our routines, policies and procedures. During your orientation period you will become familiar with the families and children in our program. You are expected to read our staff handbook and implement our policies.

ORIENTATION TO OUR PROGRAM
___ Supplies, materials and resources		___ Personnel polices 		___ Benefits 
___ CCD rules					___ Staff handbook	

HEALTH pgs 8-17
___ MANDATED REPORTED OF CHILD ABUSE			___ Dispensing medication
 ___ Illness 		___ Accident reports/serious injuries	___ Changing sheets/blankets
 ___ Hand washing	___ General housekeeping policy pg	 ___ Toilet accidents
___ Universal precautions/blood borne pathogens 		___ No washing of soiled clothes 
___ Hazard communication policy				___ Kitchen reminders               
 ___ Lunch routines	___ USDA food program  		 ___ Family style meals

SAFETY pgs 18-20 
___ How many children				___ Arrival and departure routines and procedures	 
___ Identity checks 				___ Open and close procedures pg 33
___ SIGN IN/OUT				___ Supervising doors/visitors	
___ Fire drills/emergency procedures		___ Walks/supervision
 ___ Field trips/ Bus safety  	___ report safety hazards inside and out___ Monitoring bathroom

PROFESSIONALISM pgs 21-24
___ Staff relationships      			___ Punctuality and reliability	 ___ Confidentiality  	

RELATIONSHIPS WITH CHILDREN pgs 25-27
___ Supervision	___ Stay in ratios	___ Always in sight		___ Discipline policy

INSTRUCTIONAL PLANNING pgs 28-31
___ Programs and scheduling			___ Outside

LEARNING ENVIRONMENT pgs 32-35 
___Learning Centers			___ Prepare classroom 			___ Nap routine	
 ___ Display children’s work   		___ Record keeping			___   Toys from home

RELATIONSHIPS WITH FAMILIES pgs 36-37
___ Staff/family interactions			___ Communication 	___ Post schedule for families ___ Family Handbook
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Director signature __________________________		Date _________________
cmcmurdie rev 4/2011
