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The following list of items need to be present in program personnel files per ORR/DUCO guidelines. USCCB monitors will review files as part of the site visit monitoring to ensure files are present. Please contact your assigned Children’s Services Specialist should you have any questions about the items below.

	General Documentation

	Resume (FY21-FY23 Cooperative Agreement)

	Job Description (FY21-FY23 Cooperative Agreement)

	Employment Application (FY21-FY23 Cooperative Agreement)

	Professional and Personal References (at least one of each) (ORR Policy Guide section 4.3.2)

	Educational Records / Diploma (FY21-FY23 Cooperative Agreement)

	Professional Licensure (if applicable) (FY21-FY23 Cooperative Agreement)

	I-9 Employment Eligibility Documents (I-9 form and copies of required I.D. documents) (FY21-FY23 Cooperative Agreement)

	Evidence that the staff member meets the minimum qualifications for their role as stated in FY24 FOA (HHS-2023-ACF-ORR-ZU-0153) 

	Completed New Hire Checklist (if hired FY23 or after) (FY24 USCCB POM)

	Background Investigation Documentation

	Prevention of Sexual Abuse (PSA) check (conducted by ORR before hire) 

	CPS Background Investigation (child abuse and neglect record check with staff’s state of residence for the last 5 years, every 5 years) (ORR Policy Guide section 4.3.3.1 and 6.7.2)

	CA/N check waiver/attestation and supervision plan submitted to ORR, date waiver was granted, and 30-day update submitted to ORR (if applicable) (ORR Policy Guide section 4.3.3.2)

	FBI fingerprint check of national and state criminal history repositories (every 5 years) (ORR Policy Guide section 4.3.3.1 and 6.7.2)

	Sex Offender Registry Check conducted through the U.S. Department of Justice National Sex Offender Public Website (ORR Policy Guide section 4.3.3.1) 

	Efforts to ask applicants about any previous and/or current misconduct, to include alleged sexual abuse, sexual harassment, or inappropriate sexual behavior, employee's response, efforts to contact past employers (where staff had access to children) and results (ORR Policy Guide section 4.3.2 and 4.3.7)

	Driver's Record / Clearance (if expected to transport children and/or sponsors) (FY21-FY23 Cooperative Agreement)

	Initial and Annual Documentation

	Signed Mandated Reporter Statement (annual) (ORR Policy Guide section 6.7.5)

	Confidentiality Policy Acknowledgement (signed assurance of nondisclosure, annual) (ORR Policy Guide section 6.8.3)

	Code of Conduct Policy Acknowledgement (signed statement, annual) to include questions about any previous and/or current misconduct since last statement (ORR Policy Guide section 4.3.5 and 6.7.7)

	Annual Performance Review (annual, signed, with employee's written comments) (ORR Policy Guide section 4.3.7) 


	Training
HS/PRS direct service staff hired during the fiscal year must complete 40 hours of pre-service training prior to the staff having contact with children. Management and administrative staff who will not have direct contact with children are required to complete 20 hours of training upon hire. All existing staff must complete the required training hours on an annual basis (during the calendar year). ALL HS/PRS staff trainings must meet the following training topic areas (please reference Training Tracker provided by USCCB for specific training topics):

	Privacy 101

	Cybersecurity Awareness

	Rules of Behavior (RoB) Agreement

	Administration (ORR Policy Guide section 6.7.3)

	Child Welfare (ORR Policy Guide section 6.7.3)

	Direct Service Provision (ORR Policy Guide section 6.7.3)

	Staff Wellness (ORR Policy Guide section 6.7.3)
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