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POLICY

Staffing needs are determined, and qualified staff are hired and trained at New-Employee Orientation to ensure that they are welcomed and informed of program policies and procedures. 

PROCEDURE
· UCAN Human Resources conducts the new employee orientation.

· New Staff are welcomed and the staff conducting the Orientation explains the position. Employees receive an employee handbook.

· An overview of Head Start history, UCAN and our program is explained.

· Items on the new employee orientation check list including the following are covered by HR 
· Review UCAN Head Start Policies/Procedures

· E-mail use

· Time sheet
· New employees receive position specific training from their Supervisor

· All employees receive the following training annually or when certification comes due. 
· Orientation to philosophy and purpose of UCAN and Head Start

· Medication Administration

· Bloodborne Pathogens

· USDA/Civil Rights

· Fire Safety

· First Aid/CPR

· Food Handlers

· Federal Performance Standards

· Centralized Child Files (review of one file)

· Cultural Inclusion Policy

· Data System Documentation

· Team Meetings
· Child Abuse identification and reporting

· Site Orientation Checklist 

· Child Care Division 

· Child and Staff Health Policy 
· New employees sign an Orientation check list and return it to HR. The checklist is filed in their personnel file.
· Each school year all employees are trained during pre-service on the above listed topics as well as job specific training. For specific examples see policies and procedures for training pertaining to their job title and the training plan. 
Once supervisors have ensured new employees have received training on the above the supervisor and employee will sign below. This will then be kept in the employees training file. 

__________________________ __________     ______________________  __________

Employee signature


Date

Supervisor signature

Date
This Policy complies with Head Start Performance Standard 1304.52 (a)(h)(1)(2)(3)(k)(1)-(3) (i-ii)§ 1304.52 Human resources management.

