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CORNER BROOK

Pulp and Paper Limited

Date:

February 20, 2006

To:

CBPP Contractors

From:

P. Tompkins

Subject:
Woodlands Operations Hiring Procedures
In past years contractors have hired employees without following formal hiring procedures and without considering the long term effect of their employment on CBPP.  

Attached are the Woodlands Hiring Standards and Hiring Procedures and a copy of the forms that are required to be completed prior to any employee being hired by any of our contractors. This information is essential in maintaining an updated employee list and the appropriate training requirements of all CBPP employees. The attached forms must be completed and forwarded to the Operations Superintendent for all new employees and employees hired recently without appropriate documentation. 

Woodlands Manager








CORNER BROOK PULP AND PAPER LIMITED


WOODLANDS OPERATIONS HIRING PROCEDURES 

HIRING STANDARDS
The minimum hiring standard for prospective candidates for Corner Brook Pulp and Paper Limited Woodlands Operations will be as follows:

All prospective candidates will have successfully completed high school or equivalent diploma and must complete a medical evaluation that includes 
 
1. Vision Examination

2.  Hearing Test (Audiogram)

 
3.  General Physical Examination 

Production Employees - Equipment Operators
-
Must possess all required licences related to the position being filled including, but not limited to, a Class 8 (Traction Engine Endorsement)

Certified Trades
-
Must possess a valid Inter-Provincial Journeyman’s Certificate or Technology Diploma from an approved Community College

With respect to all standards mentioned above, the Company has the right to approve for hire prospective employees who do not meet the Minimum Standards.  However, such employees must, in the opinion of the Company, have equivalent training, education, or experience.

HIRING PROCEDURES
Contractors wishing to hire new employees must comply with the following procedures:

- 
Prospective candidates must complete a standard CBPP job application for review by the Contractor and Operations Superintendent to determine eligibility for interviews.

-
Selected candidates will be interviewed and approved for hire by the Contractor and Operations      Superintendent, on the condition that the candidate passes the medical evaluation.

-
The successful candidate will be hired and a Hiring Engagement, including a copy of the Job Application forms, will be forwarded to CBPP Human Resources and the appropriate Operations Superintendent, who will ensure the information is entered into the Woodlands Employee Training Database. 

- 
The successful candidate will then be orientated to the CBPP Woodlands Safe Practise Manual and Company Policies and Procedures.

- 
The employees work performance will be evaluated by the Contractor in conjunction with the Operations Superintendent for a 30-day probationary period.  During the period of probation, any employee who proves unsatisfactory will be released from employment.

 
    General Operations Superintendent


      Human Resources Supervisor - Woodlands      


Woodlands Manager
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	CORNER BROOK PULP AND PAPER LIMITED

P.O. Box 2001, Corner Brook, Newfoundland, Canada, A2H 6J4

Telephone No. 709-637-3404       Facsimile No. 709-637-3132



	Woodlands
Hiring Engagement

	Full Name:
	

	SIN:
	
	MCP:
	

	Date of Birth:
	
	Driver’s License No:
	

	Address:
	
	License Class:
	

	Street

Apartment or 

P.O. Box No:

City:

Postal Code:
	
	Payroll No:
	

	
	
	Date of Interview:
	

	
	
	Position (Job Title):
	

	
	
	Date Required 

for Work:
	

	Telephone No:
	
	Contractor:
	Union              FORMCHECKBOX 

Non-Union      FORMCHECKBOX 
(

	Next of Kin:

Telephone No:
	
	
	

	APPROVED FOR HIRE:  (To be completed for new employees only)

Contractor                                                                                   Date


Operations Superintendent/H.R. Supervisor                            Date

	Training History/Additional Job Qualifications - (Include any special licenses, courses, etc.)

      COURSES/CERTIFICATES                                   SCHOOL                                   DATE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Attach extra sheet if required



Copies to:  
H.R. Dept. 

Revised Feb./06







Operations Superintendent 
