Staff Orientations

Yearly staff orientation includes:
· Our philosophy
· Highlighting anything that is new in the handbook or policy manual, employee handbook

· Reviewing emergency procedures for the school and each classroom

· Watching child abuse video: Portrait of Promise: Preventing Shaken Baby Syndrome and Blood-borne pathogens/hepatitis video
· Discussing students with special medical needs: conditions, symptoms, emergency aide, special needs….

· Discussing daily schedules and scheduling times in the activity room as well as lunch and snack times
· Handing out class lists, student schedules, and schedules for our “specials”
· Reviewing school calendar and list of meeting dates
· Reviewing mandatory reporting of suspected child abuse
· Reviewing behavior guidance plans
· Assigning the number of training hours needed by each individual as dictated by the State
· Giving background studies as dictated by the State
· Having each employee fill out an emergency sheet
New staff orientation would also include:

· Key

· Review of the ECDC Handbook as well as the RCLS Employee Handbook 
· Shown the Department of Human Services Handbook-License and Accreditation Standards.
· A tour of the school and of their classroom

· Time to meet and work within their classroom or with their supervising teacher
· Health and Safety Policies-as written in handbook

New staff would receive:

· A copy of the personnel policies, ECDC Handbook & RCLS Employee Handbook

· Salary information

· Personal schedule

· Job description

New staff must submit:

· Application

· Transcripts

· Personnel Information Form

· Background Study-State

· CPR Certificate

· W-4 form

· Concordia Health & Retirement forms (when applicable)

