BEACON

Orientation Checklist = Online O Classroom D T
New Hire’s Name: Ashley Tellas
Trainer’'s Name: Victoria Brown

Site and Home Manager:  Nicolet-Melissa Meek

Orientation Start Date: 7/13/2020

Crientation End Date: 7/16/2020

During Orientatfion - - After Orientation

Compieted

7/13/2020 k - Reach out fo new hire and welcome them to Begcon. (Online Orientations)

Prior to Orientation , rientation . After Orentation

Compieied

Xl

7/15/2020  Checkand upload Online Recipient Rights Certificate info Star Service.

Upload CPI Card and/or documentation as offline reporting in Star and on the CPl site as required.
7/16/2020 Training was not completed in orientation. Training scheduled for: __Needs physical skills
foEiowup

X

 Upload CPR/First Ald Cord and/or documentation as offline repon‘ing in S’ror ond on the CPI Site as
reguired.
Training was not completed in onenfchon. Training scheduled for:

o

7/16/2020 Run a User Engagement or CourselessonTimeTaken report and allocate all training hours.
(ONUNE ORIENTATION) enter iast date of timecard allocation as your date complefed

X

2016/2020 Double-check timecard punches aond make sure all hours are olloccn‘ed to training. (Classroom
: OHGHTOT 1on) Enter lost date of timecard allocotion as your date completed.: :

K

X

7/16/2020 Schedule Shadow Shifts and additional trainings in MakeShift.

7115 /2020 , . Reach out o the Home Mcncger to update them on the New lee s progress and schedule (post-
: . orientation fraining, shodow shrﬁs etc).

1 X




rUye | L

Priorto Orientation During Crientation

 Date
Completed

- Upload Clcssroom Recipient Rights Certificate and/or documentation info Star Service if completed
_ during otlentation.
it not, training is scheduled for:

Upload DMA Classroom Training Documentation if completed during orientation.

If not, fraining is scheduled for:

By

Upload Gentie Teaching documentation into Star Service if completed during orientartion.

If not, fraining Is scheduled for:

7/17/2020 Run Offline Training Report and verify that all online training has been completed and
certificates/documentation has been uploaded.
D' Upload this completed form info the New Hire's Offline Training.
7/17/2020 Verify with Home Manager that New Hire showed up to their Shadow Shifts
D . Staff & HM follow-up (7-14-30 days)
Trainer Acknowledgement
l, Victoria Brown | (trainer) am stating that the frainee has completed all frainings as

outliined above.

Training Notes




