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Purpose:

* Assist Managers & Supervisors with HR aspects of
their jobs

* Improve time management and not rely on HR for
commonly used processes

 (G1ve remote locations access to HR information
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Not intended to:
* Perform HR’s job for them

* Create more work for Managers / Supervisors

Please note:

e The “Human Resources” folder on the Central Share and
Georgetown drives are synced every 2 hours to replicate
one another.

* Please do not save items to your desktop for future
reference, as items are always being updated. Please
access forms, documents, etc. from the server for the
most accurate, updated information.
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e

'_’(:_\ f-;\ | ¥ Computer ¥ shared (\\georgetown) (F.) » Human Resources » v Search Human Re.. |

Organize ~ Burn New folder = - j e

| HRDE dlda5e

B — | Name Within the main Human
| Control
| Corporate HR : E““““' p Resources folder are 3
) orporate
: EEE S[:T;E[umentatm I CPG DOT Documentation SUb_fOIderS that eVeryone
dare’ rograms |§|
) R Databesc = @ CGsatetyprograms > | Can acCeSs.
|

Public 9 : :
We’ll start with Videos.

| CPG Employee Handb

o Videos
| CPG Training Documer
| HRForms

o v 4| I P
| Ul Daliciae

7 items Offline status: Online

Offline availability: Not available
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B

"’(:\ Q‘ | | . ¥ Computer » shared (\\georgetown) (F:) » Human Resource Search Videos ) |

Organize ~ Burn New folder |§§ T i ﬁ
This 1s the

S

401k VIDEOQ_TS
CPG Internal Training Videos

| HazardCommunication
| HazCom-What You Need to Know

10 Cati on fOr HM181 | LockOutTagOut
Old Videos | Motaorized Pallet Jacks Safe Operation
all HR Safe Start Third Edition Core Leaders Guide | PersonalProtectiveEguipment
| BackSafety | ReasonableSuspicionTesting

training L
videos that |
are linked to

the CPG
website.

| SafeStartl

| SafeStart2

| SafeStart3

| SafeStartd

| SafeStartd
SH_ISITORISNTIT

| WorkplaceSafetyl01
| WorkplaceSH

| Bloodbornepathogens
| ElectricalSafety

| FallPrevention

| FireSafety

| Five S Factory Makeover
ForkliftTraining

| Harassment (Sex, Religion, And Beyond)

5 5 5 5 5 5 5 5 5 % 5 5 5 5
G m im0 Em sm S am Gm Sl W a0 Gl sl cm

m i fm fm im e fm im Em

| Harassment and Diversity (Respecting Differences)

-

[V . Y TP . W

28 items Offline status: Online
Offline availability: Not available
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Organize ~

| Human Resources

Burn Mew folder

Name
Control
Corporate HR o i
CPG DOT Documentatio
CPG Safety Programs
HR Database
Public
CPG Employee Handbt
CPG Training Documet

HR Forms

I Corporate HR
B I CPG DOT Documentation
|E| @Safety ngraE
I HR Database
i, Public
I Videos

e

-  * Computer » shared (\\georgetown) (F) » Human Resources » v Search Human Re... |

=~ 1 @

Back to the main
Human Resources
folder, we’ll now look

at CPG Safety
Programs.

D Dalicine

7 items Offline status: Online

Offline availability: Not available
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[ ——
>

s A . L
"'(.T’-) | = shared (\\georgetown) (F) » Human Resources » CPG Safety Programs » - || Search CPG Safet.. 2

-

Organize = Bum  New folder This folder houses everything
Name you would need for safety
CPG Safety Procedures training other than videos.

F

| . Corporate HR

| CPG DOT Documentatio
| . CPG Safety Programs
I

|

Forklift Programs
HR Database

Public
CPG Employee Handlbe
CPG Training Documer
HR Forms H
HR Policies

I
I
| SafeStart Training
I

Safety Training Resources

2015 Safety Training Schedule

Job Descriptions

Old Public Folders

Presentations

Temporary Training Re
| Videos

w | 4 |

5 items Offline status: Online
Offline availability: Not available
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o S o

’z '§ | | . <« shared (\\georgetown) (F) » Human Resources » CPG Safety Programs » - || Search CPG Safet.. £

—

Organize = Bum  New folder This folder houses everything
Name you would need for safety
CPG Safety Procedures training other than videos.

F

| . Corporate HR

| CPG DOT Documentatio
| . CPG Safety Programs
I

|

|

| Forklift Programs

| SafeStart Training The current year Safety
I

Safety Training Resources Training Schedule is here.
CPG Employee Handlbe =
o [i=| 2015 Safety Training S@
CPG Training Documer
HR Forms
HR Policies

HR Database
Public

Job Descriptions

Old Public Folders

Presentations

Temporary Training Re
Videos

w | 4 |

Offline availability: Not available

| , 5 items Offline status: Online
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Organize ~ Burn

W
2

« shared (\\georgetown) (F) » Human Resources » CPG Safety Programs » -

New folder

™~

2

Corporate HR &
CPG DOT Documentatio
CPG Safety Programs
HR Database
Public
CPG Employee Handlbe
CPG Training Documer
HR Forms H
HR Policies
Job Descriptions
Old Public Folders
Presentations
Temporary Training Re
Videos

-~

5 items

MName

| CPG Safety Procedures

Gorkliﬁ Programs >

| SafeStart Training

| Safety Training Resources
2015 Safety Training Schedule

< |

Offline status: Online
Offline availability: Not available

[ ——
| 44 || Search cPG safet.. P

This folder houses everything
you would need for safety Il
training other than videos.

The current year Safety
Training Schedule is here.

Everything related to Forklift
training and documentation is
grouped together.
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Organize ~ Burn

| = shared (\\georgetown) (F) » Human Resources » CPG Safety Programs » -

New folder

.

b e B

Corporate HR &
CPG DOT Documentatio
CPG Safety Programs

MName

| CPG Safety Procedures

—— | Forklift Programs
atabase

SafeStart Trainin
b s 9>

| Safety Training Resources

CPG Employee Handlbe N
2015 Safety Training Schedule

CPG Training Documer
HR Forms H
HR Policies
Job Descriptions
Old Public Folders
Presentations
Temporary Training Re

Videos

w | 4 |

5 items Offline status: Online

Offline availability: Not available

o)

This folder houses everything
you would need for safety
training other than videos.

| search crG safet..

o S o

The current year Safety
Training Schedule is here.

Everything related to Forklift
training and documentation is
grouped together.

Everything related to SafeStart
training and documentation is

grouped together (including
videos).
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| = shared (\\georgetown) (F) » Human Resources » CPG Safety Programs »

— |

Organize ~ Burn New folder

-~

Corporate HR & Mame

I °

| CPG DOT Documentatio or oot ° Let,s IOOk lntO the
| CPG Safety Programs < _ afety Procedures )

J I Forklift Programs CPG Safety

|

HR Database
SafeStart Training

Safety Training Resources Procedures FOldCI'

2015 Safety Training Schedule

Public I
CPG Employee Handlbe I N
CPG Training Documer
HR Forms H

HR Policies

Job Descriptions

Old Public Folders

Presentations

Temporary Training Re
| Videos

< |

5 items Offline status: Online
Offline availability: Not available
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S s sk e - 0O e |
houses all CPG

Bloodborne Pathogens Job Hazard (Safety) Analysis

written Safety Confined Space Lockout
pI'OCCdUI‘CS. Contractor Safety MSDS Online System
Control On Site Inspections
PPE

Emergency Procedures Razor Blade Disposal

Fire Extinguisher Inspection Checklist Safety Mission Statement

General Rules Spill Prevention & Emergency Response Plan

Hazard Communications

|

|

I

I

| . Crane Safety
I

I

|

| Visitor Policy
|

Hearing Conservation Weapons Paolicy

ne status: Online
ailability: Not available
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HR Shared Drive -- CPG Safety Programs

=el X
Search CPG Safet.. R
e This sub-folder o |EL‘ 1 e I
houses all CPG | Bloodborne Pathogens I Job Hazard (Safety) Analysis i
written safety | Confined Space 'ﬁ ===
procedures. ONIEEERTE | |
| Control Organize [ Open with Adobe Acrobat X = Print  Bum
* Each folder contains | Crane Safety . a1 20 Confnes Soce
0 B Deskto,
a PDF version of the | Emergency Procedures " Eowk;; i
procedure along Wlth | . Fire Extinguisher Inspection Ched| <5 RecentPlaces

documents fOI‘IIlS | General Rules L pill Prevention & Emergency Response Plan

b 2
. | Hazard Communications | Visitor Policy
ChCCkllStS, etc. that | Hearing Conservation | Weapons Policy

accompany that
procedure.

ne status: Online
ailability: Not available
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For example, Forms
related to the CPG
Visitor Policy are
here, including the
daily visitor log and
the template for the
colored visitor tags.

Bloodborne Pathogens

MR

| .« (PG Safety Programs » CPG Safety Procedures » Visitor Policy

5

|

|

I

I

I

| . Emergency Procedures
| . Fire Extinguisher Inspection Checklist
| General Rules

| Hazard Communications

|

Hearing Conservation

ne status: Online
ailability: Not available

) Organize ~ Burn New folder E
Confined Space
© Favorites =X CPG Visitor Policy
Contractor Safety ' o
W Deskiop =X Visitor Log Sheet (DAILY SIGN IN)
Control s Downloads 1. Visitor Policy Badges
Crane Safety < Recent Places
% Dropbox v

| Safety Mission Statement
i.opi
Visitor Policy

Mrevention & Emerfiency Response Plan

I Weapons Policy
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* For example, Forms [ |ﬁj 1 e
related to the CPG | Bloodborne Pathogens Job Hazard (Safety) Analysis i
Visitor Pohcy are | Confined Space Lockout '
here, including the | Contractor Safety MSDS Online System

On Site Inspections

PPE

Razor Blade Disposal
Safety Mission Statement

daily visitor log and [
the template for the i
colored visitor tags.

Emergency Procedures

I

| . Fire Extinguisher Inspection Checklist
« The “Control” folder | ' Cenewfules

|

|

Spill Prevention & Emergency Response Plan

Hazard Communications Visitor Policy
does not allow

public access and
holds the MS Word  ["©°#" Online

: ailability: Not available
versions of the
procedures.

Hearing Conservation Weapons Paolicy
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Organize ~

« shared (\\georgetown) (F) » Human Resources » CPG Safety Programs » -

Burn

New folder

B
= O e |

™~

Corporate HR

-~
F

MName

CPG DOT Documentatio
CPG Safety Programs

HR Database
Public

CPG Employee Handlbe

HR Forms

| CPG Safety Procedures

| Forklift Programs

| SafeStg

| Safety Training Resources
0| 2015 Satety

raining Schedule

CPG Training DDCU[‘HEIH

HR Policies

Job Descriptions
Old Public Folders

Presentations

Temporary Training Re

Videos

5 items
L

Back to the main
CPG Safety
Programs folder,
we’ll now look at
the Safety Training
Resources.

w | 4 |

I

Offline status: Online
Offline availability: Not available
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« Human Resources » CPG Safety Programs » Safety Training Resources P v Search Safety Trai.. P

Organize ~ Burn New folder =z~ 1 e

° This folder Driving Safety @Conﬁned Space Presentation ||
. EE Visibily ﬂ_"i Contractor Safety Presentation
COl’ltaIIlS Eye Safety Tips I{'}]CPG General Safety Rules
- Heat Awareness Safe J°|CPG Nail Gun Safety Video Presentation
PowerPoint I i -
. . Housekeeping and 55 @’ Electrical Safety Training
tralnlngS OIl all the Inman Specific Training Aids ﬁEmergency Procedures Presentation
. Safety Alert Training Aids Ii_'ﬂHearing Conservation Presentation
pI'OCCdllI'CS Ww¢Ee JUSt Safety Pictures ﬂ_ﬂ LOTO Presentation
Safety Training Topics 2014 ﬂ__ﬁPPE Requirements Presentation

looked at. They
are used during EE
S r—————
can be used as . '

refresher training, |-i: Notavisbie

too.

Severe Weather Awareness Training Aids Ii"L;SpiII Prevention & Emergency Response Presentation

I
|
|
|
'
|
Written Safety : Nail Gun Safety @]Hazard Communications Presentation
I
|
|
|

Supervisor's Safety Bulletins @]Tobacco Free Workplace Policy Presentation
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Organize ~ Burn

MNew folder

The sub-folders
contain helpful
information and
resources for
monthly safety
topics and other
safety 1ssues that
you may find
helpful when
training your
employees.

« Human Resources » CPG Safety Programs » Safety Training Resources P v

Driving Safety

EE Visibily

Eye Safety Tips

Heat Awareness Safety
Housekeeping and 55
Inman Specific Training Aids
MNail Gun Safety

Safety Alert Training Aids
Safety Pictures

Safety Training Topics 2014
Severe Weather Awareness Training Aids
Supervisor's Safety Bulletins

Trailer & Load Securement Training Aids

WﬂBIoodborne Pathogens Training Program

status: Online
ability: Not available

CONCEPT
PACKAGING
¥ GROUP

Search Safety Trai.. 2P

ﬂi Confined Space Presentation ||
ﬂ__ﬁCDntrac‘cor Safety Presentation

I{'}]CPG General Safety Rules

ﬂ_jch Nail Gun Safety Video Presentation
iEIectricaI Safety Training

ﬁEmergency Procedures Presentation

@]Hazard Communications Presentation

Ii_'ﬂHearing Conservation Presentation

ﬂ_ﬂ LOTO Presentation

ﬂ__ﬁPPE Requirements Presentation

Ii"L;SpiII Prevention & Emergency Response Presentation
@]Tobacco Free Workplace Policy Presentation
IﬂE}Visitor Policy Presentation
ﬂ__"L|Weapons Policy Presentation
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e

o [ soch e

Organize ~ Burn New folder = - e

SIS

- ¥ Computer » shared (\\georgetown) (F:) » Human Resources » -

| Human Resources u Name .
) Conro Back to the main
I Control
|, Corporate HR k. Comorate HR Human Resources
| CPG DOT Documentatio 9
| CPG DOT Documentation fOlder WwWC¢E 11 now lOOk
| CPG Safety Programs E I ?
= afety Programs .
| HR Database - e at the Public folder.
e
i, Public
Public
| CPG Employee Handb
o I Videos
| CPG Training Documer
| HRForms
- v oA 1T b
| Ul Daliciae
7 items Offline status: Online

Offline availability: Not available
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(= =] 25 -
&= | » Computer » shared (\\georgetown) (F;) » Human Resources » Public v Search Public P
Organize ~ Burn MNew folder = - 1 .e.

-~

| Human Resources oy Mame W ’ .
¢’ll go down the list
control @mployee Handt@ g

CPG Training Documentation Forms for Processing and highlight Certain

|

| Corporate HR

| CPG DOT Documentatio
| CPG Safety Programs
|

I

|
) areas of the Public
st g & 106 Descrptions folder. As the title
CPG Employee Handb: : ::SSEP:E;C;ZMEG States, thlS ﬁI'St fOlder
€O TN BN ) emporay Traning Records contains the CPG i

Job Descriptions

! L o Handbook.

Old Public Folders sl « T
8 items

r
C
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HR Shared Drive -- Public

$12 |

Organize ~ Burn

| Human Resources
| Control
| Corporate HR
| CPG DOT Documentatio
| CPG Safety Programs
| HR Database
| . Public
CPG Employee Handby
CPG Training Documer
HR Forms
HR Policies
Job Descriptions
Old Public Folders
8 items

-

. » Computer » shared (\\georgetown) (F) » Human Resources » Public

MNew folder

CONCEPT
PACKAGING
GROUP

¥

=] X

[ Search pudiic 9]
== 1 e

-

-

o~
MName

| CPG Emplovee Handbaook

@ Training Documentation Forms for Pro@

HR Forms
HR Policies

|
|
I Job Descriptions
i, Old Public Folders
I Presentations

|

Temporary Training Records

Remote locations can
put their training sign-
off forms here to avoid
sending emails to HR.

4 I
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3

-

@

Organize ~

| » Computer » shared (\\georgetown) (F;) » Human Resources » Public

Burn

| Human Resources

Control
Corporate HR
CPG DOT Documentatio
CPG Safety Programs
HR Database
Public
CPG Employee Handby
CPG Training Documer
HR Forms
HR Policies
Job Descriptions
Old Public Folders
8 items

-

MNew folder

4

o~
MName

| . CPG Employee Handbook

. CPG Training Documentation Forms for Processing

. HR Policies

I Job Descriptions

i, Old Public Folders
I Presentations

|

Temporary Training Records

CONCEPT
PACKAGING
GROUP

¥

-Tor 5]

= - O @

I

HR Forms 1s where
you will find the
majority of items you
need, and we’ll look at
1ts sub-folders next for
more details.

7, BT

C
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- O |

@ "'-'i‘* | . « Human Resources » Public » HR Forms v _
Here are 401k forms - 1 @

for enrollment Medical Leave (FMLA & STD)
. ’ . | Background Checks New Hire Packets

naming a beneficiary,

and making changes

to existing accounts.

| Counseling Forms
). DOT
I Drug Testing

Payroll Forms & Examples
Performance Reviews
Personal LOA

Safety Forms

Training Forms

| EAP Services (Employee Assistance Program)
| Health Care

I HR Support Desk

|

Interview Forms

Tuition Reimbursement

| Medical Clinics

status: Online
ability: Mot available
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@ ""-“i"'i | . « Human Resources » Public » HR Forms v Search HR Forms P

Background Check #- 0 @
release forms are | 401k Forms | Medical Leave (FMLA & STD)

| Background Checks | New Hire Packets
SaVGd hel‘e fOI’ yOU. tO | Counseling Forms | Payroll Forms & Examples
pI’lIlt Off for _] Ob b DOT Performance Reviews

applicants after a job
offer has been made
and accepted. This is
also where you’ll
find release forms for |sw: oniine

DOT drivers ability: Not available

EAP Services (Employee Assistance Program) Safety Forms

i
| Health Care | Training Forms
I HR Support Desk

|

Interview Forms

!
|
I Drug Testing | Personal LOA
|
!
|

Tuition Reimbursement

| Medical Clinics




CPG Monthly HR Training
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@ ""-mi"'i | . « Human Resources » Public » HR Forms »

This folder contains
counseling form
templates, as well as
completed examples
for you to review 1f
you need help with
how to appropriately
write up a counseling.
HR 1s always glad to
help you write/review
counselings.

I 401k Forms

}. Bac ecks
L Counseling Forms

b DOT

I Drug Testing

| EAP Services (Employee Assistance Program)
| Health Care

I HR Support Desk

I Interview Forms

| Medical Clinics

status: Online
ability: Mot available

CONCEPT
E’ PACKAGING
GROUP

- Search HR Forms P |

- 1 @

| Medical Leave (FMLA & STD)

| MNew Hire Packets

| Payroll Forms & Examples
| Performance Reviews

| Personal LOA

| Safety Forms

| Training Forms

| Tuition Reimbursement
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-0 X |

@ "’-')"'* | . « Human Resources » Public » HR Forms v Search HR Forms R

This folder has forms - [ @

AT | 401k Forms Medical Leave (FMLA & STD)
related to driving i

records and medical | | couwse

MNew Hire Packets

| Payroll Forms & Examples

I
i
|
DoT | Performance Reviews
exams for DOT _
I Drug Testing | Personal LOA
dI‘lVGI‘S - | EAP Services (Employee Assistance Program) | Safety Forms
| Health Care | Training Forms
I HR Support Desk I Tuition Reimbursement

| Interview Forms

| Medical Clinics

status: Online
ability: Mot available
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9

Here you’ll find the
drug testing form for
outside collections for
employees who work
off-site. This 1s also
where you’ll find the
Checklist for
Suspicious Behavior to
help guide you 1n
determining 1f an
employee may be
under the influence of
drugs or alcohol.

[

I
|
I

| . = Human Resources » Public » HR Forms

401k Forms
Background Checks
Counseling Forms
DOT

<
N_Drug Testing )

i

EAP Services (Employee Assistance Program)
Health Care

HR Support Desk

Interview Forms

Medical Clinics

status: Online

ability: Mot available

CONCEPT
E’ PACKAGING
GROUP

<45 | seahromns o1
1 e

| Medical Leave (FMLA & STD)
| New Hire Packets

| Payroll Forms & Examples

| Performance Reviews

| Personal LOA

| Safety Forms

| Training Forms

| Tuition Reimbursement
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@ ""-“i"'i | . < Human Resources » Public » HR Forms » v _
The EAP Services - 1 @

folder has all the | 401k Forms | Medical Leave (FMLA & STD)
informative ﬂyers that | Background Checks | New Hire Packets
detaﬂ the beneﬁts Of | Counseling Forms | Payroll Forms & Examples

. b DOT | Performance Reviews
thls program’ You can I Drug Testing | Personal LOA
g1ve these to @ Services (Employee Assistance Prog@l Safety Forms
employees as you | Health Care | Training Forms

I HR Support Desk I Tuition Reimbursement

become aware of the
need for them to use
these services, or you
can post them on the  |stws online
HR board at your ability: Mot available
location.

| Interview Forms

| Medical Clinics




CONCEPT
E’ PACKAGING
GROUP

CPG Monthly HR Training
HR Shared Drive -- Public

@ ""-“i"'i | . < Human Resources » Public » HR Forms v _
The Health Care folder - 1 @

has been reorganized | 401k Forms | Medical Leave (FMLA & STD)
. | Background Checks | New Hire Packets
tO help you eaSﬂy ﬁnd | Counseling Forms | Payroll Forms & Examples
plan information and j. DOT | Performance Reviews
COStS as Well as forms I Drug Testing I Personal LOA
| EAP Services (Employee Assistance Program) | Safety Forms
for plan Changesa HSA | Training Forms

accounts, wellness | HR Support Desk | Tuition Reimbursement
certifications, and SRR

supplemental plans
through Preferred status: Online
Administrators. e

| Medical Clinics
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- O |

@ "’-')"'* | . *« Human Resources » Public » HR Forms v Search HR Forms P

The HR Support I
Desk ﬂyer 1S located I 401k Forms Medical Leave (FMLA & STD)

| Background Checks MNew Hire Packets

hel’e lf yOU. need tO | Counseling Forms Payroll Forms & Examples
5 5 b DOT Performance Reviews

prlnF lt for your local I Drug Testing Personal LOA

HR lnfOI‘matlon | EAP Services (Employee Assistance Program) Safety Forms

Training Forms

| Health Care
board. oy

| HR Support Desk Tuition Reimbursement
I Interview Forms

| Medical Clinics

status: Online
ability: Mot available
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-0 X |

@ "'-'i‘* | . « Human Resources » Public » HR Forms — v _
This folder contains - 1 @

401k Forms Medical Leave (FMLA & STD)

MNew Hire Packets

the entry-level *
. . | Background Checks

production Interview

Questions.

| Counseling Forms
). DOT
I Drug Testing

Payroll Forms & Examples
Performance Reviews
Personal LOA

Safety Forms

Training Forms

| EAP Services (Employee Assistance Program)
| Health Care

| HR Support Desk

| Medical Clinics

Tuition Reimbursement

status: Online
ability: Mot available
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HR Shared Drive -- Public

@ ""-“i"'i | . « Human Resources » Public » HR Forms v Search HR Forms P
S — —
- 1 @

401k Forms | Medical Leave (FMLA & STD)

The medical clinics

folder has mapsto 2 |

vae | Background Checks | New Hire Packets
of the facilities used |
in the NAO, but what | ' °'
’

| Counseling Forms | Payroll Forms & Examples

Performance Reviews

Drug Testing | Personal LOA
may be helprI arc | EAP Services (Employee Assistance Program) | Safety Forms
. S | Health Care | Training Forms
the IIStS Of Cllnlcs I HR Support Desk I Tuition Reimbursement
used for both pre- | Inerview Forms

| Medical Clinics

employment and

post-accident for all  |«us onine
CPG locations =Bt I atanabic
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HR Shared Drive -- Public

— e
@ ""-“i"'i | . < Human Resources » Public » HR Forms » v _
This folder houses all - 1 @

the forms for FMLA | 401k Forms | Medical Leave (FMLA & STD) >
and STD medical | Background Checks | New Hije Packets

leaves. As you can
see, the forms are
sorted by leave type, so
you can print

| Counseling Forms

|
L DOT | Peglormance Reviews
|

Drug Testing rsonal LOA

HR. Forms * Medical Leave (FMLA & STD)

el

T .

everything in the o ame rent

applicable folder for S BOTH--FMLA & STD Request
Committee FMLA Only Request

completion, whether

the leave is for FMLA |- STD Only Request
only, STD only, or ability: Not available
both types of leave.
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-0 X |

: | . * Human Resources » Public » HR Forms » v Search HR Forms P
« The new hire - [ @

paperwork 1s located | | 4o0ikrorms | Medical Leave (FMLA & STD)
here_ | Background Checks New Hire Packets
1 folder

ayfoll Forms & Examples

-~

' HAGE erformance Reviews
io
| Georgia Packets erdonal LOA
I Indiana Packets
Kentucky Packets < ﬂff"@' Forms
I Mississippi Packets 'raining Farms

I Morth Carolina Packets

m

. uition Reimbursement
I South Carolina Packets

=X Business Card Order Form
X HR-14 Completing Mew Hire Paperwork
"X New Hire Information - IT Dept

-~ 4 | i

status: Online

ability: Mot available
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CONCEPT
PACKAGING
GROUP

¥

| . * Human Resources » Public » HR Forms »

The new hire

[ ]
paperwork 1s located K 401k Forims
here | Background Checks
. i folder
* You’ll also find a -

io
| Georgia Packets

detailed procedure on |
how to complete the '
paperwork correctly. |

Indiana Packets
Kentucky Packets
Mississippi Packets
Morth Carolina Packets

|1

|
-
j

Y Business Card Order Eorm

South Carolina Packets

-0 X |
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The new hire
paperwork 1s located
here.

You’ll also find a
detailed procedure on
how to complete the
paperwork correctly.

Within each State
you’ll find the
paperwork to
complete based on the
new hire’s status.

| . * Human Resources » Public » HR Forms »
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This folder houses the |, . YT

. > v earch HE Forms
list of all Pay Rates
f r h I'l 407k Forms New Hire Packets

0 ou y . Background Checks Old Public Folders
maHUfaCturlng Counseling Forms Pay Rates - All Locations
positions at all CPG bor PayrOTT O & ExXamples

. . Drug Testing Performance Reviews
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@ ""-“i"'i | . * Human Resources » Public » HR Forms »

All payroll forms have - 1 @
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@ ""-mi"'i | . « Human Resources » Public » HR Forms »

All performance
review forms are +
| Background Checks
saved here. The 60-
day review form has
2 types (Non-exempt
or Exempt), and the
Annual review form
has 3 types (Hourly,
Salary Non-Exempt, |s:us onine
and Exempt). ability: Not available
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@ ""-mi"'i | . « Human Resources » Public » HR Forms »

The form for a 30
day personal leave of | '
| Background Checks
absence can be found
here. As a reminder,
personal leave must
be for 30 days, no
more/no less, and
must be taken all at
once. status: Online

ability: Mot available
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All safety form
templates are
grouped together
here, including both
the Accident and
Near Miss reports, as
well as Safety Alerts,
Innovations, and
Best Practices forms.
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CPG policies
that most
folder = hkely need to

“X CPG Attendance Policy--Northern Operations Revised 1-1-11 X CPG Personal Days Policy 2-9-12 be referenced
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Moving down to
Presentations, here 1s
where you’ll find
PowerPoints on the
401(k) plan,
PeopleTrak, and
Preferred Admin’s
website. New
presentations are
added when the need
arises.
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The last thing to
point out in this
folder 1s the New
Employee
Orientation sub-
folder where you’ll
find all the HR
training topics for
new hires, 1f you are
responsible for those
at your location.
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