Contractor On-Boarding Checklist

Purpose The purpose of this checklist is to ensure that all site requirements for contractors are
completed. S
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Send welcome packet with important information (e.g. benefits & first day logistics). - CMG
Provide job information- CMG

Encourage the review and completion of paperwork (if feasible) Before Day 1 - CMG
Contact new employee 0 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 ALY

Before First Day

Comp cte Good Mana,,eme:z* Practice & Safety Trammc - CMG
Dacket (explain bencfits, policies, & procedures) -CMG
Complete papem or badee .mme CzOCn f in & out ; - C’»%IG

DlSCdSS P’PE recmrement\ &- m:ocx, hair/ bea_u net boo«.s car pmeecuom m&hL.c \ﬁ
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First Day/Oricntation

Ensw:e ahe 300 zoles and *esaonssblme; are czeam wmmumcaiec 0 the new empioyee
Infroduce the new emplovee o other employess and management = =
Safe operating procedures of equipment, including location of ¢ eme*gezzu stops and x&hen zui
how to implement lockout/tagout procedures.

‘Enstre the tools required for the job and proper working fechniques are ?evzeweé. = =
Ensure the hazards of the eqmpmeﬂt ana safetx gmds are r=uev.e¢ )

Provide a list of contacts who can addres: >

Gather feedback about the orzentatzoﬁ progfam ﬁ'om t.f new ¢ ;m;ﬂosee
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CMG Supervis : ' ~ /@7 Date: g /Z Z[ L/
SuperMoms Tm/gSponsor % W/ A0 ﬁ( Date: 3/3 / / L,/

SuperMoms Supervisor: mﬁ%—’ Date: ?” 5'1‘\/
SuperMoms Manager: %M % Date: f‘,} /, /
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SuperMoms Human Resources: | f}\“\j\“:?iﬁ T Date: FI -5 1Y




