Orientation Checklist

Be sure to discuss any questions or comments you may have with your supervisor.

Do You Know: 


how parents should sign in and out? (special pickup procedures?) 


how to set up and carry out lunch and snack procedures? 


how to carry out nap procedures? 


how to clean up after snacks and lunch?


the diapering and toileting procedures?


where children’s extra clothes and diapers are located? 


the procedure for children who borrow diapers/clothes/food? 


when and how to sanitize toys and equipment? 


what is on the cleaning record and how to record completed tasks? 


what cleaning is done daily and where that list is posted? 


where to find the children’s food chart? 


where the children’s files are located and what they include? 


how to fill out attendance sheets? 


how to fill out daily report sheet? 


where the records and musical instruments are stored? 


how to record wet diapers, BMs, diaper rash, etc.? 


where completed daily records are kept? 


where to find the bottle preparation chart? 


where to record when a child needs more supplies? (e.g., food, extra clothes?) 


what your responsibilities are as you come on and go off a shift? 


when the sanitizer buckets are to be changed? 


what is expected of you in greeting children and parents as they arrive and depart? 


how to properly use the microwave and other kitchen equipment? 


where children’s records are posted? (parent permission, medications, birthdays, allergies, etc.) 


the procedures for food preparation and food storage? 

the procedures for record keeping of CACFP? 

