Orientation of Policies and Procedures

Check List for Supervisors-Full Time, Per diems

	The Covenant House Toronto Community



	Action
	Employees Initials
	Supervisor’s Initials
	Date

	The Five Principles
	
	
	

	Human Resources Policies:

    Sick Days

    Personal Days

    Vacation Time

    Internet Policy

    Dress Code
	
	
	

	Interdepartmental Contacts
	
	
	

	The ROP Team



	Job Descriptions (THM, TLs, CWs, LSC, MC)
	
	
	

	Orientation and Training:

    Check List 
    Supervision

    Evaluation Forms

    PPRP

    Training
	
	
	

	Promoting the Program
    Tours

    Presence Shelter

    Attendance at Shelter CMT

   External Referrals
	
	
	


	The Participants and the Environment



	Action
	Employees Initials
	Supervisor’s Initials
	Date

	Referrals and Tours
	
	
	

	Intake/Orientation and Discharges
	
	
	

	Curfew
	
	
	

	Fire Safety Check 
	
	
	

	Wake ups
	
	
	

	Chores
	
	
	

	Life Skills
	
	
	

	Mentor Program
	
	
	

	Technology in House:

Television, Video Games, Computers, Telephones, Music
	
	
	

	Kitchen:  expectations, Passport, bins/lockers, oven/stove cleaning, dishwashers
	
	
	

	Education Track 
	
	
	

	Employment and Unemployment status
	
	
	

	Alternative Track
	
	
	

	The Youth Worker



	Action
	Employees Initials
	Supervisor’s Initials
	Date

	Shift Change Binder & Shift Change Function
	
	
	

	Communication Log
	
	
	

	Shift Coordinator Responsibilities

-Petty Cash, Tokens

-Keys/Cards
	
	
	

	Standard of Cleanliness for Building
	
	
	

	Documenting on a PDN
	
	
	

	Communication vs. Contact
	
	
	

	Case Management :

Function, Processes, Presentations 
	
	
	

	All Staff Meetings
	
	
	

	The Schedule and Switching Shifts
	
	
	

	Incident Reports, Violation Letters, Suspensions 
	
	
	

	Return from Suspension and Bed Bug Protocol
	
	
	

	Overnight Passes
	
	
	

	Reports of Self Harm
	
	
	

	Response to Abuse/Police Contact
	
	
	

	Fire Safety List, On-call
	
	
	

	Fire Panel and Evacuation  Procedures
	
	
	

	Lock Down Procedure
	
	
	

	Email and Phone Systems
	
	
	

	Walkie Talkies
	
	
	

	Building Access & Front Desk Coverage
	
	
	

	Meal Times & Supervision of Cafeteria 
	
	
	

	Saved Dinners/bagged lunches
	
	
	

	ETO/SMIS
	
	
	

	Developing a youth budget and TF Expectations
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


