CHW Name: __________________________ Start Date: ____________Supervisor: __________________________
	

	Supervisor’s Checklist for Onboarding New Staff – All due prior to CHW start date

	

	· Complete and submit PAF

	· Make sure CHW has phone; computer; laptop bag; lock for bag

	· Confirm with IT that computer logon and email address has been set up and gather any instructions to get this activated 

	· Confirm CHW has conference room  access; calendar access for supervisor / team; is on listservs

	· Create access for CHW in Blue Print

	· Submit CHW name and email to ‘Greenway Help’ to get Success EHS log-in established (if applicable)

	Make orientation packet for CHW, to include:
· CHW Orientation Checklist
· Care Coordination Department Overview

· Core Competencies and Code of Ethics
· Discharge Procedure
· Documentation Procedure
· Enrollment Procedure
· Hospital Procedure (if applicable)
· On Call Procedure (if applicable)
· Referral Procedure
· Scope of Service Policy
· Home Visit and Community Safety Procedure
· Procedure for Auditing CHW Work
· Procedure for Training new CHWs Project specific – RDAD, AAA)

· Outlook instructions
· Outlook Calendar instructions
· CyraCom instructions
· Phone Instructions (if applicable)

· Mandated Reporting instructions
· Conflict Management slides
· Cultural Diversity slides
· Different Between CHWs and Other Professionals slides
· Documentation slides
· Public Benefits slides
· Self-Awareness and Non-verbal Communication slides
· [bookmark: _GoBack]Workplace Boundaries slides

All documents located: S:\KCFREE_D\Care Coordination\CHW Orientation Documents.TBD


	· Order CHW cards via Tonya

	· For KU, SLH or PCN CHWs – Complete grant-specific onboarding activities: S:\KCFREE_D\Care Coordination\CHW Orientation Documents.TBD\1. Orientation Checklists\ 



