LFCCH STAFF FILE CHECKLIST
Everything must be completed before beginning to work unless otherwise indicated. 
____
Application or résumé (include birthday, date of hire, home address, telephone)

____
Job Description 
____
Two References  
____    Two additional references if no service letters were received (within month of hire) 

____
Employee Declaration (completed and signed)
____    Drug/Alcohol Prohibition Acknowledgment (signed)

____
Employee Responsibility for Reporting Child Abuse/Neglect (signed)

____
Physical w/TB test or risk assessment, within first 30 days of hire
____
Orientation form (completed before working with children)
____    Proof of fingerprinting conducted before starting

____    Out-of-State checks, if applicable 
____    Eligibility Determination letter 
____
Release of Employment History (sent with service letters)

____
Service Letters (most recent employer and any childcare/healthcare in past 5   years) _____________________________________________________


______________________________________________________


______________________________________________________

____
Adult Abuse Registry Check results (completed before hire)
____   Copy of driver’s license, only if transporting children
____   CPR, within two months of hire
____   First Aid, within two months of hire 
____   Administration of medication, with two months of hire, certificate/proof of training

____   Health and Safety training - certificates
____ Child abuse and Neglect Recognition and Reporting - certificate 
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