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Orientation and Training Requirements for New Employees 


Employee Name 




Employment Date




	P/Pro/F
	Within Two Weeks
	Date Completed

	1-9

1-1

1-12

1-7
	P

P

P

F
	Child Care Division – New Staff Orientation (Certificate Form 1-51b)
· Building Evacuation

· Emergencies requiring staff and children to remain inside

· Child or staff injured or ill

· Child Care Division rules 

· Center policies

· Procedure for reporting Child Abuse and Neglect

· Central Background Registry – Completed prior to hire (1-51)

· Reference checks completed – Completed prior to hire (1-51)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Food handler’s card (Classroom and Kitchen Staff)
	

	Food Handler’s Card and  New Staff Orientation Certificate (Form 1-51b) Completed and Submitted – Admin/ORO

	Within One Month
	Date Completed

	3-19
3-24

3-14

3-15f

3-8
	P
Pro

P

P

P
	Health and Safety – Oregon Center for Career Development – 2 hour 
http://campus.educadium.com/OCCD/course/category.php?id=3 

· Prevention of sudden infant death syndrome and use of safe sleeping practices – PS 1302.47
· Prevention of shaken baby syndrome, abusive head trauma, and child maltreatment – PS 1302.47
· Emergency planning and preparedness – PS 1302.47
· Safe environment – PS 1302.47
· Child illnesses
· Injury and disease prevention
· The prevention and control of infectious diseases – PS 1302.47
· Handling and storage of hazardous materials and the appropriate disposal of bio-contaminants – PS1302.47
· Prevention and response to emergencies due to food and allergic reactions – PS 1302.47
· Administration of medication, consistent with standards for parental consent – PS 1302.47
	

	Health and Safety Certificate (printed from OCCD) Completed and Submitted – Admin/ORO

	

	
	Within Three Months
	Date Completed

	1-7

1-12 
	F

P
	Child Abuse and Neglect – 2 hour ORO Training (Certificate Form 1-51c)
· Recognizing and Reporting

· State Law and Practices

· Program Policy and Procedure
	

	1-47
	P
	Transportation – Safe Riding -  Bus Monitoring – PS 1302.47
	

	
	
	First Aid/CPR – PS 1302.47
	

	CAN Certificate (Form 1-51c) and First Aid/CPR Card completed and submitted –  Admin/ORO


P=Policy/Pro=Procedure/F=Form
Employee Signature
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Supervisor Signature






Date
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