Contractor On-Boarding Checklist

Purpose The purpose of this ecklist is to ensure that all site requirements for contractors are
completed.
Name: \\\ (M eUA N DONWUIN Start Date: [ | (7 [|[{
Position: S (\\ | (U i / Supervisor: )0\ B(D I
Task Status
... | Send welcom packet with importent information (e.g. benefits & first day logistics). - CMG i
& | Provide job iformation- CMG i)
% | Encourage thereview and complefon of paperwork (if feasible) Before Day 1 - CMG i
& | Contact new mployee to answer questions and set expectations - CMG il
?5’ Background &ecks in process- CNG il
;‘g‘ Complete Dnig Screening and assgn/prepare logistics (i.e. lockers) - CMG

Obtain a traiting sponsor from SugerMom’s Manager or Supervisor - CMG

Complete God Management Pradice & Safety Training - CMG

£ | New Hire Paket (explain benefits,policies, & procedures) - CMG
£ | Complete paprwork, badge, time slock (in & out) - CMG I
E Introduce newemployee to training sponsor
& | Supervisor wicome new employes &
% Communicatevision and mission.
/ | Discuss PPE equirements (i.e. smack, hair/beard net, boots, ear protection, washing
¢ | procedures) ®
& | Provide Safe Expectations (AWXIR) 7
Conduct Tour- introduction to therest of the team, emergency exits, fire extinguishers, etc.
Ensure the jotroles and responsibiities are clearly communicated to the new employee
Introduce thenew employee to otler employees and management =
§ Safe operatingprocedures of equimment, including location of emergency stops and when and v
= | how to implenent lockout/tagout pocedures. :
% | Ensure the tods required for the jb and proper working techniques are reviewed. o
'i: Ensure the haards of the equipment and safety guards are reviewed. 0
Provide a listof contacts who can rddress the nevy employee’s questions on a variety of issues.
Gather feedbegk about the orientaton program from the new employee. e
= Date: _| ] A l Lg
/ /
SuperMoms Tl'ailin/gSponsor: /5'//1/ ,?&Z_ Date: ,/'}--/;Q, /?J
SuperMoms Supwisor:WfL__g [ i — Date: )7 -( X~ /¥
SuperMoms Manger: A/\/WM \iw Date: \ / = } (S

SuperMoms Hunzn Resources:Qmm'P Date: [-5-15



