Crossroads Youth & Family Services, Inc.
EMPLOYEE ORIENTATION CHECKLIST

Welcome! The following is a checklist of information necessary to orient you to the agency and

your job’s function. Please initial each section as you discuss it with your supervisor.

Employee’s Name

Date

Position

Full-Time

Part-Time

Employee’s Signature

Date of Employment

I have been informed of the dates and times of my employment with this agency. I have agreed to complete the
following orientation requirements and become familiar with the policies and procedures. | Yes

|:INO

A. AGENCY ORIENTATION

Supervisor’s
Initials

Employee’s
Initial

Date
Completed

Mission Statement and Code of Ethics

Review Policies and Procedures

Agency Programs Review

Review Job Description

Discuss HIPAA Information

B. HUMAN RESOURCES ORIENTATION

Employment Benefits and Forms

Employee Grievance Procedure

Liability Insurance

Review Non-Discrimination Policy

C. PROGRAM ORIENTATION

Intro. to Head Start Performance Standards/Head Start Philosophy

Day Care Licensing/Video (Four Videos)

Introduction to Program Plans for Implementation

Introduction to Developmentally Appropriate Practices

Introduction to Program Curriculum

Introduction to Daily Forms and Documents

Introduction to Child Folder (If Applicable)

Discuss Family Style Meals

Discuss Role Parents and Volunteers in the Program

Discuss Content Area Specialist and Referrals

Discuss Child Abuse, Neglect and Mistreatment Reporting

Discuss Volunteers in Classroom and In-kind Documentation

Minor Injury and Incident Reporting

Discuss Accident and Critical Incident Reporting

D. CENTER ORIENTATION

Tour and Introduction to Available Staff, Keys to Facility

Discuss Center Hours and Work Schedule, Leave Request

Discuss Breaks and Agency Smoking Policy

Discuss Time Sheets

Discuss Travel Claims
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Discuss Performance Evaluations

Discuss Program Dress Code

Discuss Accrual of Paid Days Off

Discuss Holidays and Program Breaks

Discuss Agency Disciplinary Policies and Procedures

Discuss Personal Phone Calls and Cell Phone Policy

Discuss Inclimate Weather Policy

Discuss Philosophy of Immediate Supervisor

Discuss Fire Drills, Tornado Drills, Prevention, Emergency and
Evacuation Plan

Discuss Proper Supervision of Children

Discuss Staff to Child Ratios

Discuss Medication Administration Policy and Guidelines

Discuss Yearly Program Calendar

Discuss the Staff Chain of Command and Contact Procedures for
Illnesses

Discuss Issues of Confidentiality

Discuss Menu Planning

Food Ordering and Inventory

E. TRAINING REQUIREMENTS

In-Service and Pre-Service Requirements

CDA and Other Education Requirements

Staff Development and Training

Tuition Reimbursement

First Aid/CPR (Scheduled within 30 Days)

Discuss Tuberculosis Test and Food Handler Certification
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