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Congratulations and welcome to our team!  We are looking forward to having a successful business partnership and want to ensure that you are given all the information you need to be successful at Hamilton-Ryker and potentially become a full-time employee of Concept Packaging Group.  To be successful, it is imperative that you READ this orientation packet in its entirety.  By signing this form, you are confirming that you have read and been informed of all policies and procedures.  Violation of any policy or procedure will result in the termination of your assignment.  

Please answer the following questions:
· Do you have your dependable transportation to/from work?

Yes
No

· Are you available to work overtime when required?


Yes
No

· Are you seeking temp to full-time work?



Yes
No
· I understand I am expected to follow ALL Safety Rules & Policies.
Yes
No

· Do you have the ability to read a tape measure?


Yes
No

· I understand that cell phones are prohibited from the production 
floor and can ONLY be kept and/or used in designated break areas.
Yes
No

· I understand that NO couples are permitted to work at CPG.

Yes
No

· I understand NO hoodies are permitted on the production floor.
Yes 
No
· List any relatives that are currently working at CPG:  ________________________________
· List the department and shift they are working:  ____________________________________

I understand that I must meet certain conditions to be eligible for employment at CPG. If you have answered NO to any of these questions please speak with a Staffing Coordinator before continuing.

Have you ever been convicted or plead guilty to a felony?



Yes
No

(If you answered YES to this question, please let a Staffing Coordinator know and list below. It will not necessarily disqualify you.)

Please explain:  _____________________________________________________________

I have thoroughly read and understand the policies and procedures in this packet and understand that any violation of any of the policies listed therein will result in termination of my assignment.
______________________________
______________________________
____________


Name





Signature




Date

Welcome to your CPG Orientation!

Congratulations!

Concept Packaging Group (CPG) is a premier company in this area and we want to do our best for them and for you.  We have chosen only those employees who we know will represent Hamilton-Ryker well and are looking for growth and advancement in their careers.

We hope you enjoy your assignment.  

Opportunity

Southland Container began operation in Inman, S.C., in March1983, with 12 employees and 20,000 square feet of manufacturing space.  The company continued to grow and add more facilities and in 1993 the decision was made to change the name of the company to Concept Packaging Group.  This gave all companies the same name and more accurately describes the focus of their business. They have evolved from primarily corrugated to a total packaging company.  They currently have two major manufacturing plants (Spartanburg, SC and Georgetown, KY) and seventeen support facilities located throughout KY, SC, NC, GA, IN and CA.  Concept Packaging Group prides itself on providing packaging solutions that involve both product and process improvements with the overall goal of reducing the total customer cost.

Concept Packaging Group will possibly select you for full-time employment. This is a great opportunity for you!  If selected for full-time employment with Concept Packaging Group you will receive a benefits package that will include medical, dental and life insurance, as well as 401(k) and educational assistance.  Candidates for full-time employment will be chosen based upon the NEED OF THE COMPANY and ATTENDANCE, PERFORMANCE AND ATTITUDE.  

Quality Policy
To be the “Supplier of Choice”, we commit to meet or exceed customer requirements and expectations through continuous improvement and innovation.
How You Get Paid
You must report to your Supervisor on your first day of work.  You will be trained by your Supervisor on how to input your time into their system and will be given assistance the first week.  Hamilton-Ryker will issue you a badge number and that number must be used when clocking in/out. 

To receive your paycheck with no complications, remember you are responsible for clocking in/out each day using the CPG computer system.  It is not the supervisor’s responsibility to clock you in and out daily.  
If you do not clock in and clock out, you will NOT get paid.  
Any payroll issues need to be brought to Hamilton-Ryker’s attention.  

Checks and Pay stubs are available every Thursday on our website at Hamilton-Ryker.com.
Concept Packaging Group Supervisors 

Specialty Supervisor:
Sheila Brock


Cell Phone:  502-316-8257

Converting Supervisor1st: Jamie Benson

Cell Phone:  502-316-8762
Department Lead:  DeShon Bartleson

Cell Phone:  502-316-8240
Warehouse Manager: Dawn Fugate


Cell Phone:  502-370-6257
Wood Supervisor:  Lee Stroman


Cell Phone:  502-370-5565
Receiving Lead: Jenny Denkins


Cell Phone:  502-316-8196
Fabrication Manager:  Chris Campbell

Cell Phone:  859-940-6774
Production Manager:  Dane Dahle


Office:
         502-370-2487
Fulfillment Manager:  Devin Caldwell

Cell Phone:  502-542-5752
Maintenance Supervisor:  Clay Wollam 

Office:
         502 570-2483


If you are not able to reach your immediate supervisor/lead, you will need to contact the Production Manager, Dane Dahle at 502-370-2487.

Please feel free to contact your supervisor or team leader if you have any problems!


Call-In Procedure

Regular attendance is essential to achieving production schedules and the correct distribution of work.  Absenteeism and/or tardiness are occasionally unavoidable.  
If you have an emergency and need to be absent or tardy during the temporary assignment, it is your responsibility to call BOTH Hamilton-Ryker and your supervisor at CPG.  You MUST provide documentation explaining the reason you were off work.  Failure to call both HR and CPG will result in the termination of your assignment.  This notification should be in advance of the affected workday, if possible.  Supervisor phone numbers are listed above. It is also your responsibility to provide Hamilton-Ryker with a copy of your written excuse.
Occurrences Allowed:

1-60 Days – 2.00 occurrences (2.25 ends assignment).

61-120  Days – An additional 1.00 occurrence (reaching 3.25 would end assignment in this timeframe).

*Pre-approved absences will count as an occurrence per CPG’s attendance policy.

Performance Evaluations 

A Performance Evaluation will be completed after 30 days.  A score of 69% or below on the evaluation will result in your assignment being terminated. CPG will start the new hire process at approximately 45 days if your score is 70% or higher. You must comply with all of CPG’s pre-hiring criteria to be hired full-time.  The criterion includes but is not limited to a pre-employment physical, a criminal background check, drug screen, etc.
Bathroom location

Bathrooms are in two areas.  The first set is located to the left of the double doors when entering the plant floor.  The second location is to the left of the Supervisors office on plant floor.
Break
The Break Room is located to your right after the employee entrance.  Once you have gone through the double doors to enter plant floor there will be a second set of double doors to your right.  After passing through those double doors, the single door directly in front of you is the break room with vending machines, microwaves and refrigerators for your convenience.  You are expected to clean up after yourself! If you choose to bring in your lunch, all containers need to be emptied from the break room daily.

NO drinks are allowed on plant floor other than water in an approved container.  
The only exception will be Gatorade when provided.

NO food or snacks are allowed at work centers or work areas at any time.

Hours

Specialty/Converting/Wood




Fabrication
1st Shift is M-F, 7 a.m. to 3:30 p.m.



1st shift is M-Th, 6 a.m. – 4:30 p.m.
**Overtime and shift times may vary according to production needs.
Cell Phone Policy

You MUST keep cell phones off the production floor.  The use of cell phones is prohibited in all production and warehouse areas.  Employees may use cell phones during designated breaks times in designated break areas.   The only cell phones to be used in the production/warehouse areas MUST be approved and issued by CPG.  
All employees observed with cell phones in areas outside the break room will be subject to terminated. 


Personal Emergency Phone Calls


While on assignment at Concept Packaging Group, personal phone calls should be directed to Hamilton-Ryker at 502-570-9675.  

Holiday

After completing 750 regular hours on assignment at CPG, Hamilton-Ryker employees are eligible for pay on the following 4 holidays:

Memorial Day

Labor Day

Thanksgiving Day

Christmas Day.

Pedestrian Forklift Safety

Workers who are not forklift operators also have a responsibility for safe forklift operation.  The following actions can be taken to make forklift operations safe for the operator and the pedestrian:

· Never try to “Beat” a forklift.
· Whenever a forklift approaches, stop and make sure the operator sees you.  Make eye contact with the driver by ensuring your eyes and the operator’s eyes meet.  For this reason, you cannot wear mirrored or tinted safety glasses.  The operator needs to be able to see your eyes.
· Look both ways before stepping into an aisle, around a corner, or through a side door and between tubs and carts.  Be sensitive to blind spots in the work area.
· Organize the workplace to keep aisles and adjacent areas clear of obstructions.  Promptly clean up spills and other hazards.  
· Do not walk under or work beneath loads on raised forks.
· Only approach a forklift that has come to a complete stop.  Approach the forklift from the side only.  Never approach directly in front or rear of the forklift.
· Maintain a safe distance (10 feet) from an operating forklift that is taking material off racks.  In the event of an unstable load or other occurrences, keep away when a forklift is loading or unloading.  
· Never be an extra rider.
· Do not allow yourself to be lifted on a pallet or fork blades.
· Just like pedestrians are required to report unsafe behavior from forklift operators, forklift operators are required to report unsafe behaviors from pedestrians.
· CPG forklifts have blue lights to indicate their direction of travel.  Be aware of the BLUE lights.

· Safety mirrors hang above each intersection. This provides a visual of on-coming traffic from all directions.
Dress Code

DO’s

· You MUST wear the assigned Personal Protective Equipment provided to you (safety glasses, ear plugs, etc.).  You may NOT alter any of the PPE provided to you.  
· You MUST dress respectable and neat. 

· You MUST follow the “fingertip” rule when wearing shorts.

· You MUST secure any hair that extends beyond your shoulders.  Ponytails exceeding the shoulder must be tucked inside the back of a shirt collar, pinned up, or worn under a hat when around machinery. 
Don’ts

· NO tank tops, muscle shirts, halter-tops or any shoulder-exposing shirts.

· NO sweatshirts or jackets with hoods (Hoodies) attached are allowed in the Plant.

· NO extremely tight or distracting clothing, nor articles bearing offensive language or pictures.

· NO torn or loose clothing around machinery.

· NO open jackets—jackets must be zipped/buttoned.

Jewelry

· NO jewelry or spacers of any kind allowed while working in the plant.

· NO rings, chains or necklaces are to be worn in the plant.  Medic ID is allowed.

· NO bracelets are not to be worn unless it is a Medic ID with a breakaway band.

General Plant Safety

· Safety glasses and earplugs must be worn by anyone walking/working in the designated production areas. 
· No hooded sweatshirts permitted on the production floor at any time.
· Puncture resistance gloves must be worn by anyone handling wooden pallets.
· Safety Audits will be conducted daily on the production floor.

Safety Instructions 
You are required to wear safety glasses and earplugs in certain areas of the building.  You will be shown where PPE is required when you start.  There is a Safety Committee member and a First Responder on each shift should have any questions.
Failure to report to work with the necessary PPE such as safety glasses and ear plugs will result in immediate termination of your assignment.

· Medium to heavy lifting is to ALWAYS be done with a partner.

· Never operate any machinery that is not properly guarded.  Notify your supervisor of any mechanical or safety hazards you encounter in your area. Do not try to correct the hazard yourself.

· Never operate machinery you are not authorized or trained to operate.

· Absolutely no horse playing or malicious mischief will be tolerated on the job site.  Termination of assignment will occur on the 1st offense.

· There is a safety person on each shift.  Please make yourself aware of this individual on your shift in case of an emergency.

· Training will be provided for the proper use of tools and procedures for a safe working environment.  It is your responsibility to govern yourself accordingly.  

Please Reference General Safety Rules Attachment Document SAF-1001

Fire/Emergency Evacuation Plan


In the event of a fire or emergency evacuation, please follow these steps:
· Take the nearest available exit and report to your designated evacuation area in a timely manner.  
· If you cannot get to your designated area safely and quickly, then report to the alternate evacuation area.  Inform the supervisor at that are of your presence so that communication and Roll Call can be established between supervisors. 
Tornado Evacuation Plan

In the event of a tornado, please proceed to the Bathrooms in the front of the building.  Inform the supervisor of your presence so that communication and Roll call can be established between Supervisors.

Power Outages

In the event of a power outage, everyone should proceed to the Design Lab located in the front of the building adjacent to the bathrooms. Flashlights and emergency lighting will be available for safety.
Hearing Conservation

Please See Hearing Conservation Program and Training Attachment Number SAF-1007.
Tobacco Policy

Please see Tobacco Policy Attachment Document SAF-1006.
Weapon Policy

Please see Weapons Policy Attachment Document - SAF-1008.

On the Job injury

If you are injured on the job, you must report the injury to your supervisor immediately.  It is also your responsibility to call Hamilton-Ryker immediately at 502-570-9675.  Hamilton-Ryker must be notified of all injuries regardless if medical treatment is needed or not.  If it is after hours you will call 859-338-9994.  

Bloodborne Pathogens

Please see Bloodborne Pathogens Procedure and Training Document - SAF-2001.
First Aid Room

The First Aid Room is located just outside of the Break Room on the Specialty side of the plant.

Hazard Communications

Please see Hazard Communications Procedure and Training - Document SAF-2002.
Confined Space 

Please see Confined Space Procedure - Document SAF-2003.
Directions to Concept Packaging Group:
Concept Packaging is located at One Quality Drive, Georgetown, KY 40324.
From I-75, take exit 125, and turn left on to US-460.  At the first light US-460 (Georgetown Bypass) turn left.  Travel approximately 2 miles to Quality Drive (4th stop light).  Take right and Concept Packaging Group is at the end of the road.  Pass the guard shack and take a left.  The employee parking is the big lot facing the front of the building.
Parking

You need to park between the lines occupying 1 space.  DO NOT park on the side of the building where you enter by the dock doors.  DO NOT enter through any of the side doors.  ALL employees should enter through the MAIN Employee Entrance (double sided glass doors) located in the middle of the front of the building).

We appreciate your hard work and dedication to working safely each day.
If you have any questions, please let us know.

Thank you for working with Hamilton-Ryker! 

502-570-9675 office

502-570-9676 fax
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