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Date:

	Section #
	
	Yes/No

	545.
	Adequate number of qualified administrative, supervisory, social service, direct care staff and other staff.
	Yes  No 

	546.
	Policies and procedures governing recruitment, screening, hiring supervision, training, evaluation, promotion, and discipline of employees and volunteers.

	546.01.
	Job descriptions? Descriptions for every position identifying necessary qualifications, including education, experience, training, duties, and lines of authority?
	Yes  No

	546.02
	Personnel Records
	

	546.02,a.
	Employment application? 
	Yes  No

	546.02,b.
	Name, date of birth, current address and home telephone number?
	Yes  No 

	546.02,c.
	Documents verifying education, certification, and license when the person fills a position requiring a minimum level of education, applicable certification or license?
	Yes  No 

	546.02,d.
	Verification of work history?
	Yes  No 

	546.02,e.
	Three (3) unrelated references?  (One from a an a prior child care provider for whom the employee or volunteer worked, if applicable.)
	Yes  No 

	546.02,f.
	Verified documentation of a complete criminal history record check as required by Section 39-1211, Idaho Code?
	Yes  No 

	546.02,g.
	Verification by the employee or volunteer of receipt of the organization’s behavior management policy?
	Yes  No 

	546.02,h.
	Copy of the current job description and verification that the employee has been provided a copy of his current job description?
	Yes  No 

	546.02,i.
	The date the person was employed and the date he began his current job?
	Yes  No 

	546.02,j.
	A copy of a valid driver’s license for the type of vehicle used for those who do transport children?  
	Yes  No 

	
	Proof of insurance for use of personal vehicle used to transport children?
	Yes  No 

	546.02,k.
	A performance evaluation within a probationary period and annual performance evaluations thereafter?
	Yes  No 

	546.02,l.
	Documentation of any disciplinary actions?
	Yes  No 

	549.
	Tuberculosis Screening:

	
	· Contact with children for 4 or more hours per week for 2 or more consecutive weeks? 
	Yes  No 

	
	· Documentation in Personnel file?
	Yes  No 

	
	· Tuberculosis Screening every three (3) years?
	Yes  No 

	550.
	Volunteer Supervision:

	
	Each volunteer designated a supervisor? 

	551.
	Employee and volunteer orientation includes:

	551.01.
	Organization? (The purpose of the organization.) 
	Yes  No 

	551.02.
	Job Function? (Policy and procedures as they relate to job function.)
	Yes  No 

	551.03.
	Job Responsibilities? (The employees job responsibilities.)
	Yes  No 

	551.04.
	Child Abuse and Neglect Reporting? (Requirement to report suspected incidents of child abuse and neglect.)
	Yes  No 

	552.
	Twenty-five (25) hours of training before working independently, including:

	
	· Job responsibilities? 
	Yes  No 

	
	· Policies and procedures?
	Yes  No 

	
	· Emergency procedures?
	Yes  No 

	
	· Child safety?
	Yes  No 

	
	· Child abuse and neglect?
	Yes  No 

	
	· Applicable licensing requirements?
	Yes  No 

	573
	Non-Violent Physical Intervention

	573.03
	Employee has been trained in approved intervention techniques?
	Yes  No


	811
	Staff Health Requirements

	
	Written statement from a health care professional verifying the employee is physically fit to perform their job duties?
	Yes  No 

	
	Updated statement of physical fitness every three (3) years?
	Yes  No 

	812
	Skills and Training

	812.01
	Staff demonstrate skills prior to assuming field supervision?
Approved skills assessment documented on file at base camp?
	Yes  No
Yes  No

	812.02
	Training curriculum includes at a minimum:

Four (4) days of practicum field training?
	Yes  No 

	
	Supervision of program participants?
	Yes  No 

	
	Water, food, and shelter procurement, preparation and conservation?
	Yes  No 

	
	Low impact expedition and conservation skills and procedures?
	Yes  No 

	
	Child management?
	Yes  No 

	
	Instruction in safety procedures and safe equipment use of fuel, fire and life protection?
	Yes  No 

	
	Sanitation procedures related to food, water, and waste?
	Yes  No 

	
	Special instruction for staff who conduct or supervise high adventure activities?
	Yes  No 

	
	Wilderness medicine?
	Yes  No 

	
	First aid kit contents and use?
	Yes  No 

	
	Navigation skills including map and compass use, contour and celestial navigation, and global positioning systems?
	Yes  No 

	
	Environmental precautions including terrain, weather, insects, poisonous plants, wildlife and proper response to adverse situations?
	Yes  No 

	
	Report writing and maintenance of logs and journals?
	Yes  No 

	
	Federal, state and local regulations?
	Yes  No 

	
	Ongoing training to maintain skills, certifications, and licenses?
	Yes  No 

	836
	Medication Storage and Administration

	836.02
	Staff who administer medications are trained by a qualified medical professional?
	Yes  No

	842
	Searches

	842.01.a
	Staff trained in proper search techniques?
	Yes  No

	861
	Plan
	

	861.05
	Designated staff member responsible for coordinating and implementation of a child’s solo plan?
	Yes  No

	862
	Solo Sites

	
	Staff familiar with the site chosen to conduct solos?
	Yes  No


Comments:  (List section number, followed by comment) 



Signature of Licensing Specialist
