Contractor On-Boarding Checklist

Before First Day

Purpose The purpose of this checklist is to ensure that all site requirements for contractors are
completed. T
| Name: D10 0QURe Vvert dua) _ Start Date: 9 ) [ 1Y
CPosttion: (11| {L([(F111() Supervisor: [ 17 P02
S
 Task | Status |
Send welcome packet with important information (e.g. benefits & first day logistics). — CMG | J

| Provide job information- CMG

1

Encourage the review and completion of paperwork (if feasible) Before Day 1 - CMG E

i

. Contact new employee to answer questions and set expectations - CMG

Background checks in process- CMG

. Complete Drug Screening and assign/prepare logistics (i.e. lockers) - CMG

. Obtain a training sponsor from SuperMom’s Manager or Supervisor - CMG A0
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Ensure the _;ob roivs and ’*esnonszb}mes are clearly commmcaiea 0 the new emnim ee ¢

Infroduce the new employee o other employees and management .~ = x

% | Safe operating procedures of equipment, including Tocation of emerszena stopz and Vuhvn aﬁd =
§ ‘how to implement lockout/tagout procedures. '

. 3 | Ensure the tools required for the job and proper working technigues are fe\zzezeeé =

| £ | Ensure the hazards of the eqmpmenf and safety guards are rewe’\zeci P
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