New Employee Orientation Checklist Form

Directions:  Review and Initial each affected item to newly hired employee.

	Employee 

(E) Initials
	(
	Review Items
	Trainer  (T) Initials

	Introductory Safety Training (1st Day – Training, mentor assignment, and plant walk thru)

	
	 FORMCHECKBOX 

	Site Manager Briefing
	

	
	 FORMCHECKBOX 

	Safety Program Enrollment
	

	
	 FORMCHECKBOX 

	Employee Right to Know
	

	
	 FORMCHECKBOX 

	PPE (PPE Assigned)
	

	
	 FORMCHECKBOX 

	Emergency Preparedness
	

	
	 FORMCHECKBOX 

	Housekeeping
	

	
	 FORMCHECKBOX 

	Discipline
	

	
	 FORMCHECKBOX 

	Injury/Incident/Near Miss Reporting
	

	
	 FORMCHECKBOX 

	Mobile Equipment, pedestrian Interaction, and Traffic Plan
	

	
	 FORMCHECKBOX 

	Facility LOTO Orientation
	

	
	 FORMCHECKBOX 

	Facility Emergency Action Plan
	

	E
	T
	 FORMCHECKBOX 

	Facility Walk Through
	*Restrooms/Break Rooms/Office/Smoking Areas/Parking, Etc

	
	
	
	 FORMCHECKBOX 

	MSDS Book
	 FORMCHECKBOX 

	Traffic Areas
	 FORMCHECKBOX 

	Emergency Actions
	 FORMCHECKBOX 

	Fire Extinguishers

	
	
	
	 FORMCHECKBOX 

	Common Areas*
	 FORMCHECKBOX 

	Plant Layout
	 FORMCHECKBOX 

	Supervisors OFC
	 FORMCHECKBOX 

	Yard Areas

	Within 90 days of Hire

	
	 FORMCHECKBOX 

	Confined Space*
	

	
	 FORMCHECKBOX 

	Hearing Conservation/Protection
	

	
	 FORMCHECKBOX 

	Bloodborne Pathogens/First Aid
	

	
	 FORMCHECKBOX 

	Environmental Best Practices
	

	
	 FORMCHECKBOX 

	Electrical Safety
	

	
	 FORMCHECKBOX 

	Falling Objects – Best Safety Practices
	

	
	 FORMCHECKBOX 

	Visitors, Vendors, and Contractors
	

	Within 90 Days of Hire (or prior to entering task during employee development) (see notes)

	
	 FORMCHECKBOX 

	Confined Space①
	

	
	 FORMCHECKBOX 

	Lockout/Tagout②
	

	
	 FORMCHECKBOX 

	Fall Protection & Ladder Safety
	

	
	 FORMCHECKBOX 

	Crane Operations and Lifting Devices
	

	
	 FORMCHECKBOX 

	JHA Training③
	

	
	 FORMCHECKBOX 

	Power Tools/Handtools
	

	
	 FORMCHECKBOX 

	Hot Works
	

	Certification of Training

	The information, indicated above by my initials, has been communicated to me by the persons who have signed below.  By signing this form, it is indicated that I have been afforded the opportunity to question the information, as well as discuss any issues so that it is understood.  I understand the information provided.
	Employee Signature
	

	The information listed above has been conveyed to the identified  employee to the best of my ability, and by no means completes the employees training.  Employee training will continue for the duration of employment.
	Safety Coordinator 
	

	
	Supervisor Signature
	

	Mentor Assignment

	The mentor and employee will sign acknowledging responsibilities of each in regard to probationary periods, reviews, and training required during the period leading to permanent employment with Rinker Materials Concrete Pipe Division
	Employee Signature
	

	
	Mentor Signature
	


