                                                       CHILD & FAMILY DEVELOPMENT PROGRAMS


       Form 1-51a
Community Action Team

Orientation Checklist for New Employees 

Staff Name 







Employment Date



 
Complete with Center Norm Agenda 1-51c.

	First Day
	Completed

	Payroll information – pay dates, advances, garnishments, time sheets (1-64 and electronic), 

mileage report (1-65) and Transportation Policy for staff (1-23) 
	

	Direct Deposit information                                                          

	

	Benefit Information – Health, Dental, Life, and Short Term


Disability, 401K, Opt Out, and Personal Leave
	

	Signed Statement of Confidentiality

· Head Start’s (1-20) *
· Technology Resource Procedure (1-83) *

	

	
	

	C.A.T. Acknowledgement Forms * and Review of:

	

	· C.A.T. Personnel Policies
	

	· Sick Leave and Personal Leave Policy reviewed
	

	· Retirement & Savings Plan


	

	· CIGNA: Summary of Insurance Benefits: Medical, Dental, Life


	

	Safety training Module 1 & 2 Quiz’s *
	

	Child Care Division – New Staff Orientation (Certificate Form 1-51b)

· Building Evacuation (2-23)
· Emergencies requiring staff and children to remain inside

· Child injury or illness (3-21, 3-27)
· Staff injury or illness (CAT Personnel Handbook)

· Child Care Division rules and location
· Center Norms (Use center norm agenda form 1-51c)
· Procedure for reporting Child Abuse and Neglect (1-12, 1-7)
	

	New Staff Orientation Certificate (Form 1-51b) Completed & Submitted to Admin and ORO
	

	ORO Registration and/or update
	

	Staff Health Policy (1-1) *
	

	Child Health, Safety and Supervision Procedure (1-98) *
	

	Child Arrival and Departure Procedure (1-54) *
	

	Child Guidance Policy (2-27) *
	

	Screen Time Procedure (2-42) *
	

	Key Receipt (1-66)
	

	Photo for Staff ID Badge (email to Office Support Specialist)
	


Send form 1-51a, certificate 1-51b, CP6 and Bolded (*) items to Admin. 
Staff Signature









Date





Supervisor Signature








Date
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