Pride Academy®
www.prideacademy317.com
- ORIENTATION OF NEW EMPLOYEES

Employee Nam=

Dare Employed:

Orientation Date:

The following is a checldlist of tepics discussed with new cmployess:
ITEMS REQUIRED BY LICENSING RULES:

Prior to Contact with Childven andlor Food

N ages, specific needs of children assipned
Policy on confidentiality of record = )
Chila Discioling Policy

ivieal patters, foed handling policy

Emergency evasuation procedures

Gemeral Health Policy

Universal Precamioss Training

Heaith Hezards 5

Diaperng Pracedures

Handwashing Procedures &

Feeding of infants/teddlcrs

Policy for corractiog ratios

Continuity of Care Palicy

Child abuse and aeglect detection, prevention, reporing procedures

Developmentally appropriate practces

Program goals and philosophy

Daily schedules, ronsines, transidons

Recognizing syanptoms of Hlness

Cleaning, sanitizing, disinfecting procedures

Spccial aeeds inclusion policy .
Center coniidentiality policy = -
Specific special nrzds taiming - B
i Liccnsing rules =
] Parent Communication Policy
GIZER )
Paperwomng
Application cemnlete s Purchase requisitions & purchase orders
-| Cdmiaat History Check / FBI Mileage ceimbursement
W completed 7 Direct deposii form Extra hours request
Time Shest Petty cash
Physical form with TB test Driver®s license
Job Description (cxplained and signed) Sgocial securty card
Pursonnel Policies end Procedures [0 completed
Parcat Handbook Signed Emerpency Treammont anttiorizsrion
| Dz soroening
BENEFTLS
Vacation/Personal/Sick Days Pay Schedule
Stif evaluations Health/Mledical Benefits
Leave with/withont pay Salary
Paid Holidays
Other benefits (auition refmbursement, child care reduction, sclirement, €ic...)
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www.prideacademy317.com

: il WGEK ENYIRONMENT
Reporting an absence policy Houselteeping/Office Supplies
School routinefhours First Aid Ceriification
St=f schedules First Aid Supplies
Waptime Policy Opening/closing proceduores
Leaving building during work hours Phone calls/messages
Snacking/Drinking Policy in classrooms Smoking Policy
(lass coniainers in classrooms policy Building safety (Lockdown),
TOUR TRAINING & EDTUCATIONAL GPPORTUNIFIES
Tour of ofher sites £ applicable Stait Meetings
Meeting with Exacutive Divector Library/Video materials
4 dult Restroom Tuition Reimbursement
Fiscal Deparmuent In-Service Training
Kirchen Workshops
Parent Bulletin Board Safe Sleep/Shaken baby
Supplies
Menn THE AGENCY
CENERAL DUTIES General Pm-poselﬂﬁlomphy
Atendance Sources of Funding
Parent Conierences Orgenizationsl Strushure
Working with Special Needs Children "
Working with other staff WORKING WITH /
CLASSROCHK M_AHAEEMENT
Bquipment repair/care Discipiine Policy/Procedpres
Medication (dispensing) ‘Curriculum -
Accident/Incident report form Children Entering/1caving Building
Children’s Files (pull & explain) Learning Through Play
Iniale A, ion
Emergency Information / Food/Meals s Learning Experience
Preparedness Response =
Pick-up permission
Allergies OTHER
Child Information Form Sapervisory responsibilities
] Field Trips
CLASSROOM OBSERVERS Lesson Plans
(WHO & WHY)
T — B e
ore b
_'C_:h_zkl Care Health Unit gmmm
CACEFP Pro Pm‘h@-?‘g
Titde 30 Dress Code
United Way :
Parenis
High School & Collese students
Acerediting Agencies
Date of Orientation:
Employee Signature:
Supervisor Signature:
RevisedD518
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