[bookmark: _Hlk205444239]DEPARTMENT OF CHILDREN AND FAMILIES	dcf.wisconsin.gov
Division of Safety and Permanence
Orientation Documentation – Group Homes
Use of form: This form is voluntary; however, completion of this form will facilitate the licensing process and help verify compliance with DCF 57.12(1), 57.13(5) and 57.15(3)(c) of the Wisconsin Administrative Code. Personally identifiable information gathered on this form will be used only to verify compliance with licensing rules. Personal information you provide may be used for secondary purposes [Privacy Law, s. 15.04(1)(m), Wisconsin Statutes].
Instructions: Orientation training must be documented for each new staff member before they may work independently with a resident. Orientation must be documented for each new volunteer before the volunteer begins performing activities. Upon completion of orientation training, trainer and staff / volunteer shall initial and date the spaces that correspond to each completed item. The completed form shall be placed in the staff / volunteer record for review by the licensing representative.
	Staff / Volunteer Full Name (Last, First, MI)
[bookmark: Text1]     
	Position
     
	Start Date (mm/dd/yyyy)
     

	Trainer Full Name
     
	Trainer Position
     

	STAFF MEMBER REQUIREMENTS FOR ORIENTATION TRAINING:
	Training Staff
	 Staff Member

	
	Initials
	Date / Time
	Initials
	Date / Time

	Personnel policies under s. DCF 57.10(2). [57.12(1)(a)1.]
	[bookmark: Text2]   
	     
	   
	     

	Communication log under s. DCF 57.20.  [57.12(1)(a)2.]
	   
	     
	   
	     

	Confidentiality of resident records and personally identifiable information, including any procedure created under s. DCF 57.22. [57.12(1)(a)3.]
	   
	     
	   
	     

	Staff conduct toward residents, including the principles of nurturing care under s. DCF 57.23. [57.12(1)(a)4.]
	   
	     
	   
	     

	House rules created under s. DCF 57.24. [57.12(1)(a)5.]
	   
	     
	   
	     

	Resident rights under s. DCF 57.25. [57.12(1)(a)6.]
	   
	     
	   
	     

	Behavior intervention, including all the following: 57.12(1)(a)7.
a. Prohibited measures under s. DCF 57.26 (3).
b. Emergency safety intervention under s. DCF 57.26 (4).
c. Trauma-informed approaches to de-escalation of a resident as specified in the group home procedure created under s. DCF 57.26 (5) (a).
	
	
	
	

	
	   
	     
	   
	     

	
	   
	     
	   
	     

	
	   
	     
	   
	     

	
	
	
	
	

	Medication storage, administration, and disposal under s. DCF 57.29 (3), (4), and (7). [57.12(1)(a)8.]
	   
	     
	   
	     

	The licensee’s notification procedure under s. DCF 57.36 for when a resident is absent from the group home without permission or past the resident’s scheduled return time. [57.12(1)(a)9.]
	   
	     
	   
	     

	Safety precautions and plans under s. DCF 57.40. [57.12(1)(a)10.]
	   
	     
	   
	     

	Instructions on how to use fire extinguishers and the fire evacuation procedure under s. DCF 57.41(2)(a). [57.12(1)(a)11.]
	   
	     
	   
	     

	Identifying signs of child abuse or neglect and the mandatory reporting requirement under s. 48.981(2) and (3)(a), Stats. [57.12(1)(a)12.]
	   
	     
	   
	     

	VOLUNTEER REQUIREMENTS
	Training Staff
	 Volunteer

	
	Initials
	Date / Time
	Initials
	Date / Time

	Orient the volunteer to activities that the volunteer may perform. [57.15(3)(c)]
	   
	     
	   
	     

	The licensee and volunteer shall abide by the requirements in s. DCF 57.10 (6) and (8) and 57.14 (4). [57.15(5)]
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