TEACHING FAMILY HOMES OF UPPER MICHIGAN

ORIENTATION CHECKLIST FOR NEW STAFF

Complete this required checklist for each staff member as they begin their orientation and training with this agency.  As topics are covered the items should be dated and initialed by the person reviewing the item listed.

	Interview
Interview, applications, employment information

	Date

completed
	Position

Initials



	Application/Work History/References
	
	

	Job description
	
	

	Clearance Request (back ground check (Lien check)
	
	

	Time Sheet (blank and simple)
	
	

	Education/secondary employment provisions (print out Policy)
	
	

	Copy of diploma, licenses, etc
	
	

	Employment as a couple
	
	

	Family Teacher Resignation Agreement
	
	


	Pre-Service


	Date

completed
	Position

Initials

	Philosophy/mission of Agency
	
	

	Tour of office
	
	

	Introductions of Agency administrative staff/support staff
	
	

	Routine of mail/location of mailboxes
	
	

	Organizational Chart
	
	

	Personnel Policies and Procedures
	
	

	Employee information form
	
	

	Personal Profile
	
	

	New hire
	
	

	W-4 Form
	
	

	Employment Eligibility (2 Forms of ID from list)
	
	

	At Will
	
	

	Pre-Existing Conditions (Personal Profile)
	
	

	Associated Risks
	
	

	Accident Reporting & Work injury reporting
	
	

	Drug Free Workplace
	
	

	Digital Media (telephone, computer, internet use)
	
	

	TB test documentation
	
	

	Hepatitis B
	
	

	HIPPA compliance
	
	

	Confidentiality and family records
	
	

	Corporate Compliance
	
	

	Good Moral Character
	
	

	Auto insurance (proof of insurance if transporting)
	
	


	Initiating Consultation
	Date

completed
	Position

Initials



	Office hours, office closure policy
	
	

	Staff scheduling
	
	

	Evaluation/promotion
	
	

	Disciplinary Procedures
	
	

	Sexual Harassment
	
	

	Termination/Grievance Procedures
	
	

	Meeting Attendance
	
	

	Reporting Significant Events
	
	

	Supervisory expectations (Service delivery Plans)
	
	

	Public presentations expectations
	
	

	Program handbook
	
	

	Licensing
	
	

	Scheduling vac/sick, flexible schedule
	
	

	Public presentations expectations
	
	

	Use of team meeting and consultation time
	
	

	After hours coverage, accessing supervisor
	
	

	Training Orientation Protocols; (training (shadowing)
	
	

	Program training requirements
	
	

	Use of training log to document attendance at trainings
	
	


STATEMENT OF UNDERSTANDING

(To be completed, signed & returned before completion of pre-service workshop)
I,____________________ acknowledge that I have received, read, understand and, if appropriate, completed the following information (and documentation above) necessary for check-in as a newly hired Teaching Family Homes of Upper Michigan, Inc. 
COMMENTS:





         

         __________________ ____________
Worker Signature                         Date              Consultant/Supervisor      Date

update 10/31/12   new public/human resources/personnel/new personnel paperwork

