‘ Employee Deputy account created & assustance
gwnth access

' Employee R-—Tasks account createcl & assustance
 with access

Employee STAR account created & assustance
'W|th access .

_ Supervisor |

itials




Add employee to Employee Master Log

Add employee to Employee Birthday o

Review Employee Handbook and Sign
Acknowledgment

recenved;)f

Scheduling & Scheduh’ g' requurements
’(Deputy/Gusto) ‘ -

\ A ﬁ\ﬂ/’d?

Ornent "txon to mdwudu s needs (must 5|gn the

chent'ﬁle once completed)




IcYP - speaﬁc trainmg & quiz - Gramte
(in her book)

, Shadowed wnth an expenenced staff ata
‘ imm’umum of 3 shifts (staff that shadowed can

Data Tra,c’king,énd manag’ing:_gdals,

Concurrent ,Ddéumentation & ,'D'aily noies'_
jDain House Ta'ék & c"heckli'sts ﬂ

Medication 'Admirgni'straﬁOn:’ Observation Sheet.

, Med Admin CburSe Date:

Funds management & money logs

{Mehdsf and foo ";pireparation f

| Daily Communication Logs




Appointment Communication logs — Med Log
Book: PRN documentation, appt logs, meds
received/ordered, receiving Narcotics (Narc
Sheet), standing order sheet, med error form,
med set-up record (meds sent out sheet.)

Managmg &s brm 3
documentanon for NC

Lead schedulmg duties

Lead responsubulmes with

| policies

Appropriate cbmmunicatinn with tea
members & esponsweness

Monthly home inspections

Weekly client updates

additional services




, Managmg House & Client Calendars

, Appomtment Commumcahon Iogs ,

Organ'izaﬁon of client files

Client Meetings

, Team & Agency Meetings

Medlcahon orders & communlcanon w:th the
pharmacy

;Co'mm,unication with agency nurse

Menu playn,ning, &"'House Shopping ,

Assisting with staff training

| Assisting with staff revxews, trammg plans and
fcorrechve actuon

Education & follow through on person centered
plans

_Education & follow through for individual,goals,
and"pr'ogi'ess towards goals / Data Tr’a“cking .

Educahon & follow through on all nghts
restrictions, agency rules, and house, guidelines

Review notes on each shift to identify any areas
| for concern or redirection needed

Reporting staff call-ins and concerns to
supervisors & HR ,

On the date hsted | certify that | have been trained in the above topics, understand these
pohcxes & processes, and agree to follow them through my employment at NorthStar
Commumty Services

Employee: | Gk o z B pate: /2-95-353
& v : Date: /3705 ’“2‘,3

Supervisor:







