Contractor On-Boarding Checklist

Purpose The purpose of this checklist is to ensure that all site requirements for contractors are

completed.
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| Task | Status
Send welcome packet with important information (e.g. benefits & first day logistics). - CMG | X
| Provide job information- CMG A
Encourage the review and completion of paperwork (if feasible) Before Day 1 - CMG 5
Contact new employee to answer guestions and set expectations - CMG >
Background checks in process- CMG 5
| Complete Drug Screening and assign/prepare logistics (i.¢. lockers) - CMG x|
Obtain a training sponsor from SuperMom’s Manager or Supervisor - CMG HOWUs o XD |
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Before First Day

Comp e;e Good Managemem Prac‘zce & Smeﬂ 'frammc - C\IIG -

DzsCus< PPE reauirements xe smock, hair/beard net, boots, ear protection, washin
1 D

Wiwst l)ay/()rientation

procedures)

, s = =
Ensure the gcb roivs and respeﬁszbﬁmes are cxeam comuﬂ.caied to &e zze’ﬁ empimee =gl
Introduce the new employee to other employess and management = s Eogl

':‘3 Safe operating procedures of equipment, including ! Tocation of emergenw stoas and When aad /
' 2 | how to implement iockouzfiagom procedures. ] -
% | Ensure the fools required fef the job and proper working technigues are zeuew& e
£ | Ensure the hazards of the equipment and safety guards are reviewed. ) &
Provide a list of contacis who can address the new empis}%e S'questions on 2 variety of issues. =
Gather feedback about the orientation program from the new employee. g

CMG Supen 4/%0/ Date: b }ZC I [L/

SuperMoms Trammg Sponser: ,Q/ O ,/’7 e // 172 ééf Z Date: <O// ;j\ é, / / {// :
SuperMoms Supervisor: m Date: 5-2C - I
SuperMoms Manager: E/""“ Date: 87@‘\?, (¢ Lﬁ

SuperMoms Human Resources. Date: % w N M




