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SEPT/TLPT Load, Unload, Assembly/Packaging

New Employee Orientation 

Specific Skills Training Agenda

Tuesday 

1. Welcome and Introductions     
 Time: 11:00 - 11:15

a) Review Documentation


2. Overview/Information of Areas    
Time: 11:15 - 12:00 noon

a) Overview/Information of Area

b) Overview/Information of the Loading Sections

c) Overview/Information of the Pretreatment/Paint Sections

d) Overview/Information of the Unloading Sections

e) Overview/Information of the Assembly/Packaging Sections


3. Areas Expectations and General Information   
Time: 12:30 - 1:00

a) Review Area Expectations Documentation

b) Review General Information Documentation


4. Areas Product Flow and Control      
Time: 1:00 - 1:20

a) Review Documentation

b) Review Standard Operating Procedure


5. Tour of Areas                                   
Time: 1:20 - 2:30

a) Area Supervisor 
b) Area Product Flow

c) First Aid Stations

d) Eye Wash Stations

e) Safety Showers

f) MSDS Binder Location

g) Employee Washrooms

h) Employee Telephones

i) Vending Machines

j) Lunch and Coffee Areas

k) Evacuation Regroup Areas

l) Resource Locations (hook ratings, procedures, process instructions)

m) Tour CSSU Area


6. Procedure Training
Time: 2:45 - 4:00

a) Back/Lifting Standard Operating Procedure 
b) Hand Tool Standard Operating Procedure 
c) Air Equipment Standard Operating Procedure 
d) Electrical Equipment Standard Operating Procedure 
e) Safety Limits 
Wednesday

1. Specific Skills Training
Time: 8:00 - 8:45

a) Hardware ID Guide

 Review Standard Operating Procedure 

 Show samples of hardware


b) Paint Line General Assembly
Time: 8:45 - 9:05

 Review Standard Operating Procedure 


c) Basic Computer (Manman) Training
Time: 9:05 - 10:00

 Review Standard Operating Procedure 

 Hands on Training 


d) Air Bander Training
Time:10:15 - 11:10

 Review Standard Operating Procedure 

 Hands on Training


e) Small Hydraulic Press Training
Time:11:10 - 12:00

 Review Standard Operating Procedure 

 Hands on Training


f) Pneumatic Nailer Training
Time: 12:30 - 1:30

 Review Standard Operating Procedure

 Hand on Training


g) Grinding Training
Time: 1:30 - 2:30

 Review (3) three Standard Operating Procedures

 Hands on Training

h) Overhead Hoist Practical Training
Time: 2:45 - 3:15

 Hands on Training


2.  Final Comments and Post Orientation Evaluations
Time: 3:15 - 4:00

a)  Final Comments

b)  Post Orientation Evaluations by the new employee

c)  Post Orientation  Evaluations by the trainer

d)  Placement of the new employee in work area
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