 Eastern Oregon Head Start
ORIENTATION CHECKLIST
NEW TEACHER/HOME VISITOR
⁮

( Job Expectations
· Job Description

· Contract

· Annual Calendar

· Confidentiality

· Standards of Conduct

· Criminal History Registry

· Food Handlers Certificate

· Physical Exam, TB test

· Record Keeping/Monthly reporting

· Leave Requests

· Individual Staff Training Records

· Required Training—Training Plan

· Weekly Work Schedule

· Time Sheet/Sick leave/pay periods
⁮

( Communication/Environment Expectations

⁮

( Dress/Keys/Name Tags/Staff  ID/E-Mail
⁮

( Teacher Resources

· Education Supervisor

· Teachers

· Center Resource Libraries

· Admin Resource Library/supplies
⁮

( Head Start Philosophy

· Home Visits-Home Visit Book

· Meals

· Parent Involvement-Parent Calendar

⁮

( Performance Standards, Program Policies and Work Plans

· Classroom Celebrations Policy

⁮

( Enrollment Process

· Home Visit Books and Parent Calendars

⁮

( Benefits Package Information

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 and understand my Position Description and the information that has been provided regarding this position.  I agree to fulfill these responsibilities to the best of my ability.

Signed:________________________________________________Date:____________
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