My Company 

Short Service Employee (SEE) Program
· Applies to employees with less than six months service.

· An initial employee orientation is required before performing work on locations. Orientation must be conducted by the person-in-charge and shall include the following as a minimums

· Management Safety Commitment

· General Safety Rules (and obtain signature)

· General requirements for personal protective equipment

· Injury reporting and medical follow-up procedures

· Review regulatory and job skills training specific to immediate job tasks

· Required participation in safety meetings and pre-job and JSA process

· Site-specific orientation presented by Company Representative. Minimum site specific orientation shall include operations overview, emergency action plan, facility sign-in and sign-out, hazard identification and reporting, MSDS information, H2S if applicable, etc.

· Short Service Employees (SSE’s) shall be kept to a minimum on a work location at any given time.

Short Service Employee (SEE) Program Guideline
· An SSE may only work under the direct on-site supervision of a designated contractor employee who, as one of his or her duties, serves as a mentor/trainer in safety for the SSE

Please Note:

I)
An exception to the mentor/trainer requirement may be granted for non-gang related activities (e.g., welders, heavy equipment operator, truck drivers, etc.) To be eligible for an exception, the employee must have a high level of previous work experience in the same job family. 

2)
An exception may also be granted for a supervisor with a high level of previous work experience in the same job family. The exception request must be submitted in writing and approved by management. 

· The contractor person-in-charge must notify the company representative of a SSE working on My Company premises and provide documentation on the Short Service Employee Notification Form’.  Required approval must be received prior to the individual starting work.

· SSE’s must be easily identified while on our locations. This can be accomplished by using colored bard hats: reflective hat stickers or bands: vest, or any similar means. 

· Presence of an SSE will be communicated during morning HSE Meetings and noted on JSA.

Roles and Responsibilities: 

1. SSE Mentor shall be responsible for overseeing Orientation, Training and Observation of SSE during first six months of employment. Mentor will Coach and supervise work. The SSE’s safety will be of highest priority while learning the new job and unfamiliar tasks.

2.     SSE shall Consult with and listen to Mentor, and will be responsible for performing work as directed, but always has the responsibility to speak up when and if work is deemed unsafe. 

My Company 

Short Service Employee (SEE) Program 

Purpose    
The Short Service Employee (SSE program applies to employees who have less than six months service with the company or craft. The purpose of the program is to ensure that these contractor employees have an initial orientation of safety requirements prior to performing work under direct on-site supervision of a designated contractor employee who also serves as a mentor/trainer.


Program   
The “Short Service Employee (SSE) Program ”

Guideline  
outlines minimum requirements of contractor companies using employees with less than six months service with the contractor company or in their craft.. The requirements are as follows:

•
An initial employee orientation is required.

•
SSE’s shall be kept to a minimum on a work location.

•
SSE’s may only work under the direct on-site supervision of a designated contractor employee.

•
The contractor person-in-charge must provide written notification of all SSE’s working.

•
SSE’s should be easily identifiable while on work locations.

SEE

Notification      The following describes the SSE notification process:
Process
	Stage
	Description

	1.
	The contractor person-in-charge completes the top portion of the ‘Short Service Employee (SSE) Notification form’ listing any new SSE(s) on the job, signs the form, and submits to the company representative.

	2.
	If…
There are no exceptions to the SSE guideline
	Then…
The representative signs the form and the SSE(s) commence work.

	
	There are exceptions to the SSE guideline
	The company representative signs the form and forwards (via fax if necessary) to the appropriate approval level based on the exception requested.

	3.
	The Company representative retains the approved ‘SSE Notification Form’ for the work area’s files.



Documentation 
Completed ‘Short Service Employee Notification Forms’ must be Requirements 
retained in the appropriate OSHA PSM, OIMS file, or separate file folders 
                                    established for each contractor company. The form must be retained for a 
                                    period of six (6) months.
General Safety Rules
1
It is your RIGHT AND OBLIGATION to prevent or cease work for any reason if you are concerned about safety, unsafe conditions, or hazards.

2.
You must report promptly to your supervisor any injury you sustain while at work. You are also encouraged to report accident details that did not result in personal injury or property damage, but could have if the circumstances had been different, via the Near Miss Reporting Process.

3
NEVER run unless the situation is life threatening.

4
NEVER engage in scuffling practical joking, or horseplay on the job.

5.
Appropriate hearing protection MUST BE WORN in areas where signs are posted warning of excessive noise levels and in areas where equipment is being operated. Hearing protection must also be worn in posted areas that are suspected of temporary excessive noise.

6. Safety hard hats MUST be worn on company work sites at all times. 

7. Everyone MUST wear approved safety glasses at all times while on Company work sites where the potential for eye injury exists. The only exception to this is when special-purpose eye protection is used.

8.
Steel toe safety boots MUST be worn on company work sites at all times.

9.
Clothing suited to the work, the weather, and the environment must be worn

10.  Other PPE such as climbing harness for working at heights, face shield and goggles while grinding, proper gloves, etc… will be utilized as per the hazard assessment for that particular job task requires.

10.
Your supervisor or the Company person in charge MUST familiarize you with the following on your initial assignment at a work site:

a.
Emergency, fire, and escape procedures (including alarm identification).

b.
Potential for hazardous gases such as H2S.

c.
Location of survival craft (capsules or other types).

d.
Emergency, abandon platform, and man overboard alarms. (Note: Items c and d above are offshore specific.)

General Safety Rules Certification

This is to certify that I have received a copy of  the company’s General Safety Rules.  I have read the rules and understand the contents and agree to abide by these rules.  Also, I agree to visit with my supervisor and understand other applicable safety rules which apply to the specific work I will be performing on company’s job sites and premises.  I understand that by safety and the safety of others is my #1 responsibility.  I will not take action until I understand the safe way to perform the tasks assigned to me. I agree to speak up and as necessary stop any job I recognize as unsafe.

	Date:
	

	Name (print):
	

	Signature:
	

	Social Security #:
	

	Employer’s Name:
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