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Orientation
Employee: _______________________________ Date: ______________ Time: ___________

Employee Signature: _______________________________________  Date: ______________
Director Signature: _________________________________________ Date: ______________
Probationary Period/ Orientation
A ninety-day probationary/orientation period is required for all new employees.  During this time, either the employee or the director may terminate the employment arrangement immediately upon notice to the other party. 

After the initial ninety days, the director will prepare a written evaluation and the employee will prepare a self-evaluation.  Input from parents (clients) and co-workers may also be requested.  The evaluations will be discussed with the employee and an individualized training plan will be developed.  The employee will sign and date the evaluations to indicate completion of the process.  If the evaluation results indicate a need, the probationary period may be extended. Raises may be given at the employee’s yearly evaluation meeting if the employee has met the requirements of their personnel files. 

Evidence of Teacher Training: The director must maintain a list of all

Teacher’s for each calendar year that identifies which individuals have completed:
1. Orientation training;

2. Safety training;

3. Nebraska Early Learning Guidelines Training;

4. Clock hours of annual training; and

5. CPR and First Aid training.
3-006.10A Orientation: When new staff or volunteers are employed, those individuals must be provided with orientation prior to their having direct responsibility for the care of children. The orientation must include:
1. Job duties and responsibilities;
· To continually fulfill the mission statement of Education Explorers Learning Center and focus on three main principles: faith, exploration, and growth
· To create a setting in which children will find warmth, comfort, and gentleness as well as an abundance of opportunities for movement, exploration, and self-discovery according to individual needs, interests, and abilities.

· To assist each child to grow to his fullest potential by recognizing each stage of development and providing an environment of opportunity designed to nurture and facilitate growth during each stage.

· To help children achieve independence, self-discipline, social competence, self-knowledge, enthusiasm for learning, positive attitudes, intellectual growth, and an organized approach to problem solving.

· To assist parents in understanding the developmental stages of their child(ren), enabling them to contribute most effectively to the child’s growth and enrichment.

2. Infection control practices including proper hand washing techniques, personal hygiene, and disposal of infectious material 
· Hand washing: rinse with warm water, lather with soap, rinse with water, and dry

· Personal Hygiene: bathe regularly and wear clean clothes to promote a healthy environment ( do not wear clothes that smell from smoke)

· Disposal of infectious material:  remove gloves from the inside out, and dispose immediately

3. Information on abuse, neglect and sexual abuse of children and the state’s reporting requirements;
· Adult & Child Abuse & Neglect Hotline: 1-800-652-1999
       4. Child care center regulations; (see family handbook)

       5. Evacuation plans in the event of fire; (see evacuation map and procedures)

       6. Safety plans in the event of a tornado; (see shelter map and procedures)

       7. Emergency preparedness in the event of a natural or manmade disaster (see evacuation map and           procedures)

       8. The center’s method of interacting with children and discipline policies.

