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	Sub-contractor Pre-Mobilization Checklist
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[bookmark: _Toc495559757]New Employee Education and Development Checklist (Week 3)


EMPLOYEE NAME: 							DATE: 					

EMPLOYEE/BADGE NO.: 						SUPERVISOR: 					

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

	
	Inform employee of where electrical disconnects are located for machinery.  Indicate the importance of maintaining a clear access to electrical equipment.  Ensure employee is aware of how to report electrical equipment problems.
	
	Caution employee not to perform work if they feel they have not been given sufficient instruction or training.  Explain how to receive additional instructions if they do not understand the proper procedures or methods to perform their work.  All work must be performed in a safe manner.

	
	Review the importance of obeying project/facility speed limits and traffic signs.
	
	

	
	
	
	Explain what is expected of employees and the actions that may take place if they fail to follow instructions.

	
	Show employee where the Hazardous Communication Program, Chemical Protection System, and MSDSs are located.  If applicable.
	
	Generally, review purpose of following all safety rules, regulations, and procedures, and stress that the safety of employees is of prime importance.

	
	
	
	

	
	Review the importance of properly storing chemicals and the hazards involved with storing flammable materials and aerosol cans on or near welding operations.
	
	Define the rules regarding entry into production areas or other unauthorized areas.

	
	Explain potentially hazardous conditions and chemicals in the employees assigned work areas.
	
	OTHER:
Name of Buddy/Veteran:

	
	
	
	

	
	Discuss the value of keeping work area clear of unsafe equipment or materials.
	
	

	
	
	
	

	
	Review in detail the importance of locking out equipment and other energy systems prior to starting any work.  Emphasize that only Owner personnel can operate permanent plant valves, switches and other plant equipment.
	
	

	
	
	
	

	
	
	The following is a summary of the information discussed during the meeting with employee:

	
	
	

	
	Explain the principles and purpose of the "Open Door Policy.”
	

	
	
	

	
	Stress the need for continuous teamwork with all employees.
	

	
	
	

	
	Ask employees if they have any questions or concerns prior to going to work.
	

	
	
	




SUPERVISOR REVIEW

	REVIEWED BY:  							DATE: 						

	EMPLOYEE INITIALS:  					SAFETY DEPT. INITIALS.  			______
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