Procedure 1-51

CHILD & FAMLY DEVELOPMENT PROGRAMS
Community Action Team

Orientation and Onboarding Procedure

Rationale:

PS. 1302.92 – For staff to be successful in their job duties, provide quality services to children and families, and be supported, CFDP takes a coordinated approach in orienting staff to the program.  In addition staff will participate in a planned onboarding process to build and enhance the skills necessary to meet program expectations.  Orientation is an event, while onboarding is an ongoing practice of intentional support and training.  Onboarding is an interactive process that occurs during the first year of employment.
Procedure:

· The program will follow Procedure 1-34, Hiring Procedure

· Once staff are offered a position, the required paperwork will be completed and sent to Admin (See Form 1-51).  Center Managers will coordinate with the Program Director in determining the start date for the new employee

· The first two to three days will be scheduled for new staff to complete orientation and start the onboarding process.  They will not be scheduled to perform regular job duties.  This is an important time in helping provide support and information staff need to be successful, made to feel welcome, and beginning to be equipped to handle the complexities of the program.

· Plan time for new employee to job shadow.
· On the first day:

· Staff will complete paperwork and receive training information. (See Form 1-51a and Form 1-51c)  This information should be reviewed and discussed, allowing time for questions
· A photo will be taken for Staff ID Badge

· Provide a welcome card or note, create a space and labels for cubbies, locker, etc.

· On the second to third day:

· Assist staff in accessing forms page, ECKLC, and MyTS (as needed)

· Assist staff in locating and being able to review important resources such as Head Start Act, Head Start Performance Standards, Early Learning and Outcomes Framework, The Creative Curriculum for Preschool

· Assist and support staff in starting the process of completing training webinars

· Review what a typical work day looks like and establish duties

· Ongoing onboarding time will be planned for new staff to complete the required trainings, webinars, paperwork and review and discuss policies and procedures as outlined on Form 1-51d, and Forms 1-51e-h related to his/her specific job description.

· Prior to the probationary period ending at 90 days, a performance evaluation will be completed, using Form 1-70.  This is an important time to identify strengths and areas the employee needs additional supports.  Track on Form 1-51d and job related Form 1-51e-h, progress made on training and develop a plan for next steps.
· After six months’ time a second performance evaluation will be completed.  Focus on strengths and develop a plan to address areas needing further support and information.  Track on Form 1-51d and job related Form 1-51e-h, progress made on training.
· At the one year mark, complete performance evaluation.  Using the associated forms identify the areas of growth and progress.  Part of this process will include developing a plan for continued professional development. (Reference Procedure 1-105).
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