Orientation Checklist — Program Specific, Data Management Team

v

W
THE FAMILY \[CENTER

PING FAMILIES STRON LONGER

New Staff Name: Title:
Supervisor: Start Date:
Program Specific orientation topics Delivery Method Due Date: Date Signature:*
Completed:
Departmental & Program overview Supervisor 2 weeks
Data Coordinator Bible Review Self-learning* 3 weeks
Monthly reporting protocols: Supervisor 1 week
> Ryan White Part A overview Supervisor 1 week/As reporting
comes due
> AIDS Institute overview Supervisor 1 week/ As

reporting comes
due

eShare End User Training

In Person Training

First Available

AIRS Basics Training

In Person Training

First Available

QA, RSR and Part A End of Contract Year)

EHR/Databse/Intake Training Supervisor 1-2 weeks
Supervision expectations Supervisor 2 weeks
Quarterly and Annual Tasks (AIRS Quarterly Supervisor 1 month (more detailed

training will be done as
tasks come due)

*For self-learning modules, new employee signs, for others, trainer signs
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