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Check\List For Helping The New Employee Get Started

When, Employee Firsi Report, , :
{.) Wellcome tolcompany and" job
( ) Show-logker .or .costy racle.and wash room B ,
(:) Aequaint employee with cafeteria and other-lunch facilities
{ ) Review security regulations including badge system |
( ) Show work place
() Review rate, hours, use of time card
( ) Briefly describe group's work

( ) Introduce to fellow workers
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Check List For Helping The New Emplovee Get Started

( ) Start employee on job, remembering the four steps of

Check on safely habits.

instruction.-
1. prepare the worker
2. present the operation
3, try out his performance
4. follow up
Bfiefly cover mein safely rules and use of safty equipment,

Remind employee Lo ceome to you for information and assistance]

Later During First Day ¢

Review pay procedure.

Discuss parking , car-poois.

Explain dispensary facilities,

Review safely rules’'.

Briefly tell about work of department and how employee's

job ties in.

Shortly before>quiting time, chéck with employee on progress
and any questions,. »

During First (Two Weeks ¢

Review benefit plans
Insurance end MJBiA.
Stock Bonus

Pension

Releef and Loan
Suggestion System

—

Review items in "Your Guide to the River Works". -

Continue to follow up progress and performance.

] P v v i -
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