CPA Staff Orientation Record
	Employee/Volunteer Name:
	
	Position:

	Date of Hire:
	
	


	 Topic
	Date of Training/Receipt
	Employee Initials 
	Name of Trainer

	Agency’s policies:
	
	
	

	· Receipt of agency’s policy manual
	
	
	

	· Agency and client confidentiality policies
	
	
	

	Agency’s procedures:
	
	
	

	· Complaint investigation procedures
	
	
	

	Child abuse and neglect: 
	
	
	

	· Laws and reporting requirements
	
	
	

	· Agency’s procedures to report abuse and neglect
	
	
	

	Applicable federal and state laws:
	
	
	

	· Title VI (non-discrimination)
	
	
	

	Delacare: Regulations for Child Placing Agencies:
	
	
	

	· Applicable regulations for position
	
	
	

	· Location of agency’s copy
	
	
	


I have been given orientation training with the opportunity to ask questions and receive clarification.
  








________________________________________









Employee/Volunteer Signature            Date
Revised 3/04/2016

