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STAFF ORIENTATION CHECKLIST


Employee Name: _______________________________________________________
Classroom: ____________________________________________________________
Date Hired: ____________________________________________________________
Supervisor: ____________________________________________________________

Facility Tour and Introductions to Staff Members
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Tour of Facility
	
	
	

	Introduction to Staff Members
	
	
	



Human Resources
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Resume
	
	
	

	Eligibility Letter
	
	
	

	TB Assessment
	
	
	

	Physical
	
	
	

	First Aid & CPR
	
	
	

	90 Day Probationary Period
	
	
	

	Insurance/Benefits
	
	
	

	Pay Schedule/Direct Deposit
	
	
	

	Work Schedules/Breaks
	
	
	

	Sign-In/Out
	
	
	

	Attendance Policy
	
	
	

	Point System
	
	
	

	Overtime
	
	
	

	Paid Time Off (ie. Birthday, Holidays, etc.)
	
	
	

	Requesting Time Off
	
	
	

	Job Description
	
	
	

	Staff Handbook
	
	
	

	Storage of Personal Belongings
	
	
	

	Dress Code
	
	
	

	Staff Emergency Information
	
	
	

	Employment At Will
	
	
	

	Individual Performance Evaluation
	
	
	

	ProCare
	
	
	

	Parking
	
	
	

	Keys/Access to the Building
	
	
	

	Bulletin Boards (classroom, parent, and center)
	
	
	

	Conflict Resolution Process
	
	
	

	Grievance Policy
	
	
	

	Telephone Etiquette
	
	
	

	Cell Phone Policy
	
	
	

	Computer Use Policy
	
	
	

	Outside Employment Policy
	
	
	

	Review and Complete Employee Orientation – Licensing Requirements
	
	
	



Child Growth & Development
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Active Play (HighScope)
	
	
	

	Developmentally Appropriate Practice
	
	
	

	Familiarize Self With Children’s Files
	
	
	

	Primary Caregiving
	
	
	

	Continuity of Care
	
	
	

	Active Supervision
	
	
	

	Ratio and Group Sizes
	
	
	



Learning Environment & Curriculum
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Classroom Tour
	
	
	

	Opening/Closing Procedures
	
	
	

	HighScope Curriculum
	
	
	

	Schedules and Routines
	
	
	

	Planning Time/ Lesson Plan/ Activity Expectations
	
	
	

	Environment Set-Up
	
	
	

	Transitions Between Activities
	
	
	

	Review and Complete Employee Orientation – Managing Your Classroom
	
	
	





Interactions with Children
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Behavior Guidance Policy
	
	
	

	Adult-Child Interaction Policy
	
	
	

	Small Group
	
	
	

	Large Group
	
	
	

	Parent Handbook
	
	
	

	Family Orientation Procedure
	
	
	

	Family Partnership Expectations
	
	
	

	Family Custody Issues
	
	
	

	Review and Complete Employee Orientation – Child Development & Child Interaction
	
	
	



Assessment & Planning for Individual Needs
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Observation Expectations
	
	
	

	COR Advantage
	
	
	

	Anecdotal Notes
	
	
	

	Child Portfolio
	
	
	

	Dual Language Learners
	
	
	

	Developmental Screenings (ASQ)
	
	
	

	Parent-Teacher Conferences
	
	
	

	Referral Process for Children with Health or Developmental Concerns
	
	
	

	Review and Complete Employee Orientation – HighScope
	
	
	



Health, Safety & Nutrition
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Licensing Rules
	
	
	

	Mandated Reporting Child Abuse & Neglect
	
	
	

	Drop-Off/Pick-Up Procedures
	
	
	

	Emergency Contact Person
	
	
	

	Authorized Child Pick-Up
	
	
	

	Emergency Drills & Procedures
	
	
	

	Hand Washing
	
	
	

	Sleeping Policy
	
	
	

	Mealtime Routine – Family Style Dining
	
	
	

	Emergency Procedures
	
	
	

	Documentation Accidents/Incidents
	
	
	

	Documentation of Allergies
	
	
	

	Allergies & Special Diets
	
	
	

	Diapering and Toileting Procedures
	
	
	

	Toothbrushing
	
	
	

	Environmental Hazard Check: Indoor and Outdoor
	
	
	

	Toy and Material Sanitation Policy
	
	
	

	Illness Exclusion Policy
	
	
	

	Medication Policy
	
	
	

	Fire Extinguisher
	
	
	

	Playground Safety
	
	
	

	Outdoor Play Schedule & Guidelines
	
	
	

	Car Seats
	
	
	



Program Planning & Evaluation
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Program Mission Statement
	
	
	

	Staff Meetings
	
	
	

	Record Keeping Expectations
	
	
	

	Program Performance Evaluation
	
	
	

	Classroom Purchasing Guidelines
	
	
	



Professional Development & Training
	Policy & Standard
	Date Covered
	Employee Initials Verifying Understand Policy/Procedure
	Trainer Initials Verifying Covered Policy/Procedure

	Annual Training Requirements (clock hours)
	
	
	

	Continuing Education Expectations
	
	
	

	Confidentiality Policy
	
	
	

	Early Learning Standards
	
	
	



I understand and agree to abide by the policies, guidelines and procedures discussed.
	
	


Employee Signature							Completion Date
I verify that the policies, guidelines and procedures listed above were discussed and will be upheld.
	
	


Manager Signature								Completion Date
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