Contractor On-Boarding Checklist

Purpose The purpose of this checklist is to ensure that all site requirements for contractors are
completed.
Name: Toni Tegen Start Date: |2/ 29/[¢
Position: Giniypiag Supervisor: IV,
Days Off: i | TRy Employee #: SU4/C ,
Task Status
... | Send welcome packet with important information (e.g. benefits & first day logistics). - CMG u
& | Provide job information- CMG 0
7 Encourage the review and completion of paperwork (if feasible) Before Day 1 - CMG 0
i= | Contact new employee to answer questions and set expectations - CMG 0
E Background checks in process- CMG | O
‘g Complete Drug Screening and assign/prepare logistics (i.e. lockers) - CMG | O
Obtain a training sponsor from SuperMom’s Manager or Supervisor —- CMG | O
Complete Good Management Practlce &. Safety Trammg CMG 0

. Complete paperwork badge, txme clock (m & out) CMG _ | ' - .ﬂ

s R I |

Superwsorwelcomenewemployee T 457 R o< -l

- Dlscuss PPE requirements (i.e. smock, hair/beard net, boots, ear protection, washing
procedures

First Dayl()rientation

the 'ob mles and_mponsibﬂmes are cl-early wnnnumcaxed to the new employee

Tntroduc

Safe operating procedures ofequ.ipment, mcludmglocah ofmnergemystopsandwhenand
howto'

First Week

Gather fmdbaek about the orientation pmgram from the new employee.

|
CMG Supervisor: (M/ Daker_ | 2. 28"/ @
SuperMoms Training Sponser: /9, onal(d Garcia Date: /- /—)F
SuperMoms Supewis%"%;}-\\‘__ Date: 2{/ {Jf/ /7~
SuperMoms Manager: Z\ % Date: ?//..Q/ o
i 7 O
SuperMoms Human Resources: o4 )\’\—4 ] Date: _ ) () D0l )




