NorthStar

Community Services
RESIDENTIAL New Lead OnBoarding & Training Checklist

MUST BE COMPLETED WITHIN 30 DAYS OF NEW HIRE ORIENTATION & PRIOR TO
ANY UNSUPERVISED CLIENT CONTACT

Complete packet available on Egnyte / Employee Documents / New Employee Training Packet

Team Lead & Co Lead Additional Training

Motivating & supervising a team efficiently & 1[9 5 5 ‘/L 55
fostering appositive work environment ~ i
Managing & submitting appropriate financial fb\ ¢ 75}45 o<
documentation for NCS o
Managing & submitting appropriate financial I/,_;l{( W\ ..;(,j
documents for individuals served il
\| Ag L
Lead scheduling duties (93 E/L S
Lead responsibilities with call’ins & mandating \ . -
1 -
policies \3(5 m 77
Appropriate communication with team members I /Q% 7—5/{’ é
l/ ’z‘
& responsiveness 7
\I — : z o2
Monthly home inspections o8 7§/L A
1 7 J (‘
l (') ” 6 7
Weekly client updates /-5? o) ‘&/k /-
{ . . o &
Outings. activities & appropriate socialization ] Q¥ 7§¢ O §
545
Case management duties & follow with l/o,\) % BL F
additional services : i




Managing House & Client Calendars ’/50 ﬂL

W
[\

Appointment Communication logs //028 7</L j()
Organization of client files l Lg % 5 Sj
Client Meetings WJB' g5 55
Team & Agency Meetings ‘ IQB %ﬂ’ v

Medication orders & communication with the

1 .
pharmacy '-9% T‘SL ;fv

Communication with agency nurse

lag g

Menu planning & House shopping ]’Q‘g TBL/ /") 9
Assisting with staff training ]] Q% ’I%l" ot
Assisting with staff reviews, training plans, and \ 59
corrective action \a% //éjk“ -
Education & follow through on person centered |9 o o
plans ,a (5 79/ 6 /7
Education & follow through for individual goals, i’ 2% 75/]{/ 55
and progress towards goals / Data Tracking ;

Education & follow through on all rights | I 55
restrictions, agency rules, and house guidelines !30 'ﬁju '
Review notes on each shift to identify any areas ’! ?)D ’/5/“/ (5 5
for concern or redirection needed '
Reporting staff call-ins and concerns to \(50 75%&_ ? 7

supervisors & HR

On the date listed | certify that | have been trained in the above topics, understand these
policies & processes, and agree to follow them through my employment at NorthStar
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Supervisorcé//)(/?/ﬁ,j/ca?,ﬁ, /ﬂjf Date: //.3//24




