Eastern Oregon Head Start
New Employee Orientation Checklist

· Introductions, tour of office, logistics

· Job Expectations

· Job Description

· Contract

· Annual Calendar 
· Confidentiality

· Standards of Conduct

· Criminal History Registry

· Food Handlers Certificate

· Physical Exam, TB Test
· Performance Standards, Program Policies and Work Plans

· Required Training – Training Plan

· Human Resources – Pay periods, forms, etc.

· Keys

All communications are potentially sensitive and are subject to policy on confidentiality.  
Eastern Oregon Head Start is an Affirmative Action/Equal Employment Opportunity Employer.

ACCEPTANCE OF POSITION DESCRIPTION:

I have read my Position Description and agree to fulfill these responsibilities to the best of my ability.

Signed: _____________________________________________
Date: ________________
