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The following tasks need to be completed as part of Program Leader Orientation. The 
Trainer should INITIAL AND DATE each area as they are completed. The tasks to 
complete are as follows. 

Tour of Program 
• Show all of the client bedrooms
• Give a brief summary of the clients
• Go through closets, cupboards, show where supplies are located
• Books (identify each and content)
• Keys, what they are for and where the spare keys to the house is located
• Furnace, water shut off valves, electrical box, thermometer, clogged toilet

Complete all paperwork for Employee File. Explain the guide stapled to back of file 
folder. 

Read Employee & Client Policy Book. Importance of knowing the policy book 

On-Call Schedule & Procedures 
• See Employee Policy Book

Place signed Program Leader Job Description in the employee file. 

Completing Timecards/Payroll 
• Approve shifts daily
• Keep track of each employee's hours to ensure they are not going into overtime-

OT results in you losing your $25 per pay period bonus
• Send Michelle office training, birthdays, overtime that is yours
• Separate hours into regular, holiday, vacation, on call, in home, and training
• Have time sheets approved and message to Michelle completed by IO am on

Wednesdays
• Let Office Advisors know if any employees don't have hours a certain week







at 
• Audit at least twice weekly to make sure math is correct and all transactions have

been recorded
• At the end of the m6nth, submit the budget ledger to the office. The more often it

is updated/ audited during the month, the easier it is to finalize at the end of the
month.

� 

Calendar 
• Set up activity calendar monthly
• Write all client appointments and activities on calendars so that all staff have easy

access to what is going on at the house, and with the clients 
• Add staff meetings and pay days.

eview Cleaning List 
• Check cleaning list regularly to make sure tasks are getting done
• Review and make changes to cleaning list as necessary

Groceries/Supplies 
• Make a menu for the house.
• Grocery/supply shopping is done weekly at Sam's Club, or other stores that

you/staff select.
-� • Use a Credit Card or Sam's Club check from the office for these purchases.
U \J • Enter purchases on the budget ledger in the appropriate column, Sam's Club 

Checks included. 
• Checks and receipts should be sent to the office following the shopping trip.
• Coupon clip, use sales to help make the weeks menu, and shop around for good

deals. Find good values.

Progress Notes/End of Shift Documentation 
• Check progress notes when you come in for your shift
• Make sure that staff members are documenting in a professional manner
• Make sure that progress notes are thorough and include pertinent details
• Staff should start the progress notes with their name, and shift in parenthesis; they

should end their note with their signature and a straight line to the end of the page.
• No empty lines can be left in the progress notes pages
• 24 hour account for each individual, needs to be all inclusive.
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Incident/ Emergency Reports & EUMR Book 
• 

• 

• 

• 

• 

• 

Review all incident/emergency reports & EUMRs that have been filled out for 
errors and accurate information - contact staff if changes need to be made prior to 
submitting paperwork to DC/DM. 
Make sure appropriate charting has been made in progress notes, etc . 
Ensure all parties have been notified within 24 hours (guardian, family, SW, other 
license holders) 
Send to DC/DM for review/signing within 3 days 
Mail copies to SW, guardian, family, other license holders (No later than 5 days 
for Incident/ Emergency Reports) 
Original goes in Incident/Emergency & EUMR Report Book 

First Report of Injury (form & treatment) for staff injuries 
• 

• 

• 

• 

• 

• 

• 

Contact an Operations Advisor as soon as possible when a staff is injured. The 
Operations Advisors will contact Amy/Amber for further direction. 
Workers Compensation file in the cabinet have the forms that staff need to 
complete when injured. 
There is a highlighted guide indicating what the staff, Program Leaders, 
Operations Advisor and Amy/ Amber will complete. 
If staff seeks medical attention they cannot return to work without the Workability 
form completed from their physician. 
If staff doesn't seek medical attention they should write "Incident Only" on the 
top right comer of the First Report oflnjury. This will protect both the staff and 
company if the need for medical attention arises in the future. 
Staff are welcome to seek medical treatment wherever they choose. St Cloud 
Medical group is familiar with our company, so there will be less paperwork to 
complete if they go there. After hours staff can go to CentraCare Urgency Center. 
Refer to the Workers Comp file and ask an Operations Advisor or Amy/ Amber if 
additional questions come up. 

Client Dr. Appointments/ER 
• Schedule client appointmnents as needed - keep track of annual appointments and

when they are due
• Make sure all medication changes are sent to the pharmacy, medications are

delivered, and appropriate changes are made to the MAR.
• VHP should be brought to appointments and filled out by medical professional,

then recorded in Visit to the Health Professional log in the big book
• Medical appointments should be charted in the progress notes
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• Come to the meeting with your planner, pen, paper, any anything else the
Operations Advisors have requested.

• Pot Luck!! One Wednesday a month. Sign up for what you will bring in the
Email.

New hires 

• Izzy and Sabrina will review resumes, interview, and hire staff as needed
• Program Leaders are responsible to keep Operations Advisors informed of

specific needs of your program so we know what weekend shift the new hire will
be working, and details about the weekday hours the program has available so we
can hire someone who will be of relevance for you.

• If you need someone who has morning availability Operations Advisors must
know this.

• Once staff has been hired the Operations Advisor will set up their first day of
training with the Office Advisors, and send you an email. The email will contain
brief info about the staff, confirm their weekend shift, and will ask you to stop by
the office when they meet with Operations Advisors and Office Advisor for in
office training.

• Meet new staff at the office - introduce yourself, give them an overview of the
house and the clients

• Set up a training schedule for them - include med training, orientation packet,
reading time, and shadowing shifts

• Let them know when their first scheduled shift/weekend will be
• Give them contact phone numbers for the house, yourself, and the Operations

Advisors
• Be welcoming and friendly! It's hard starting a new job.
• After they start working, contact them to see how things are going, and if they are

feeling comfortable.
• Good communication is key to keeping our new hires on track.
• Keep the Schedule Blocks current. This is the tool we use to hire for your home.
• Make a welcome post.

Staff Training 
• Maintain staff training logs

o (Staff are required 3 0 hours of training within 60 days of hire, 24 hours
per year for their first 5 years of documented experience, and 12 hours per
year after 5 years of documented experience.)

• Staff need to complete Maltreatment of Minors, VA, HIP AA, OSHA, TI, and
Core Training yearly, in addition to reading and reviewing the Service Recipient
Rights

• Schedule full-speed TI annually.
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• If you are not a DC/DM, you need to have an Operations Advisor's name on the
report as well.

• Review program data and objectives, make recommendations based on data
• Send to Operations Advisors to review before mailing out. Have these in by the

I 5th so they have time to review.
• Change objectives on client programs if necessary
• Collect data.

Annual Meetings 
• 

• 

• 

• 

• 

• 

Refer to "Annual Meeting Prep" sheet on jump drive as a reference for paperwork 
that needs to be completed 
Coordinate with EIDT to set up a time for annual meeting at least two months in 
advance. 
Review client IAPP, CSSP (A), and Self-Management Assessment and coordinate 
any changes with day program 
Modify the PSTP/ ABP to be consistent with your Annual Assessment 
recommendations. Have Operations Advisors review before mailing out and 
getting signatures. 
Complete Annual Assessment, and the 4th Quarterly, recommend program 
changes based on current behavior data and service outcomes 
Update Client Information Sheet, Annual Consents and Policies, IAPP, CSSP (A), 
and Self-Management Assessment, PSTP/ABP, County Annual Medical Review, 
Service Providers for all members of the EIDT. 

• Sort all paperwork into nice piles prior to the meeting. You should have a pile of
papers for the family/guardian, social worker, client, John/ Amy, Operations
Advisor, work, and yourself. Put flags/highlight areas that you need signed and
returned to you. This will insure a signature isn't missed.

• Following the meeting go through the clients' big book, and pull out all the old
consents and paperwork, and replace it with all the new stuff. This will allow you
to double check you have everything. File the old stuff in the overflow.

• When presenting at the Annual Meeting speak clearly, confidently, loud enough
for everyone to hear, and present the information in a positive upbeat manner.
Remember you are talking about someone's child/relative. The team wants to
hear the fun stories, and good things the client is doing.

• Be organized, ready to answer questions, and on task to keep the flow of the
meeting moving along nicely. We don't want to rush the meeting, but we also
don't want long pauses of silence.

Communication 
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