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CHILD & FAMILY DEVELOPMENT PROGRAMS

Guidance for Orientation Basics and Training Outline Document
The Orientation Basics and Training Outline Document was developed as a tool for supervisors to guide new employees during the first four month and eight month training periods.  Thereafter, the tool can be used to determine areas of interest or areas identified for further review and study.  
The key is to be flexible when providing new employees with orientation and training on policies, procedures, systems and operations of Child and Family Development Program.  The pace will be determined by how the new employee adapts, the education and experiences of the new employee, and the mode(s) which the new employee receives the new information.  

The overall purpose is to provide a systematic way for new employees to gain an understanding of the Head Start Performance Standards that thread together Child and Family Development Program’s systems and services with the end result being quality services for children and families.
This Document Has Two Parts
Part 1: The Orientation Basics covers basic information that might apply to the site and to the position.  Not all the information applies to every site or to every position.  Some of the information will be a review of the fiscal orientation.  

Part 2: The Training Outline Document is intended to be used with the Integrated Work Plan (IWP).  The first two pages of the Training Outline Document will apply to every position.  This is followed by required training outlines that are specific to each position.  Web-based and other resources are included at the end of the entire document for a few of the basic training requirements for staff who begin employment after the annual County training event.  
Recommended

The supervisor will put together a binder or electronic copy for the new employee which will contain the Orientation Basics, the Training Outline for all staff positions, the Training Outline for the position held, job description and a copy of the Integrated Work Plan (IWP).  Refer to the IWP as the policies, procedures and forms are introduced.  Use the Outline to schedule regular meeting times with the new employee during the first year of service to complete training requirements.   Date the Outline as training is completed.  This will determine interests, strengths and also identify targeted areas of training to be discussed during the four month and  eight month review.  The process will also provide information to guide ongoing professional development after the initial training period.
Part 1

Orientation Basics

New staff members need time to absorb information and adjust.  Depending upon the new employee, the time the new employee is hired, and other factors, plan out adequate time to complete these basics.  The process may involve several days.

_______1. Provide essential resources and materials
______Mission, values, and philosophy of CFDP 


______Mission, values of CAT

______Federal Performance Standards
______CAT Personnel Policies

______Other




____    Organizational chart(s)

______Head Start Act (12/2/07) and


______ Improving HS for school
 Readiness Act of 2007
_______2. Review job description(s) and performance expectations
______Four mo review of support &    

              training
______Eight mo review of support & 
              training

______Annual performance appraisal


______Professional Development Plan

______Individual Training Plan

_______3. Review work schedule
______ Sign in and out


______ Breaks

______ Lunch




______ Home visits

______ Day-long trainings


______ Class days

______ Center staff calendar for the

 month

_______4. Review payroll policies and procedures

_______5. Review key administrative policies and practices
______Requests for leave


______Training and education


______Holidays



______Benefits

______Personnel Information for

Emergency

______Time sheet/mileage, per diem

______Vacation and Personal Leave

______Dress code



______Building (or Bus) security

______Ordering equipment & supplies

______ Due Dates Document


______CAT Code of Conduct

______ Review documents:

 ______Plan of Assistance

​​​______ Disciplinary Action

_______6. Conduct introductions to immediate co-workers and other key staff (including 

partners who share the facility)

_______7. Review standard meetings to attend
	Meeting
	Purpose
	Date/Time/Frequency

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


_______8. Conduct tour of program / facilities
______Work space and norms


______Supervisor contact and location
______Other work space

______Parking
______Meeting spaces


______Classroom(s)

______Kitchen and norms


______Space for breaks and/or lunch ______Breaks
______Restrooms



______Emergency exits & extinguishers

______First Aid kit location(s)

______Supplies and storage

______Professional Development

resources


______Staff medication


______Personal belonging space/cubbie

_______9. Review and demonstrate critical equipment and software systems
______Computer assignment

(password)

______TS Gold software

______ Child Plus software
______ CFDP Website


______ Telephone system
______Cell (if applicable)


______ImmiAlert II (if applicable)

______Fax




______Google (if applicable)

______Photocopy machine


______E-mail

______Dishwasher



______Garbage disposal

_______10. Review communication systems
______ E-mail etiquette


______Fax (what can and cannot be 

faxed to Admin)

______ Phone





______Google.docs, calendar and Gmail
______Key phone numbers

              

______Procedure 1-44 for revisions

______Written (5-11)

______Inclement weather 


______Calling in sick

_______11. Present initial job assignment (focus may change depending upon time of year 

staff member begins, position held, and center situation)

_____ Use Integrated Work Plan (IWP) as a guide – plot out first four months.  At four 

           month review, plot out remaining four months.  At first annual, review any IWP   
                        gaps.      


__________________________________________________________________



__________________________________________________________________



__________________________________________________________________

_______12. Committees
_______ Staff Development (SDA)

_______ Education


_______ Social Service



_______ Safety Committee 
_______ Other

_______13. Other



__________________________________________________________________

_______14. Schedule, plan, or assign additional training 
(see TRAINING document)





__________________________________________________________________



__________________________________________________________________



__________________________________________________________________

Part 2

Training Outline Document

Required Training For All Staff  
Use This Section With Every Position Training Outline
Arranged by Policy/Procedure and Form number

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Overall Program
	
	
	

	Performance Standards – what, why, where – linking up to Integrated Work Plan
	
	
	

	Staff Health Policy  and

Healthy & Safety Policy
	P 1-1

F 1-26

P1-9
	
	

	*Child Abuse and Neglect reviewed
	P 1-13

F 1-7
	
	

	*Understanding Client Confidentiality as outlined by Policy 
	P 1-20

F 3-7
	
	

	Staff transportation-carpooling
	P 1-23
	
	

	Certifications and licenses
	P 1-28
	
	

	*Confidentiality of Computer & Network Resources
	F 1-83
	
	

	Tobacco Free Environment
	P 1-89
	
	

	*USDA Non-Discrimination Procedure for USDA 
	Pro 1-97

Pro 1-33

F 1-33a
	
	

	*Child Health, Safety & Supervision  - Arrival and Departure
	Pro 1-98

Pro 1-54
	
	

	An introduction to the Child Plus system
	Child Plus forms
	
	

	Training Request & Sharing Procedure
	Pro 1-105
	
	

	Health
	
	
	

	Staff Health Policy
	P 1-1
	
	

	First Aid kits – location and supply replenish 
	F 1-74
	
	

	*Medication Administration
	P 3-8/F 3-8a, Pro 3-13
	
	

	*Universal Precautions and Blood Borne Pathogens
	P 3-14 thru 
3-15g

Pro 3-50
	
	

	*Handwashing  & Toothbrushing


	Pro 3-24

Pro 3-26
	
	

	*Family Style Dining - USDA
	P 3-28/
Pro 3-28a
	
	

	Toileting, Toileting Assistance & Diapering
	Pro 3-31
	
	

	*Fire Extinguisher operation and location
	
	
	

	Infant-Child First Aid certification (must be kept current)
	
	
	

	Infant-Child CPR certification (must be kept current)
	
	
	

	Emergency Medical/Dental Action
	P 3-32
	
	

	*indicates annual training requirement for all staff


	
	
	

	Child Development & families
	
	
	

	School Readiness and the Head Start Act (see SRG and Curriculum Supp Guide)
	
	
	

	Tracking family contacts
	F 2-20
	
	

	Positive Behavior Interventions and Support introduction (PBIS) – matrix and rules for center/bus
	
	
	

	Recording child observations in the setting you work
	
	
	

	Understanding Child Guidance as outlined by Policy
	P 2-27
	
	

	Child, Family and Community Engagement
	
	
	

	Transportation
	
	
	

	Below are the Bus Monitor training requirements.  Many centers want to train
 all staff to fill in as a bus monitor when needed.

	Conducting routine maintenance (or insuring it happens) and safety checks of the vehicle
	F 1-59
	
	

	Handling emergency situations including bus evacuations – location of first aid kit, fire extinguisher and seat belt cutter
	F 1-36

F 1-74
	
	

	Operating occupant restraints
	F 1-36

Pro 1-46
	
	

	Safely loading and unloading children
	F 1-36
	
	

	Safely running a fixed route including safely stopping at railroad crossings
	F 1-36
	
	


Additional Training Required For Position Of Janitor

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Health & Safety
	(see applicable checklist 2-13 forms)
	
	

	Instruction for sanitation products (ratio for bleach and concentrated products)
	
	
	

	
	
	
	


Additional Training Required For Position Of Bus Monitor

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Becoming familiar with Pre-Trip and Post-Trip 
	F 1-59
	
	

	Conducting routine maintenance (or insuring it happens) and safety checks of the vehicle
	F 1-59
	
	

	Handling emergency situations including bus evacuations, location of first aid kit, fire extinguisher and seat belt cutter
	F 1-36

Pro 2-23

F 2-24b

F 1-74
	
	

	Instruction in CP 2318
	Pro 1-98
	
	

	Operating occupant restraints
	F 1-36

Pro 1-46
	
	

	Partnering with teachers using effective communication to plan for classroom learning extensions for children riding the bus
	
	
	

	Safely loading and unloading children
	F 1-36
	
	

	Safely running a fixed route including safely stopping at railroad crossings
	F 1-36
	
	

	School Bus Safety Education
	Pro 2-23
	
	

	Transition activities for children riding the bus
	
	
	

	Transportation for Participants
	P 1-47
	
	


Additional Training Required For Position Of Bus Driver

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Conducting routine maintenance (or insuring it happens) and safety checks of the vehicle
	F 1-59
	
	

	Cultural sensitivity (bias)
	
	
	

	Handling emergency situations including bus evacuations, location and checking of first aid kit, fire extinguisher and seat belt cutter
	F 1-36

Pro 2-23

F 2-24b

F 1-74
	
	

	Instruction in CP 2317
	Pro 1-98
	
	

	Operating occupant restraints
	F 1-36

Pro 1-46
	
	

	Safely loading and unloading children
	F 1-36
	
	

	Safely running a fixed route including safely stopping at railroad crossings
	F 1-36
	
	

	School Bus Safety Education
	Pro 2-35
	
	

	Techniques to prevent challenging behaviors
	
	
	

	Transportation for Participants
	P 1-47
	
	

	Using Pre-Trip/Post Trip form and center system
	F 1-59
	
	

	Using mileage reporting form and center system
	F 1-10
	
	

	Valid Commercial Driver’s License (CDL) specific to the vehicle that will be in operation and ongoing training to continue
	P 1-28
	
	

	Valid ODE Pupil endorsement and ongoing training to continue
	P 1-28
	
	


Additional Training Required For Position Of Cook And/Or Nutrition Aide

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	CFDP record keeping system
	
	
	

	Cooking learning center and cooking projects
	
	
	

	Food substitutions and milk substitutions for special dietary needs
	F 3-12
	
	

	Following Nutrition policy
	P 3-28
	
	

	Health & Safety
	F 2-13c
	
	

	Meal time activities to promote learning
	
	
	

	Menu production sheets/menu planning, point of service count & tracking food budgets
	F 3-29,

F 3-40, 

F 3-41, 

F 3-49
	
	

	My role in team building
	
	
	

	USDA requirements for Children and Adult Care Food Programs (review USDA CACFP Manual)
	
	
	

	Valid Food Handler card, posting and ongoing training to continue
	P 1-28
	
	


Additional Training Required For Position Of Bilingual Support

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Completing and filing Child Plus Forms
	(see applicable CP forms)
	
	

	Eligibility, Recruitment, Selection, Enrollment, Attendance (ERSEA)
	P 1-14

Pro 5-15

F 5-6a
	
	

	Introduction to home visits – purpose, role clarification and expectations
	
	
	

	Family Partnerships
	Pro 5-28
	
	

	Role of the interpreter and role of the specialist (teacher, center manager, assistant teacher, family worker, family advocate)
	
	
	


Additional Training Required For Position Of Floating Aides

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Field trip – Observe each position in each site assigned to and become familiar with how to complete the required forms in a consistent manner
	
	
	

	Transition activities for children
	
	
	


Additional Training Required For Position Of Community Volunteer

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Community Volunteer according to Policy (training requirements and forms are outlined in the Policy)
	P 4-16
	
	

	Role clarify in writing – overall supervisor and day-to-day supervisor
	
	
	


Additional Training Required For Position Of Assistant Teacher

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Completing and filing Child Plus Forms
	(see applicable CP forms)
	
	

	Dental care for kids
	Pro 3-24

P 3-37
	
	

	Developmental Indicators for the Assessment of Learning (DIAL-3) – the use of or a refresher in 
	Pro 3-17 
	
	

	Devereux Early Childhood Assessment (DECA)  - the use of or a refresher in
	Pro 2-8
	
	

	Early literacy
	
	
	

	Early math
	
	
	

	Evacuation drills

(see SRG Curriculum Supplement)
	F 2-24

F2-24a

F 2-24b
	
	

	Explore classroom activity item storage areas
	
	
	

	Explore computer software for classroom use
	
	
	

	Explore teaching staff curriculum resource shelf
	
	
	

	Field trip to other classrooms or other sites – experience working with other teachers  or observe other assistant-teacher team duties, communication, variety of teaching styles and team approaches
	
	
	

	Field trips for children
	P 2-10

F 2-11

F 2-28

CP 2319

Pro 1-98
	
	

	File keeping – using the SOAP system
	Pro 5-14
	
	

	Health & Safety
	F 2-13a

F 3-1

P 3-18

F 3-18a

P 3-19

F 3-19a

F 3-21

F 3-27
	
	

	Home visit training


	F 2-6

F 2-12

P 2-14

(Pamphlet) 2-19

F 2-21a

F 2-25

Pro 5-28
	
	

	Planning for children
	F 2-2

F 2-4

F 2-7

Pro 2-9
	
	

	Instruction in CP 2316
	Pro 1-98
	
	

	Positive Behavior Interventions and Supports (PBIS)
	(Misc on webpage)

Pro 2-27
	
	

	Reflective reading, webinar and practice –planning  transition activities
	
	
	

	Reflective reading, webinar and action – Learning TS Gold including completing Basic Course and Inter-rater reliability certification
	Guidance 2-15
	
	

	School Bus Safety Education (first 30 days)
	Pro 2-35
	
	

	School Readiness Goals and Outcomes for Children

*(SRG and Curriculum Supplement)
	Guidance 2-15 and SRG
	
	

	Services to children – what is required in 45 days, in 90 days and in 365 days?
	P 3-9

Pro 3-17

Pro 3-20

Pro 3-42

F 5-1


	
	

	Volunteers in the classroom
	F 4-9 to 

F 4-9e

P 4-11, 

P 4-11c

F 4-11a, 

F 4-11b
	
	

	Working with an interpreter (bilingual support) – role clarification
	
	
	


Additional Training Required For Position Of Family Worker

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Completing and filing Child Plus Forms
	(See applicable CP forms)
	
	

	Developmental Indicators for the Assessment of Learning (DIAL-3) – the use of or in
	Pro 3-17
	
	

	Devereux Early Childhood Assessment (DECA)- the use of or a refresher in using 
	Pro 2-8
	
	

	File keeping – using the SOAP system
	Pro 5-14
	
	

	Home visit training
	F 5-4

F 5-23

F 5-25

Pro 5-28


	
	

	Making the most of active listening and goal setting for professional development
	
	
	

	Reflective reading and practice – Become familiar with local resources
	(Begin with local Parent Resource Directory)
	
	

	Services to children – what is required in 45 days, in 90 days and in 365 days?
	P 3-9

Pro 3-17

Pro 3-20

Pro 3-42

F 5-1
	
	

	Social Service Competency Based Training (SSCBT)
	
	
	

	Volunteers
	F 4-9 to

F 4-9e

P 4-11

P 4-11c

F 4-11a

F 4-11b
	
	

	Working with an interpreter (bilingual support) – role clarification
	
	
	


Additional Training Required For Position Of Teacher

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Children with special needs – health needs, the referral process, understanding IFSP/IEP, data collection with NWRESD
	F 3-46

F 3-48


	
	

	Completing and filing Child Plus Forms
	(See applicable CP forms)
	
	

	Dental care for kids
	Pro 3-24

P 3-37
	
	

	Developmental Indicators for the Assessment of Learning (DIAL-3) – the use of or a refresher in 
	Pro 3-17 
	
	

	Devereux Early Childhood Assessment (DECA)  - the use of or a refresher in
	Pro 2-8
	
	

	Early math
	
	
	

	Early literacy
	
	
	

	Evacuation drills

(See SRG Curriculum Supplement)
	F 2-24

F 2-24a

F 2-24b
	
	

	Explore classroom activity item storage areas
	
	
	

	Explore computer software for classroom use
	
	
	

	Explore teaching staff curriculum resource shelf
	
	
	

	Field trip – observe another classroom or another site
	
	
	

	Field Trips for children
	F 2-5

P 2-10

F 2-11

F 2-28

CP 2319

Pro 1-98
	
	

	File keeping – using the SOAP system
	Pro 5-14
	
	

	Health & Safety

Health & Safety (continued)
	F 2-13a

F 3-1

P 3-18

F 3-18a

P 3-19

F 3-19a

F 3-21

F 3-27
	
	

	Home visit training

Home visit training (continued)
	F 2-6

F 2-12

P 2-14

(pamphlet)

2-19

F2-21a

Pro 5-28
	
	

	Home visit observation
	F 2-25
	
	

	Instruction in CP 2316
	Pro 1-98
	
	

	Meet with Educational Specialist
	
	
	

	Positive Behavior Interventions and Supports (PBIS)
	(Misc on webpage)

Pro 2-27
	
	

	Reflective  action – review School Readiness Curriculum Supplement
	(Misc on webpage)
	
	

	Reflective practice and action - TS Gold individualization, lesson planning (explore examples on TS Gold) and classroom activities
	(TS Gold site)

F 2-2

F 2-4

F 2-7

Pro 2-9
	
	

	Reflective reading, webinar and action – Learning TS Gold including completing Basic Course and Inter-rater reliability certification
	Guidance 2-15
	
	

	School Bus Safety Education (first 30 days)
	Pro 2-35
	
	

	Services to children – what is required in 45 days, in 90 days and in 365 days?
	P 3-9

Pro 3-17

Pro 3-20

Pro 3-42

F 5-1
	
	

	Valid Food Handler card, post, and ongoing training to continue
	
	
	

	Volunteers in the classroom
	F 4-9 to

F 4-9e

P 4-11

P 4-11c

F 4-11a

F 4-11b
	
	

	Working with an interpreter (bilingual role clarification)
	
	
	

	*minimize training that takes Teacher outside of assigned site during the first three months
	
	
	


Additional Training Required For Position Of Parent Educator

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Born To Learn – Parents As Teachers Foundational and Pre-K  (optional)
	
	
	

	Children with special needs –  health needs, the referral process, understanding IFSP/IEP, data collection with NWRESD
	F 3-46

F 3-48
	
	

	Completing and filing Child Plus Forms
	(see applicable CP forms)
	
	

	Dental care for kids
	Pro 3-24

P 3-37
	
	

	Developmental Indicators for the Assessment of Learning (DIAL-3) – the use of or a refresher

in using
	Pro 3-17
	
	

	Devereux Early Childhood Assessment (DECA)- the use of or a refresher in using 
	Pro 2-8
	
	

	Early math
	
	
	

	Early literacy
	
	
	

	Evacuation Drills (see SRG Curriculum Supplement)
	F 2-24

F 2-24a

F 2-24b
	
	

	Explore classroom activity item storage areas
	
	
	

	Explore computer software for classroom use
	
	
	

	Explore teaching staff curriculum resource shelf
	
	
	

	Field Trip – observe a family advocate home visit
	
	
	

	Field Trip – observe a teacher home visit
	
	
	

	File keeping – using the SOAP system
	Pro 5-14
	
	

	Home visit training


	F 2-6

F 2-12

P 2-14

(Pamphlet)

2-19

F 2-21a

F 2-25

Pro 5-28

F 5-4
	
	

	Instruction using or a refresher in the LEA vision screening tool and process of referral
	Pro 3-17

F 3-17a
	
	

	Instruction using or a refresher in the PILOT hearing screening tool and process of referral
	Pro 3-17


	
	

	Meet with Education Specialist
	
	
	

	Positive Behavior Interventions and Supports (PBIS)
	(Misc webpage)

Pro 2-27
	
	

	Reflective  action – review School Readiness Curriculum Supplement
	(Misc on webpage)
	
	

	Reflective practice and action - TS Gold individualization, lesson planning (explore examples on TS Gold) and classroom socialization activities
	(TS Gold site)

F 2-2

F 2-4

F 2-7

Pro 2-9
	
	

	Reflective reading and practice – Become familiar with local resources
	Begin by using Parent Resource Directory
	
	

	Reflective reading, webinar and practice –Learning TS Gold including completing Basic Course and Inter rater reliability 
	Guidance 2-15
	
	

	Safety & Health
	F 2-13a

F 3-1

P 3-18

F 3-18a

P 3-19

F 3-19a

F 3-21

F 3-27
	
	

	School Bus Safety Education (first 30 days)
	Pro 2-35
	
	

	School Readiness Goals and Outcomes for Children

(See SRG Curriculum Supplement)
	Guidance 2-15 and misc webpage
	
	

	Services to children – what is required in 45 days, in 90 days and in 365 days?
	P 3-9

Pro 3-17

Pro 3-20

Pro 3-42

F 5-1
	
	

	Time management – include regular debriefing time with CM in schedule
	
	
	

	Valid Food Handler card, post and ongoing training
	
	
	

	Volunteers

Volunteers (continued)
	F 4-9 to

F 4-9e

P 4-11

P 4-11c

F 4-11a

F 4-11b
	
	

	Working with an interpreter (bilingual support) – role clarification
	
	
	


Additional Training Required For Position Of Family Advocate

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Completing and filing Child Plus Forms and using the system to monitor services for children
	P CP 15

Pro 1-92
	
	

	Developmental Indicators for the Assessment of Learning (DIAL-3) – the use of or a refresher in using
	Pro 3-17
	
	

	Devereux Early Childhood Assessment (DECA) - the use of or a refresher in using 
	Pro 2-8
	
	

	Eligibility, Recruitment, Selection, Enrollment, Attendance (ERSEA)
	P 1-14

Pro 5-15

F 5-6a
	
	

	Field trip – introduce self to community resource partners  to become familiar with local resources
	Begin with Parent Resource Directory
	
	

	Field trip – observe a family partnership home visit
	
	
	

	Field trip  - observe a recruitment home visit
	
	
	

	File keeping – using the SOAP system
	Pro 5-14
	
	

	Home visit training
	F 5-4

F 5-23

F 5-25

Pro 5-28
	
	

	Home visit observation
	F 4-10
	
	

	Instruction using or a refresher of LEA vision screening tool and process of referral
	Pro 3-17

F 3-17a
	
	

	Instruction using or a refresher of PILOT hearing screening tool and process of referral
	Pro 3-17


	
	

	Parent and family engagement - review framework and CFDP systems
	F 4-1

F 4-2

F 4-4

F 4-12

F 4-13
	
	

	Positive Behavior Interventions and Supports (PBIS)
	Misc webpage
	
	

	Services to children – what is required in 45 days, in 90 days and in 365 days?
	P 3-9

Pro 3-17

Pro 3-20

Pro 3-42

F 5-1
	
	

	Social Service Competency Based Training (SSCBT)
	
	
	

	Volunteers


	F 4-9 to

F 4-9e

P 4-11

P 4-11c

F 4-11a

F 4-11b
	
	

	Working with an interpreter (bilingual support) – role clarification
	
	
	


Additional Training Required For Position Of Center Manager

Arranged in alphabetical order by topic

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	Assign veteran CM to be a “go-to/mentor” person for first year to strengthen LTM.   
	
	
	

	CLASS reliability
	
	
	

	Completing and filing Child Plus Forms and using the system to monitor services for children.

Meet with Admin Data Processor
	P CP 15

Pro 1-92
	
	

	Developmental Indicators for the Assessment of Learning (DIAL-3) – the use of or a refresher in using
	Pro 3-17
	
	

	Devereux Early Childhood Assessment (DECA) - the use of or a refresher in using 
	Pro 2-8
	
	

	Early math
	
	
	

	Early literacy
	
	
	

	Eligibility, Recruitment, Selection, Enrollment, Attendance (ERSEA)
	P 1-14

Pro 5-15

F 5-6a
	
	

	Field trip to another site – observe lesson planning
	
	
	

	Field trip to another site – observe visual systems for regular task expectations.
	
	
	

	File keeping – using the SOAP system
	Pro 5-14
	
	

	Home visit training
	F 2-6

F 2-12

P 2-14

Pamphlet 2-19

F 2-21a

F 2-25

F 5-4

F 5-23

F 5-25

Pro 5-28
	
	

	Home visit observation
	Pro 1-92

F 2-25

F 4-10


	
	

	Home visit observation part 2- Field trip – observe an educational home visit; Field trip – observe a family partnership home visit; Field trip – observe a recruitment home visit
	
	
	

	Instruction using or a refresher of LEA vision screening tool and process of referral
	Pro 3-17

F 3-17a
	
	

	Instruction using or refresher of PILOT hearing screening tool and process of referral
	Pro 3-17


	
	

	Meet with Education Specialist
	
	
	

	Parent and family engagement / review framework and CFDP systems
	F 4-1

F 4-2

F 4-4

F 4-12

F 4-13
	
	

	Policy Council Retreat attendance
	
	
	

	Positive Behavior Interventions and Supports (PBIS)
	See Misc webpage

Pro 2-27
	
	

	Pre-Set powerpoint
	Powerpoint

Pro 2-27
	
	

	Reasonable Suspicion Supervisor Training – A WorkSAFE training for bus driver supervisors
	
	
	

	Reflective action – review School Readiness Curriculum Supplement
	Misc on webpage
	
	

	Reflective reading, webinar and practice- Learning TS Gold including completing Basic Course and Inter rater reliability
	Guidance 2-15
	
	

	Review contracts, interagency agreements, lease agreements, and MOU’s
	
	
	

	School Bus Safety Education (first 30 days)
	Pro 2-35
	
	

	Services to children – what is required in 45 days, in 90 days and in 365 days?
	P 3-9

Pro 3-17

Pro 3-20

Pro 3-42

F 5-1
	
	

	Supervision
	Pro 1-60

F 1-68

Pro 2-8

Pro 2-9

Pro 2-16

Pro 3-42
	
	

	Transition to kindergarten
	
	
	

	Valid Food Handler card, posted and ongoing training to continue
	
	
	

	Volunteers
	F 4-9 to 

F 4-9e

P 4-11

P 4-11c

F 4-11a

F 4-11b
	
	

	*minimize training that takes CM outside of assigned site during the first three months
	
	
	


Additional Training Required For Position Of Area Supervisor

Arranged in alphabetical order by topic.  Add all topics under CM if AS is not promoted from CM position.

	Topic
	Policy (P), Procedure (Pro) or 

Form (F) #
	Date scheduled
	Date completed

	CLASS reliability
	
	
	

	Developmental Indicators for the Assessment of Learning (DIAL-3) – the use of or a  refresher in using
	Pro 3-17
	
	

	Eligibility, Recruitment, Selection, Enrollment, Attendance (ERSEA)
	P 1-14

Pro 5-15

F 5-6a
	
	

	Home visit observation
	Pro 1-92

F 4-10
	
	

	File keeping – using the SOAP system
	Pro 5-14
	
	

	File reviews
	Pro 1-67

F 1-68
	
	

	Home visit observation
	Pro 1-92

F 4-10
	
	

	Instruction or refresher using LEA vision screening tool and process of referral
	Pro 3-17

F 3-17a
	
	

	Instruction or refresher using PILOT hearing screening tool and process of referral
	Pro 3-17
	
	

	Site visit observation(s) – veteran AS accompanies new and new accompanies veteran
	
	
	

	Policy Council Retreat (if new to Program)
	
	
	

	Positive Behavior Interventions and Supports (PBIS)
	See Misc webpage

Pro 2-27
	
	

	Pre-Set powerpoint
	Powerpoint

Pro 2-27
	
	

	Reflective reading, webinar and practice – Learning TS Gold training completing Basic Course and and Inter rater reliability
	Guidance 2-15
	
	

	Supervision
	Pro 1-60

F 1-68

Pro 1-92

Pro 2-8

Pro 2-9

Pro 2-16

Pro 3-42
	
	

	Using the child plus system for monitoring
	Pro 1-67

Pro 1-92
	
	

	
	
	
	


Online training options for:
Child Abuse and Neglect
http://www.oregon.gov/dhs/abuse/pages/mandatory_report.aspx
“What you can do about child abuse” booklet can be located at

https://apps.state.or.us/Forms/Served/de9061.pdf
More Online training options for:
Infant-Child First Aid/CPR

*Tillamook – http://www.tbcc.cc.or.us/
*Clatsop – http://www.clatsopcc.edu

*check your local college catalog (some have partnerships with medical facilities in which seat work can be completed on-line)

USDA Family Style Meal Service

http://www.ode.state.or.us/services/nutrition/cacfp/training/family_style.ppt
USDA Non-discrimination Civil Rights

http://www.ode.state.or.us/search/results/?id=206  Open the site and in the box to the right titled, “Civil Rights Training Modules” click on Child and Adult Care Food Program (CACFP) for the powerpoint.

Other training options:

http://oregonchildcaretraining.org   has listings of courses offered sponsored by the Child Care Resource and Referral programs throughout the State of Oregon.  Child Abuse and Neglect and Infant-Child CPR/First Aid are often offered in local communities in the evening.

http://extension.oregonstate.edu/lincoln/family_care Provides Child Care Resource and Referral to Clatsop and Tillamook Counties.

http://www.caowash.org/ccrr provides Child Care Resource and Referral to Columbia County.

Other ideas

*Have a list of mentors so new staff can pair up with another.
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