Indiana Furniture Industries

Supervisor Checklist for New Employees
Supervisors:  Prior to allowing any new employee to engage in any production work, all of the following items must be reviewed and checked off.  Supporting documents are attached to this checklist to assist you.

General Information

____
Location of Time Clock

____
Start/Stop Times

____
Break Times

____
Location of Restrooms

____
Location of Breakrooms

____
Location of Designated Smoking Areas

Safety Information

____
Personal Protective Equipment (PPE)

____
Electrical Hazards

____
Lockout/Tagout

____
Forklift Usage

____
Hazard Communication/Chemical Labeling

____
Flammable Liquid Hazards

____
Flammable Liquid Storage Cabinets

____
Location of Emergency Exits

____
Location of nearest Fire Extinguisher

____
Location of Severe Weather Safety Area

____
First-Aid Procedures

____
Bloodborne Pathogens

____
Confined Space Entry

____
Welding, Cutting & Brazing (Hotwork)

____
How to Report an Injury

____
How to Get Replacement PPE

____
How to Make Safety Suggestions

____
Other?


By signing this document, I am stating that all of the above issues have been reviewed with me and I have had the opportunity to ask questions when I needed additional clarification.  I understand the safety policies and procedures which have been outlined by Indiana Furniture Industries.

Employee Print Name: ______________________ 
Supervisor Print Name:__________

Employee Signature:________________________
Supervisor Signature:____________

