
Staff File Requirements   SonShine Preschool License # is: 1623125 

Name: __________________________ Date of Hire: ____________ 
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Item 

Completed  Expires 

Application (including date of employment, name, address, 

phone, birth date, emergency contact, education, and work 

experience).  Click Here 

 N/A 

Signed Perjury Affidavit (last page of application)  N/A 

Documentation of qualifications for position held (official 

transcripts)  Click Here for Early Childhood Teacher 

Certification Info  (not necessary for Assistants) 

Click Here for Leveled Credential Link 

  

Signed Child Abuse Reporting Statement Click Here  N/A 

Policies & procedures , rules & regs statement Click Here  N/A 

Pre-Service Training  Click Here  N/A 

Standard Precautions Training (Renew Annually) Click Here   
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Submit fingerprints Click Here to make an appointment to 

have them taken at a vendor every 5 years. You’ll need this 

info: CONCJ4913 

  

W-4  Click Here  N/A 
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Submit T.R.A.I.L.S. child abuse background check (fill out 

online, print, and give to director to mail out) every 5 years 

Click Here 
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Child Abuse Prevention Training (annually) Click Here   

FEMA training (one-time) Click Here  N/A 

Certificate for completion of First Aid and CPR (or Intro to 

First Aid & CPR Module) (update before expiration) Click Here 

for Official Training (Take Online & Then make appointment for hands-on 

test)    Click Here for Intro Module 

  

Be familiar with licensing rules Click Here  N/A 

Immunization Course (annually) (if responsible for 

recording/maintaining immunization records) Click Here 

  

Health Clearance from Health Professional Click 

Here(verifying up-to-date immunizations) updated as written by 

the professional 

  

Medication Administration Training (anyone administering/ 1 

per 30) Click Here to search for available courses  (you can take 
the whole 4-hour course in person, or take the 3-hour Part One 
online, print certificate to bring and get signed, and make an 
appointment for the Part 2 (hands-on one hour) in person. Click 
Here for Part 2 appointments 

  

W
it

h
in

 1
2

 M
o

n
th

s 
(&

 
A

n
n

u
al

ly
) 

15 clock hours of training is required each year for all staff.  The 

director of SonShine Preschool will organize and notify staff members 

of training opportunities to ensure that each staff member receives 15 

clock hours of training.  Any cost of trainings will be paid for by the 

center at the discretion of the director.  Previously listed required 

trainings (except CPR/First AID Certification) count towards these 15 

hours. Click Here for trainings available on the PDIS.  3 of the hours 

must be in the category of social emotional development. 

3 hour social emotional development course (only if you’ve already 

taken the free ones on PDIS last year): Click Here 

See Attached See Attached 

https://www.greeleysonshine.com/upload/Employment%20Application.pdf
http://coloradoofficeofearlychildhood.force.com/oec/OEC_Providers?p=Providers&s=Early-Childhood-Teacher-Certification&lang=en
http://coloradoofficeofearlychildhood.force.com/oec/OEC_Providers?p=Providers&s=Early-Childhood-Teacher-Certification&lang=en
https://ecpd.costartstrong.org/ets/pages/default.aspx?p=credential_2.0
https://www.greeleysonshine.com/upload/Child%20Abuse%20Reporting%20Form.pdf
https://www.greeleysonshine.com/upload/Policies%20and%20Procedures%20Statement.pdf
https://www.greeleysonshine.com/upload/Preservice%20training%20Building%20and%20premisis%20plan.pdf
https://coloradocprpros.com/my-courses/
https://uenroll.identogo.com/workflows/25YJ15
https://www.greeleysonshine.com/upload/w-4%20form.pdf
https://www.greeleysonshine.com/upload/New%20TRAILS%20Child%20Abuse%20Background%20CHeck.pdf
https://ecpd.costartstrong.org/ets/home
https://emilms.fema.gov/is36/index.htm
https://cpr.heart.org/AHAECC/CPRAndECC/Training/HeartsaverCourses/HeartsaverPediatric/UCM_473183_Heartsaver-Pediatric-First-Aid-CPR-AED-Online.jsp
https://cpr.heart.org/AHAECC/CPRAndECC/Training/HeartsaverCourses/HeartsaverPediatric/UCM_473183_Heartsaver-Pediatric-First-Aid-CPR-AED-Online.jsp
https://cpr.heart.org/AHAECC/CPRAndECC/Training/HeartsaverCourses/HeartsaverPediatric/UCM_473183_Heartsaver-Pediatric-First-Aid-CPR-AED-Online.jsp
https://ecpd.costartstrong.org/ets/home
http://coloradoofficeofearlychildhood.force.com/oec/OEC_Providers?p=Providers&s=Rules-and-Regulations&lang=en
https://ecpd.costartstrong.org/ets/home
https://www.greeleysonshine.com/upload/Child%20Care%20Employee%20Health%20Form.pdf
https://www.greeleysonshine.com/upload/Child%20Care%20Employee%20Health%20Form.pdf
https://ecpd.costartstrong.org/ets/home
https://coloradocprpros.com/events/list/?tribe_tags%5B%5D=58
https://coloradocprpros.com/events/list/?tribe_tags%5B%5D=58
https://ecpd.costartstrong.org/ets/home
https://www.carecourses.com/Ecommerce/CourseDetail.aspx?ItemID=368


 

Categories: 

• Child Growth and Development **AT LEAST 3 

HOURS** 

• Child Observation and Assessment 

• Family and Community Partnership 

• Guidance 

• Health, Safety, and Nutrition 

• Professional Development and Leadership 

• Program Planning and Development 

• Teaching Practice

 

Training Hours Log (15 annual) Colorado Shines Website: Click Here for approved, free courses ) 

 
Training Title 

 
Category 

 
Hours 

 
Date 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

https://ecpd.costartstrong.org/ets/home


 


