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Individual Staff Record Checklist 
This form may be used for individual staff (any person(s) employed by or working for or at a center on a regularly scheduled basis including full-time, part-time, voluntary, 

substitute, contract or consulting personnel, whether compensated or not) upon hire and at renewal and maintained on file at the center. 

Staff Name: Start Date: 
Position: Hours: 

Records of current staff shall be maintained at the center and for one year after the staff’s last day of employment (at the center or at a central administrative office). 
 

Orientation 
Training: 

• Required to be completed prior to working unsupervised with a child or a group of children.
• Must complete Orientation Training Checklist within 2 weeks of hire and annually.
• Up to 6 hours of Orientation Training may be counted towards annual required Staff Development.

Date Completed: Date Completed: Date Completed: Date Completed: 
Initial 

Orientation: 
Annual 

Orientation: 
Annual 

Orientation: 
Annual 

Orientation: 

Date on File: Comments: 
Signed Application: 

Name, Address, Telephone Number: 

Criminal Disclosure Statement: 
Education and Work Experience: 

Signature for Receipt for Information to Parents: 
Signature for Receipt of Discipline Policy: 

Signature for Receipt of Policy on the Use of Technology and Social Media: 
Signature for Receipt of Parent Notification Methods (if applicable): 

Signature for Receipt of Release of Children Policy: 

Record of Physical Examination: 

Record of Mantoux Tuberculin Skin Test Results (and Chest X-Ray if applicable): 
Written or Verbal Reference: 

Written or Verbal Reference: 

*This checklist may be used in addition to and does not replace the Staff Records Checklist.

Child Abuse Record Information (CARI) 
• Until the results of the CARI background check for a new staff member have 

been received, the center shall ensure oversight of the new staff member by 
another staff member, and ensure that person is not left alone to supervise 
a child or group of children. 

• Within two weeks after a new staff member begins working at the center,
the sponsor or sponsor representative shall submit a completed CARI 
consent form for the new staff member and every 3 years upon renewal. 

• Required for staff age 14 and older.

Criminal History Record Information (CHRI)
• Until the center obtains the online results of the CHRI background check for 

a new staff member from the Department of Human Services, the center 
shall ensure oversight of that person by another staff member and ensure 
that the person is not alone to supervise a child or group of children. 

• Within two weeks after a new staff member begins working at the center,
the sponsor or sponsor representative shall ensure that the new staff 
member completes the CHRI fingerprinting process. 

• Required for staff age 18 and older.
Date Mailed: Date on File: Comments: Appointment Date: Date on File: Comments: 

Staff Development Hours (Regular Staff/12 Hours and Credentialed Staff/20 Hours) 
Annual Period • Date each block indicating the date one clock hour of staff development is completed.

• Maintain documentation of the date, time, topic, and presenter for all staff development, including Orientation Training. 

CPR/First Aid Certification Dates (if applicable): 
“Understanding Licensing Regulations” Date Completed: 
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