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1.0 Purpose

1.1 The purpose of this procedure is to provide a detailed set of instructions for all CPG locations and contracted Staffing Agencies on how and when temporary employees will be trained on the SafeStart training series.


2.0 Scope

2.1 The scope of this procedure encompasses the SafeStart training requirements for all temporary employees reporting to work at any CPG location.  It details the type of SafeStart training they will receive, when they will receive it, and who is responsible for providing their training.



3.0 
Procedure

3.1 All staffing agencies that provide temporary employees to a CPG facility will sign the “CPG Staffing Agency Expectation Policy” that was revised in January 2015 (version 2).  The new version of this policy reflects the need for the agency’s CPG Account Representative to be trained on the SafeStart program, as detailed in the next procedure step 3.2.  The only change to this Policy is on page 2 in section II-a-iv where the first point has been added.  See the picture below for details of this change.

 (
Point 1 under Section II-a-iv has been added.
)


3.2 The staffing agency’s CPG Account Representative will be trained on the full SafeStart program (which is comprised of 5 modules) to better prepare them for training and discussing it with the agency’s employees prior to them reporting to work at CPG.  This training is to be conducted by a CPG employee that has been certified as a SafeStart Trainer.











3.3 The staffing agency’s CPG Account Representative will train their employees on SafeStart as part of the orientation training requirements prior to their employees reporting to an assignment at a CPG location.  There are two tools to use for the SafeStart training:


3.3.1 A 10-minute video that provides an overview of the SafeStart program, which can be viewed on YouTube at https://www.youtube.com/watch?v=ZiykAW_jH7Q (see image below)

 (
Click here to access the 10-minute video at www.safestart.com
)


3.3.2 A SafeStart summary handout that will provide a visual reminder of the video overview (see below)



3.4 The staffing agency and CPG will begin using the updated version of form QSP6-04 Temp EE Orientation Training Requirements, which has been changed on page 2 to reflect this new training requirement as shown below.

 (
Added training requirement for Staffing Agencies
) (
Change specifies when full SafeStart training must be completed
)


3.5 Once a temporary employee has completed six (6) months of their CPG assignment, they will be trained on the full SafeStart Training Program by a CPG employee who is a certified SafeStart Trainer (as reflected in the training form above).  If it helps with scheduling, trainers may choose to train temporary employees that have completed either 5 or 6 months of an assignment at one time.  This will eliminate the need to schedule SafeStart training every month and they could choose instead to offer the training bi-monthly.  However, scheduling the SafeStart training is at the discretion of the trainer at each CPG location.











4.0 Responsibility

4.1 CPG’s Human Resource department will be responsible for providing the following items to all Staffing Agencies:
4.1.1 This work instruction (HR-11)
4.1.2 The CPG Staffing Agency Expectation Policy (version 2), ensuring it is promptly signed and returned
4.1.3 Form QSP6-04 Temp EE Orientation Training Requirements (version AB)
4.1.4 The SafeStart summary handout as discussed in section 3.3.2 above

4.2 Each Staffing Agency’s CPG Account Representative will be responsible for the following:
4.2.1 Review this work instruction (HR-11)
4.2.2 Review, sign, and promptly return the CPG Staffing Agency Expectation Policy (version 2)
4.2.3 Coordinate their training on the complete SafeStart program with a CPG employee that is a certified SafeStart trainer 
4.2.4 Include SafeStart training as outlined in Section 3.3 (video and handout) as part of their employee orientation, and begin using the updated Form QSP6-04 Temp EE Orientation Training Requirements

4.3 Certified SafeStart Trainers at each CPG location will be responsible for the following:
4.3.1 Train each Agency’s CPG Account Representative on the full SafeStart Training Program
4.3.2 Train temporary employees on the full SafeStart Training Program as outlined in Section 3.5
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Procedure and Training

“This formis to be used for orientation for temporary employess.

All Safety Training Requiremerts are to be completed prior

All Quality Training Requirements for termporary employess,

o the employee starting to work._Refer to Section #1 of this form.

if assigned to a position that lasts longer than 2 weeks and n a key postion i e, Press Operator,
isto be completed within 2weeks of the temporary employee start date. Refer to Section #2 of this form and to QSPS for additional information.

Hire/start Date:

Employee:

Date
{MM/DD/YY)

Topic

Trainee

Trainer

Section #1 continued

SAF-2003 Confined Space Procedure

Safe Start Overview (Videa and Handout)

SAF-3001 Pawered Industrial Truck Program
(only for employees who will be driving a
forkiift as part of job responsibilities) (M ust be
campleted by authorized CPG personnel)

SAF-3003 Glad Hand Lock Procedure (anly
for forkift drivers) (Must be completed by
authorized CPG personnel)

QSPB-02 Forkift Inspection Checkiist (anly
for forkift drivers) (Must be completed by
authorized CPG personnel)

Verify current certification status for forkit
drivers. (Must be completed by autharized
CPG persannel)

SAF-3004 Control of Hazardous Energy
(Lockout / Tagout) Procedure and
training(Must be completed by authorized
CPG persannel)

15sue employee lock outlock (F applicable)
(Must be completed by authorized CPG
personnel)

Electrical Safety Tips
(Must be completed by authorized CPG
personnel)

Safe Start— Modules 1 -5
(Must be completed by authorized CPG
personnel - within 6 months of assignment
start)
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The purpose of this procedure is to provide a detailed set of instructions for all CPG locations and contracted Staffing
Agencics on how and when temporary employees will be trained on the SafsStart training serics.

The scope of this procedurc encompasses the SafsStart training requirements for all temporary employees reporting to work
at any CPG location. It details the type of SafsStart training they will reccive, when they will receive it, and who is
responsible for providing their training.
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Il. Pre-Assignment to CPG Requirements
a) The selected Staffing agency shall agree to perform the following for all applicants placed
at CPG

i

ii)

i)

PAGE 2 OF 5

Applicant Pool
(1) Based upon the needs of the CPG facility they are staffing for, maintain an
applicant pool of applicants ready at any given time for placement at CPG. For
example in G-town that requirement is for 6-10 persons who have met all the
screening requirements and are ready for assignment
Screening requirements
(1) Reference Checks—thorough ones must be conducted
(2) Criminal background check—any felonies or misdemeanors must be reviewed
with CPG to move forward in the process
(3) CPG 10-panel drug test—SAP 10-50 S/DPI/NIT is the specific DOT name of the
test. The agency can utilize CPG’s MRO if they wish as long as they set up the
billing process
(4) CPG Light Industrial Assessment Test—anyone placed at CPG must score a
75% or higher score on the test. Calculators may be used
(a) In the Gtown location ONLY, Short-term temporary assignments applicants
must score a 60% or higher for placement
(b) In the Gtown location ONLY, Temp-to-hire assignments applicants in the
Converting department must score a combined 75% or higher score on the
Math and Measurement sections for placement
Touring requirements
(1) Staffing partner must conduct plant tours of the respective CPG location. These
must be conducted during the hottest part of the day to demonstrate a realistic
representation of the job
(2) The tour must consist of all the jobs that the agency may be trying to fill. They are
responsible for showing all those positions during the tour. Once back at their
office they then show the employees the CPG openings and try and match the
employee’s background and interest up to our open position.
Training Requirements
(1) The staffing agency’s CPG account representative is required to complete the
Safe Start Training Program, which is comprised of 5 modules. This training is to
be conducted by a CPG employee that has been certified as a Safe Start Trainer.
(2) Prior to assigning the applicant to CPG the agency shall cover the CPG
Temporary Orientation packet with them.
(3) The Staffing agency shall cover all CPG Orientation Training Requirements with
the applicant prior to sending them to CPG. They are responsible for ensuring
that the applicant reports to work with their training record in hand.
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3.0 Procedure

3.1 All staffing agencies with a relationship with a CPG location will sign the updated version of the “CPG Staffing Agency
Expectation Policy” that was revised in January 2015. The new version of this policy reflects the need for training the
agency’s Account Representative on the Safe Start program, as detailed in step 3.2 below. The only change to this Policy is on
page 2 in section II) a) iy) where the first point has been added. See the picture below for details of this change.

3.2 CPG requires that the staffing agency’s CPG Account Representative will be trained on the full Safe Start program (which is
comprised of 5 modules) to better prepare them for training and discussing it with the agency’s employees prior to reporting to
work at CPG. This training is to be conducted by a CPG employee that has been certified as a Safe Start Trainer.
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The best way to learn about SafeStart is at one
of our workshops or events, but you will also find R
extensive information and the latest Beyond Comp"ance SafeStart 3-Day Certification Workshop -

ite. Honolulu, HI
developments throughout the website Watch this 3-minute movie explaining the need to :
February 17, 2015

address human factors to achieve and sustain

zero injuries. SafeStart 2-Day Evaluation Workshop -
Honolulu, HI
February 17, 2015

February 10, 2015 3.2 The staffing agency’s CPG Account Representative will be trained on the full SafeStart program (which is comprised of 5

modules) to better prepare them for training and discussing it with the agency’s employees prior to reporting to work at CPG.
This training is to be conducted by a CPG employee that has been certified as a SafeStart Trainer.

3.3 The staffing agency’s CPG Account Representative will train their employees on SafeStart as part of the orientation training
requirements prior to their employee reporting to an assignment at a CPG location. There are two tools to use for the SafeStart
training:

33.1.1 A 10-minute video that provides an overview of the SafeStart program, which can be viewed from the
SafeStart website at www.safestart.com

Recent News

What Happens When a Snowmobiler
Begins Drifting—and Drifting to Sleep?
January 16, 2015

SafeStart Introduction Live Webinar -
February 18, 2015
February 18, 2015

2015 Safety Resolutions 33.12
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