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Orientation Checklist — Program Specific, Legal Department

New Staff Name: Title:

Supervisor: Start Date:
Program Specific orientation topics Delivery Method Due Date: Date Signature:*

Completed:

Program Specific ethical guidelines and practices | Supervisor or delegate 2 weeks
Program Specific Documentation and Supervisor or delegate 2 weeks
Assessment protocols

Program Specific Legal Datatbase and/or other Supervisor or delegate 2 weeks
Organization of files, sample documents and Supervisor or delegate 2 weeks
resources
Legal Intake Process and Skills Supervisor or delegate 1 month
LWI Practice areas: PA/SNAP/HASA Supervisor or delegate 2 weeks
LWI Practice areas: SSI/SSD, SS Benefits Supervisor or delegate 2 weeks
LWI Practice areas: Health Care Access Supervisor or delegate 2 weeks
LWI Practice areas: Housing Intro and Overview | Supervisor or delegate 2 weeks
LWI Practice areas: Eviction Prevention Supervisor or delegate 2 weeks
LWI Practice areas: Family Law Supervisor or delegate 2 weeks
LWI Practice areas: 17A Guardianship Supervisor or delegate 2 weeks
LWI Practice areas: Lifetime Planning/Advance Supervisor or delegate 2 weeks
Directives
Trauma Informed Care at LWI Supervisor or delegate 2 weeks
Boundaries, safety and client communication Supervisor or delegate 1 month
guidelines
LGBTQ+ Cultural Competence Online Training 1 month
HIV 101 Online Training 1 month

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