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Employee Orientation Prior to Starting Work 

The new employee orientation checklist is to be completed before an employee starts 
working directly with children.  This checklist must be completed on all employees to 
meet licensing requirements.   

As the supervisor and employee go through the checklist, each major component should 
be checked off to indicate it has been presented to the new employee.  The employee and 
supervisor sign the form at the end.  The original is filed in the employee’s file and the 
employee receives a copy. 

It is understood this is a very general review of all issues detailed with extensive training 
conducted later once the employee is on the job.  An example includes first aid/CPR 
training.  The supervisor needs to provide general information about what to do if a child 
is injured but the employee will need the first aid/CPR training to be adequately prepared 
to deal with illness or injury.  The supervisor needs to acquaint each new employee with 
mandatory child abuse reporting guidelines but this does not take the place of the 
required 2-hour detailed training. 

The attached forms should be administered to each teacher during the orientation .  .   

 

(Print this Form Front and Back) 
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MEDICATION POLICY 
 

Teachers DO NOT STORE or ADMINISTER 
MEDICATION in the CLASSROOM 

If medicine is discovered in a child’s personal 
belongings the teacher is responsible for: 

1. Removing the medication from class 

2. Placing Medicine in a Zip-Loc Bag 

3. Labeling Medicine with the date and child’s 
name 

4. RETURNING medicine to parent at the end of 
day 
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TRAINING REQUIREMENTS 
All Staff Members are required to complete the following 
annual training: 
 
• A minimum of 24 hours of Child Care Training 
• SafeServ (Food Service & Admin) 
• Any additional training required for Quality Rating 

 
All staff members must have completed within the first year 
of employment the following trainings: 
6 Hour Health & Safety Orientation Complete 5-8 Days after Hired Date 
• 2 Hour Transportation Training 
• 2 Hours of Communicable Disease 
• 2 Hours of Hygiene 

 
Training and Fees associated with classes are the 
responsibility of the Staff Member.   
 
Free Training Courses are available on the following 
websites: Each Team Member must complete a at least 30 hours of Training yearly 
• www.prosolutions.com 
• www.readrightfromthestart.com 
• www.decal.ga.gov 
Sigh Up and Register all Training on Georgia PDS 
• https://gapds.decal.ga.gov/Login.aspx  
 

http://www.prosolutions.com/
http://www.readrightfromthestart.com/
http://www.decal.ga.gov/
https://gapds.decal.ga.gov/Login.aspx


 

Show Me Love Learning Academy’s Employee Orientation Prior to Starting Work 

 
 
 

 



 

Show Me Love Learning Academy’s Employee Orientation Prior to Starting Work 

 

 
FIRE SAFETY 

 
All Staff Members are required to understand the 
Evacuation Routes for Fire Drills. 
 
A successful fire drill includes: 
• A TEACHER guiding ALL children safely according to 

the evacuation procedures 
• A ROLL available upon exit to identify children are 

present 
• VEHICLE EMERGENCY FORMS available to contact 

families of children 
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