@CarWashB@ @ PAU HANA

Expre. Express

ADMIN Orientation and Indoctrination Checklist Rev. August 2021
Employee Name: Date of Hire:

Location: Position:

Administration/ Hiring Paperwork: INITIAL DATE

1. Pre-Employment Checklist completed

. Employee Information Sheet (Employee reference/ note sheet)

. New Employee Information Form (Blue Section completed by employee)

. 1-9 Form (ID's verified & Section 2 completed by HR)

. HW-4 State Tax Forms

. 8850 Form - Pre-screening for Work Opportunity Tax Credit

. Individual Characteristics Form - Work Opportunity Tax Credit
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5. W-4 Federal Tax Forms
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. Direct Deposit Form (Completed with voided check or letter from bank)

10. Payday schedule explained (biweekly)

11. Wage and Hours Rules Form (for non-exempt employees)

12. EEO Govermnmental Recordkeeping Survey

Benefits *Medical, Dental, 401K, Etc.: INITIAL DATE
1. HC-5 Form

(only if medical coverage is waived or working for more than 1 employer)

2. Kaiser Enroliment Form (provide benefits package)

. HDS Enrollment Form (provide benefits summary)

. 401K Enrollment Form (company matches up to 4%)

. Explain Workers Comp / TDI

. Employee Education Benefit

. Employee Referal Program
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. Employee Emerald Wash Club Membership




Car Wash/ C-Store Uniforms Issued/ Instructions: INITIAL DATE

1. Name Tag

2. Car Wash or C-Store Polos: sizegiven __ amount given
3. Car Wash or C-Store Windbreaker: size given

4. Car Wash or C-Store Hat/ Visor: item given

5. Belt: size given

6. Safety Glasses

7. Face Shield

8. Non-Slip/ Slip Resistant Shoes (Shoe Program or purchase on own)

9. Pants (Khaki pants/ shorts - no higher than 2 to 3 in. above knee, to purchase on own)

Uniforms & Proper Attire:

» Name tag worn every day, directly on opposite side of company logo  « Slip/Qil resistance shoes shall be worn at all times

« Shirts will be wrinkle-free & tucked in at the waistline at all times » Aclean, fresh uniform will be worn each day

» Windbreaker worn only during cool inclement weather « Ball caps/visors will be worn with bill facing forward
* Belts worn at all times to ensure trousers do not sag » PPE used when working in designated work area
Employee Signature Date

Admin Signature Date

Director of Safety & Training/ Senior Manager Date

Instructions: Each employee hired or re-hired by Price Enterprises, Inc. will go through a complete indoctrination and orientation of company policies
and procedures prior to being assigned to the work schedule. It is the responsibility of the Administrative office, Director of Safety & Training, and/or
Senior Management to ensure each item listed is completed by the person conducting each Indoctrination Orientation. This form will be filed in
employee's training record upon completion.





