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	Sub-contractor Pre-Mobilization Checklist
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[bookmark: _Toc495559756]New Employee Education and Development Checklist (Week 2)

EMPLOYEE NAME: 							DATE: 					

EMPLOYEE/BADGE NO.: 						SUPERVISOR: 					

This form is to be completed by the first-line supervisor during the employee’s second week of employment.  Upon completion of the session, initial in appropriate space provided and return to the HSSE Department.

	
	COMPRESSED GAS CYLINDERS
Show employee where compressed gas cylinders are stored and the proper use of safety chains to secure gas cylinders in the upright position.  Cover the following:
· Proper separation of fuel gas and oxidizing cylinders
· Replacement of cylinder caps when not in use, stored, or transported
· Reporting defective cylinders to the tool room personnel and the supervisor
· Proper use, transport and storage of cylinders in the upright position.  Cylinders must be transported in handcarts designed to ensure cylinders remain in an upright position
· Removal of cutting torches and gauge assemblies from cylinders when not in use and at the end of the work day
· Frequent inspection of hoses, gauges, and bottles for defects
· Removal of any dirt or foreign material in cylinder valves by cracking the valve open to remove such material.  Ensure that valve, hoses connections, and other parts of the systems are not contaminated with oil or other petroleum based materials. 
	
	ELECTRICAL TOOLS & EQUIPMENT
Review the proper use of electrical tools and the importance of not removing guards of rendering other safety features inoperative.  Explain the procedure for:
· Disconnecting electrical tools from their power source when not in use
· Hanging electrical cords and temporary electrical systems at least seven feet above the floor on insulated hangers designed for this purpose
· Explain how to perform a pre-operational inspection on motorized and electrical equipment prior to their use.  (Include gas-powered tools in this discussion, if applicable).

	
	
	
	MATERIAL HANDLING REQUIREMENTS
Define the methods to use for securing loads on trucks, wagons, forklifts, and other equipment used to transport materials.  Include in the discussion:
· Methods for transporting pipe and other supplies ten feet or more in length
· Forklifts are not allowed to be used to transport pipe, metal or other materials which are longer than ten feet (10') on streets
· Forklifts must have a flashing light in operation while inside buildings or other enclosures; or one employee must be in front of and to the rear of the forklift while in operation inside buildings or enclosures.
· Explain the proper method of moving cranes from location to location.

Explain the proper use of JLG's, scissors lifts, man-lifts, and man-baskets.  Include the following:
· Lifting equipment shall not be used as an elevator.  Employees may not ascend or descend on a piece of lifting equipment and exit onto a work level.
· The controls of lifting equipment shall not be abandoned while the equipment is in use.
· Equipment operators must be qualified authorizing them to operate lifting equipment.

	
	USE OF TOOLS AND EQUIPMENT
Ensure that employee understands what special training and licenses are required for the use or operation of tools, equipment, and machinery.  Vehicles such as trucks are not to be operated without proper licenses.

Explain the importance of properly using and maintaining company-supplied equipment and tools.  Emphasize the importance of reporting damaged or defective tools and equipment.

Discuss methods to avoid hand injuries and provide examples of pinch points and other "hand traps.”

Define the use of tools and indicate where the tool room facilities are located.  Review the following:
· How to obtain tools from the tool room
· System for repairing tools
· Use of tools in restricted areas
· Removal of tool guards and safety devices
· Use of tools for their intended purpose
· Color code system and reporting defective tools
	
	

	
	· 
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Name of Buddy/Veteran:

	
	
	
	

	
	
	
	

	
	FIRE PREVENTION & PROTECTION
Review the importance of using welding shields, fire blankets, and other fire prevention systems during grinding, welding, and cutting operations. 

Ensure employee understands that special permits are required to perform work which generates sparks or open flames. Explain the mandatory use of a fire watch while performing such operations.
	The following is a summary of the information discussed during the meeting with employee:

	
	
	

	
	
	




SUPERVISOR REVIEW

	REVIEWED BY:  							DATE: 						

	EMPLOYEE INITIALS:  					SAFETY DEPT. INITIALS.  			______
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