
Child Care Staff Member Orientation Training:
Instructions for Child Care Center Administrators and Family Child Care Providers

You have an important job, and two of your most critical responsibilities are hiring and training the staff 
who will care for the children entrusted to you. As you know, working with young children is extremely 
rewarding, but it also has a unique set of challenges. Preparing your staff for both the rewards and the 
challenges will be essential to their success and to the success of your program.

This orientation training has been designed to give child care staff members (CCSMs) the resources and 
information they need as they begin their employment with you. Completing this orientation will fulfill 
the staff orientation training requirement outlined in Ohio Administrative Code Rules 5101:2-12-08 and 
5101:2-13-08.

The ODJFS Bureau of Child Care Policy and Technical Assistance hopes this training gives your CCSMs a 
better understanding of the essential role they play in keeping children safe and healthy.

Thank you for your hard work on behalf of the young children in your care! 

Introduction
• This CCSM orientation training is available only as 
a web-based training. CCSMs must have access to 
the internet in order to complete the training. They 
can complete it either at the program or at another 
location, such as their home, a library, etc.

• When licensing rules are updated, the orientation 
also will be updated. This is why the orientation is 
online: to ensure that the most current edition is 
being used.  

Getting Started
• Before your CCSMs complete the training, you 
should review it yourself to become familiar with 
the material in case they have questions.

• The training has eight modules. At the end of 
each module, participants are instructed to review 
center-specific policies and procedures. The training 
materials used to guide the review of program-
specific policies are available in the “Resource” tab 
in the top left corner. Before your CCSMs complete 
the training, you should review these attachments 
to ensure that your program has established policies 
and procedures for each of the items covered. 
These policies and procedures should be specific to 
your program. They should be developed based on 
the needs of the program, the employees and the 
families you serve. You are required to review your 
program’s policies and procedures with all CCSMs.

• The “Resource” tab also contains activities and 
assignments. These are meant to reinforce the 
information in the curriculum and the policies 
and procedures you reviewed with the CCSM. 
It is recommended that you print these before 
the CCSM begins the training. Although the 
activities and assignments are not required, it is 
recommended that you use them to ensure your 
CCSMs understand their job responsibilities as they 
relate to the topic covered. After CCSMs complete 
the activity and assignment, they should review 
their work with you or your designee (if applicable).

Finishing Up
• After a CCSM has completed the orientation 
training, complete and sign a JFS 01307, 
“Professional Development for Child Care.” Keep 
a copy of the JFS 01307 in the CCSM’s file for 
review. 

• This training can be used to count as a maximum 
of six hours toward the CCSM’s required annual 
professional development hours.
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