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Staff Orientation and Training Checklist
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Preschool & After School Arts




Name:___________________________________________________________________________

Position:_______________________________________ Start Date:_______________________

Welcome to the GAK family! This is your orientation checklist. Teachers and staff will be sharing information with you about your new job. This checklist is intended to help you understand what you need to know to do your job well. However, please take every opportunity to observe and be responsible for your own learning and ask questions.

Be sure to check each item under “Orientation”, “State Laws”, “Do You Know” and “General Work Habits” as the information is covered with you and discuss any questions or comments you may have with your Supervisor or the Director.

Orientation

Areas listed below should be covered with you. If an area is not covered, please be sure to follow-up and ask about it.
❏ Work schedule, attendance and punctuality

❏ Job description and performance evaluation

❏ Requirements for continued employment
❏ Create a MERIT account and receive a STARS ID #

❏ PBC or Portable Background Check begun immediately
❏ W4
❏ I9 Form with copy of proper docs
❏ Copy of Drivers Licence
❏ Copy of High School Diploma/GED/ College Transcripts
❏ Child Abuse Overview

❏ First-Aid/CPR

❏ Actions resulting in termination of employment (progressive discipline process)

❏ Your salary/hourly wage and pay periods

❏ Holidays

❏ Leave

❏ Vacation/Sick

❏ Child development information and center philosophy about care of children

❏ Center Requirements

❏ Dress Code

❏ Phone Calls/Cell Phone Use

❏ Smoking

❏ Bathroom and other Breaks

❏ Recognizing and reporting abuse and neglect

❏ Emergency procedures

❏ Safety and security

❏ Confidentiality

❏ Infectious disease policies

❏ Allergies and other special needs

❏ Hand washing policy

❏ Discipline policy

❏ Visitor policy

❏ Tour of facility and introduction to other staff

❏ Plan for professional development/STARS hours
❏ Student Rosters and Pick up information
❏ How staff can sign children in and out

❏ How staff sign in and out
❏ How to search between rooms/Magnet system
❏ How to check ratios in rooms

❏ Art Classes and how they are taught
❏ GAK Events Calendar

❏ How to message parents (individually and as class – only for Leads/Supervisors)
❏ Copy of written policies and procedures received

❏ Provided signature upon receipt of policies and procedures

State Laws

GAK depends on teachers and staff to understand DCYF and State Laws (WAC’s) intimately and be in compliance at all times. There are many laws to cover so for the purposes of this checklist, we will review the Serious Risk Non-Compliance. Your 30 hour STARS Training covers many additional laws, and more will be reviewed in your time here. Below are the serious risks:
❏ Refusing DCYF access to your classroom, files and any information they may need

❏ Refusal of background check

❏ Chemicals or hazardous materials accessible to children

❏ Weapons, firearms or ammunition carried and/or accessible to children

❏ No alcohol or drugs in the center

❏ Ratios for each age group

❏ Field Trip Ratios

❏ Always know how many children are in your class by doing headcounts often (GAK recommends every 
    30 minutes)

❏ No sleeping while working (not counted in ratio)

❏ No cell phone use while working (not counted in ratio)

❏ Know the license capacity for school

❏ No physical discipline

❏ A child must never be left unattended (must be within eyesight)

❏ Failure to report suspected neglect/abuse/endangerment

❏ Protect children from all harm

❏ Always check I.D.’s of the person(s) picking up the children in our care if you don’t know who they are;   
    double check that name with the name you were told would be picking up or is on the approved pick up list

Do You Know?

All information listed below is important for you to know. If you do not know something listed below after your orientation has ended, please follow-up and ask about it.
❏ How parents sign in and out?

❏ How to handle special pickup instructions?

❏ What is expected of you in greeting children and parents as they arrive and depart?

❏ What are your responsibilities as you come on and go off a shift?

❏ How to set up and carry out lunch and/or snack procedures?

❏ How to clean up after snacks and lunch?

❏ Where to find the students allergy informatiom
❏ What are the procedures for washing hands?

❏ How to carry out bathrooms and accidents for preschool?

❏ Where children’s extra clothes and diapers are located?

❏ What are the procedures for walks outdoors and field trips?

❏ Where to record when supplies are needed?
❏ When and how to sanitize toys and equipment?

❏ What cleaning is done daily and where is that list posted?

❏ When to use and replenish sanitizer spray bottles?

❏ Where the children’s files are located and what they include?

❏ Where learning materials are stored (arts, dramatic play, cognitive, musical)?

❏ Where the seasonal decorations are stored?

❏ What the rules are for personal blankets/”lovies” and other items brought to GAK?

❏ How to fill out attendance sheets?
❏ Where the children’s records are posted (parent permission, medications, birthdays, allergies, etc.)?

❏ What are the procedures for caring for a child who is ill?

❏ GAK’s biting, scratching and hitting policy?

❏ Who to go to, to ask if they need help? How to ask what you can do? 

General Work Habits

❏ Be sure to ask what the teachers in the room need from you.

❏ Be motivated and willing to jump right in. It will be appreciated and noticed!

❏ Engage with the children in our programs, they want to engage and learn from you.

❏ Before leaving: follow all clean up procedures posted in your room. Clean the room you are in after dropping 
    children off in a different room with another teacher. (wiping tables/counters down, vacuuming, putting 
    supplies back in their place after use, and double check all garbages). There is a cleaning checklist for your 
    review.

❏ Before leaving: check cleanliness of kitchen (dishes, floors, garbage, etc.)

❏ Before leaving: check cleanliness of bathrooms (toilet paper, toilets, sinks, floors, garbage, etc.)

❏ Before leaving: check in on the teachers left in the building to make sure they don’t need anything 
    (bathroom breaks, supplies)
❏ Leave the classrooms clean and tidy for the next program. All your materials should be put away. 
❏ Ask questions! Be curious! If you aren’t sure of something or you just don’t remember, do not be afraid to   
    ask

My signature below indicates that I have received a copy of this document and an orientation about the childcare program.

Employee Signature: ____________________________________ Date: _______________

Director’s Signature: _____________________________________ Date: _______________
