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POLICY

Orientation, training, and development are provided to new staff by the program and include the goals and underlying philosophy of Head Start.

PROCEDURE
Child Development Services Supervisor provides initial training and ongoing support for the Teacher and Teacher Assistant using the following standards, tools, policies, and procedures:  The exiting Teacher or Teacher Assistant helps to provide initial training when applicable. 

 Human Resources

· Review UCAN Head Start Policies/Procedures

· E-mail use

· Time sheet
General
· Orientation to philosophy and purpose of UCAN and Head Start

· Federal Performance Standards

· Centralized Child Files (review of one file)

· Cultural Inclusion Policy

· Data System Documentation

· Team Meetings
· Child Abuse

· Site Orientation Checklist 

· Child Care Division 

· Child and Staff Health Policy 

Family Services
· Federal Performance Standards - Family Partnerships
· Head Start Parent, Family, and Community Engagement Framework
· Directory of Services for Families with Young Children in Douglas County

· Family Partnership
· Family Staffing

· Family Partnership Agreement and Resources

· Parent Involvement

· Parent Health Education

· Parent Open House

· Parent Meeting

· Teaching Team / FSE Task Clarification

· Parent Meeting Meals
· Transition
· Home Visit Observation Tool
· Parent Advocacy-Importance of In-School Involvement
· Tip Cards To Help Staff Talk About Sensitive Issues
ERSEA
· Attendance, Attendance Reason, & Attendance Plan
· Eligibility/Selection
· Registration/Enrollment
· Child File Tracking
· Withdraws and Transfers
Other Policy/Procedures
· Soft Start Day
· Student Records
· Release of Children
· Parent Classroom Volunteers
· Resource Request Form & Process
· Health Support Procedures – ROIs, Immunizations, Health Services Information form, Vision/Hearing Follow-Up, Parent Health Handbook
Each year staff is trained during pre-service on the above listed topics. For a list of specific annual agency pre-service trainings please see New Employee Orientation Employee Training P&P. 


When possible the outgoing Family Service Educator will work with the incoming Family Service Educator for a week to help get him or her oriented to the children and the program. 

Once supervisors have reviewed all items on the list, 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 1310.17,  1304.52 (k)  in Human Resources Management on page 209. § 1304.52 Human resources management.

