
OOL/ϵ.Ϯϴ.2017 

STAFF ORIENTATION AND DEVELOPMENT RECORD 
STAFF NAME: POSITION: YEAR/SCHOOL YEAR: 

New Hire/Annual Orientation - Required Topics: 
Newly hired staff shall receive orientation training within 2 weeks of hire and before being left alone with�children. 

(up to 6 hours may be counted towards annual required staff deǀelopment hours)
TOPIC PROVIDED BY/DATE TOPIC PROVIDED BY/DATE 

Supervising & Tracking  Children Implementing ƚŚĞ�Center’s Discipline Policy 

Center Operations, Policies, and 
Procedures 

Health Practices Including Medication 
Administration, Responding to Symptoms 
of Illness 

Group Size Limits & Primary 
Caregiver Responsibilities 

Safe Sleep Practices to Prevent SIDS
(if applicable) 

Recognizing and Reporting Child 
Abuse or Neglect 

Preventing Shaken Baby Syndrome and 
Abusive Head Trauma (if applicable)

Evacuating the Center/Using Fire 
Alarms/Emergency Procedures & 
Lockdown 

Recognizing and Responding to Injuries & 
Emergencies (Including the Prevention of 
and Response to Food-Related Allergies  
and Other Allergic ReactionsͿ 

Implementing the Center’s 
Release Policy 

Including Children with Special Needs into 
the Center’s Program 

Date Orientation �ompleted:
η�ŽĨ�,ŽƵƌƐ�ĨŽƌ�KƌŝĞŶƚĂƚŝŽŶ͗ 

Staff Signature:  

�redentialed staff�ĂŶĚ�designee(s) MUST ĐŽŵƉůĞƚĞ�Ă�minimum of�20 hours�ŽĨ�ƐƚĂĨĨ�ĚĞǀĞůŽƉŵĞŶƚ�ƉĞƌ�ǇĞĂƌ.�
�ll other staff Dh^d ĐŽŵƉůĞƚĞ�Ă�minimum of 12 hours�ŽĨ�ƐƚĂĨĨ�ĚĞǀĞůŽƉŵĞŶƚ�ƉĞƌ�ǇĞĂƌ. ,ŽƵƌƐ�ĐĂŶ�ďĞ�ůŽŐŐĞĚ�ďĞůŽǁ.

Z��KDD�E��� dKW/�^ /E�>h��͗��ŚŝůĚ�'ƌŽǁƚŚ & DĞǀĞůŽƉŵĞŶƚ, EĚƵĐĂƚŝŽŶĂů & PŚǇƐŝĐĂů��ĐƚŝǀŝƚǇ, SƉĞĐŝĂů�EĞĞĚƐ�WƌŽŐƌĂŵŵŝŶŐ, 
SŽĐŝĂůͲĞŵŽƚŝŽŶĂů�ĂŶĚ� �ĞŚĂǀŝŽƌĂů��ĞǀĞůŽƉŵĞŶƚ�ĨŽƌ�ǇŽƵŶŐ�ĐŚŝůĚƌĞŶ͕�����'ƵŝĚĞůŝŶĞƐ͕ ĂŶĚ�>ĞĂĚĞƌƐŚŝƉ�& AĚǀŽĐĂĐǇ.  

INFANT/TODDLER TRAINING IS REQUIRED FOR ALL STAFF THAT WORK WITH CHILDREN UNDER 2.5 YEARS OF AGE. 

NAME/ DESCRIPTION # OF 
HOURS 

TRAINING 
DATE 

TRAINING SOURCE 
(Center; Conference; Outsource; etc.) 

PRESENTER 
NAME 


