g e 1l

St o Crasscty

ghv‘ i

Orientation Checklist X Online O] Classroom (\g BEACON

Specialized Living

New Hire’s Name: Lacey Smith

Trainer’s Name: Amber Belfran

Site and Home Manager: Sand Point

Orientation Start Date: 8/5/2020

Orientation End Date: 8/7/2020

During Orientation After Orientation

Reach out to new hire and welcome them to Beacon. (Online Orientations)

Prior to Orientation 3 - Orientation After Orientation

@ { ‘ Check and upload Online Recipient Rights Cerfificate into Star Service.

R Upload CP! Card and/or documentation as offline reporting in Star and on the CPI site as required.
1Y ;8 BZ,\} Training was not completed in orientation. Training scheduled for:

Upload CPR/First Aid Card and/or documentation as offhne repor‘rlng in Star and on the CPl Site as
required.
Training waos not comple’red in orientation. Training scheduted for: Wkﬂ nid

% g - Run a User Engagement or CourselessonTimeTaken report and olloccl’re ali training hours.
ﬁ O g lb (ONUNE OR!ENTAHON) Enter last date of fimecard allocation as your date completed.

E’ % é A Ollu - Dou ble-check timecard punches and make sure all hours are allocated to Trolnmg (Classroom
Orientation) Enter lost dats of fimecard allocation as your date completed,

@i[ﬁ? I7o Schedule Shadow Shifts and additional trainings in MakeShift.

m % é gn 5 Reach out to the Home Manager to update them on the New Hire’s progress. and schedule (post-
= onentcmon training, shadow shifts, etc).




rLage L

Priorto Orientation During Orientation

Upload Classroom Recipient Rights Cetfificate and/or documentation inio Star Service if complefed
during.orientation,
If not, training is scheduled for,

Upload DMA Classroom Training Documentation if completed during orientation.

If not, training is scheduled for:

Upload Gentle Teaching documentation into Star. Service. if completed during orientation.

L1 0O L

If not, training is scheduled for:

Run Offline Training Report and verify that all online training has been completed and
certificates/documentation has been uploaded.

-

Upload this completed form info the New Hire's Offline Training.

Verify with Home Manager that New Hire showed up o their Shadow Shifts

Staff & HM follow-up (7-14-30. days)

Trainer Acknowledgement

| (frainer) am stating that the trainee has completed all trainings as outlined above.

Training Notes
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Mail - Amber Beltran - Outlook
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foutlook.office.com/mail/search/id/AAQKAGZIYJRmM]Y 2LTEWMTktNDgwNi1hOWEOLWQOYmFKYzFkNDVjOQAQAAWSTsMzuvVFizBrxRRW2vA.
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