Staff Record 

Agency Name:





         Licensing Study Review Form  16.02545





Date:

	Section #
	
	Yes/No

	546.02,
	Personnel Records?

Name:
Position:
	

	546.02,a.
	Employment application?
	Yes (  No (

	546.02,b.
	Name, date of birth, current address and home telephone number?
	Yes (  No (

	546.02,c.
	Documents verifying education, certification, and license when the person fills a position requiring a minimum level of education, applicable certification or license?
	Yes (  No (

	546.02,d.
	Verification of work history?
	Yes (  No (

	546.02,e.
	Three (3) unrelated references?  (One from a an a prior child care provider for whom the employee or volunteer worked, if applicable.)
	Yes (  No (

	546.02,f.
	Verified documentation of a complete criminal history record check as required by Section 39-1211, Idaho Code?
	Yes (  No (

	546.02,g.
	Verification by the employee or volunteer of receipt of the organization’s behavior management policy?
	Yes (  No (

	546.02,h.
	Copy of the current job description and verification that the employee has been provided a copy of his current job description?
	Yes (  No (

	546.02,i.
	The date the person was employed and the date he began his current job?
	Yes (  No (

	546.02,j.
	A copy of a valid driver’s license for the type of vehicle used for those who do transport children?  
	Yes (  No (

	
	Proof of insurance for use of personal vehicle used to transport children?
	Yes (  No (

	546.02,k.
	A performance evaluation within a probationary period and annual performance evaluations thereafter?
	Yes (  No (

	546.02,l.
	Documentation of any disciplinary actions?
	Yes (  No (


	549.
	Tuberculosis Screening:
	

	
	· Contact with children for 4 or more hours per week for 2 or more consecutive weeks?
	Yes (  No (

	
	· Documentation in Personnel file?
	Yes (  No (

	
	· Tuberculosis Screening every three (3) years?
	Yes (  No (

	550.
	Volunteer Supervision:
	

	
	· Each volunteer designated a supervisor?

	551.
	Employee and volunteer orientation includes:

	551.01.
	Organization? (The purpose of the organization.)
	Yes (  No (

	551.02.
	Job Function? (Policy and procedures as they relate to job function.)
	Yes (  No (

	551.03.
	Job Responsibilities? (The employees job responsibilities.)
	Yes (  No (

	551.04.
	Child Abuse and Neglect Reporting? (Requirement to report suspected incidents of child abuse and neglect.)
	Yes (  No (

	552.
	Twenty-five (25) hours of training before working independently, including:

	
	· Job responsibilities?
	Yes (  No (

	
	· Policies and procedures?
	Yes (  No (

	
	· Emergency procedures?
	Yes (  No (

	
	· Child safety?
	Yes (  No (

	
	· Child abuse and neglect?
	Yes (  No (

	
	· Applicable licensing requirements?
	Yes (  No (


Record notes on Back of this 

Review of 573.03-    Employee has been trained & certified to use non-violent physical intervention?







Review of 712-         20 hours of training annually?                             












          CPR and First Aid within 90 days of employment?









 Review of 752.02-    Staff trained in dispensing medications?











 Review of 760.01.a- Staff trained in proper search techniques?




























Comments:  (List section number, followed by comments)























Signature
 of Licensing Specialist

