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	(Company)

Employee Orientation Training
Leaders Guide

Loading, Unloading,

Packaging/Assembly
Job Specific Skills Training


 Load, Unload, Packaging and Assembly Orientation

Area Specific Training - Leaders Guide
Tuesday
I. Welcome and Introductions
Time: 11:00 - 11:15

1. Welcome “new employees” to the “area specific” segment of their orientation.

2. Introduce yourself

3. Welcome from Paint Area Supervisors :

On behalf of (Company) and the Paint Areas, Welcome.  As part of (Company), you are now part of one of the most successful teams in our industry.  It is our sincere desire that each of you find this a valued and rewarding experience.

Our tasks are many, but the fundamental objective is to ensure a superior quality paint/product finish. To accomplish this, many aspects must work together.  Each process is dependent upon the next.  In other words, every step from loading to final assembly is absolutely critical to our success.  Our primary goal is to perform our part in accomplishing the Company Goal as expressed in the company handbook.

As you are probably already aware, we have three priorities at (Company), these being Safety, Quality, and Productivity.  Please note; all three are equal.

Safety has a critical importance because we understand that you are the company’s greatest asset.  This area is one with many hazards, ranging from overhead loads to chemical handling.  Work cautiously; you are needed here and at home!  If you are unsure of anything, please ask your supervisor for help, that’s what they are here for.

Quality is also a critical component of our jobs.  Although no more important than any other production process, paint is what the customer initially sees.  We strive for a Class A finish.  This is one of the many things that gives us an “edge”.  We have stringent guidelines for our coatings and expect that they are adhered to.

Finally, productivity ensures that we are maximizing our efforts to increase efficiency and profitability thereby ensuring long term stability and growth for the company.

We make every effort to follow the guidelines and principles laid out in the company handbook; we expect the same from you.  We trust that your experience with us will be fulfilling.  Once again, welcome to the team.

Paint Area Supervisors. 

4. Give outline of the material that will be covered in the “area specific” orientation.
5. Discuss “purpose of” and desired results” of the Area Specific Training.

a) The purpose of Area Specific Orientation Training is to prepare and give the new employee some basic information about his/her area of work, Area employee expectations, and some of the fundamental training of processes and equipment.

b) The “desired result” is to make the new employee feel more comfortable on the first day at work and relieve the supervisor of some of the initial training duties.

6. Have employees fill out the “Confidential Personal Information Sheet”, collect all the completed sheets and give it to their Area supervisor.

II. Overview of Areas
Time:  11:15 - 12:00 noon

1. Overview/Information of Paint Areas:

At (Company) we have 5 paint lines, with each line responsible for the painting processes of a specific group of equipment.  The 5 paint lines are 

a) ASPT (Air Seeder Paint).  Here all the components of all our air seeders and related products are painted, (except the tanks).

b) TPL (Tank Paint Line).  Here all the tanks for the air seeders are painted.

c) SEPT Powder Line.  This line handles all the sprayers, drawbars, air drills, and other miscellaneous product.

d) SEPT Liquid Line.  Is a separate line intertwined within the SEPT Powder Line which handles all the trips, shanks, and any parts which cannot be powder coated.

e) TLPT (Tillage Paint Line). This line handles all the tillage equipment such as cultivators, row crop and related products.

All these Paint Lines are Powder lines, meaning the painting process is done with a powder paint as opposed to liquid, with the exception of the SEPT Liquid Line. The reasons for using powder is that it is a lot more durable, environmentally and user friendly, and has a better finish than liquid paint.

In this Orientation package, we will look at the SEPT and TLPT lines since these are the Areas you will be working in.  Both of these lines function very similar, although they handle different product.  Each of these paint lines has 4 sections, Loading, Pretreatment/Paint, Unloading, and Packaging/Assembly.  Each section is tied closely to the others and must work together as a team.  You must know the function and the basic process in each of these sections in order for you to safely and efficiently perform the job in your section.  The “product flow” is based on a daily/weekly “build schedule” and flows through the area as demands and availability of the product dictates.  The product must also flow through the paint lines as per bundle and crates required per machine.

2. Overview and Information of the Loading Section.
The loading of the product onto the Paint line is the first step in the paint area process.  The load team is responsible for making sure that the products are hung in a safe, correct and efficient order, so as to provide good customer service to the other sections of the paint areas, as well as to other customers outside of the paint area.

The loading team has three main suppliers which we rely on to feed the paint line with quality parts that are scheduled for the painting process. These suppliers are:

a) Prep - from this area we receive production parts that are made from raw material (steel) that may have been torch-cut, sheared, saw cut, punched, bent, or machined to specific dimensions.  These parts do not require any welding before they are painted and are finished unpainted parts before being delivered to the loading section. (i.e.: bolt plates, etc.). Most of the parts made in the Prep Department however go to the Welding Department where they are used in weldments or are hung on designated racks.

b) Weld - from this area we receive completed weldments that are ready to be loaded onto the paint line for paint processing.  The order in which these weldments become available to us is determined by the “build schedule” which all areas must follow to ensure that the correct product reaches our customers on time.

c) Warehouse - from this area we receive parts that are purchased “out-of-house” (from other companies).  These are parts such as hubs, castings, valves, pumps, etc. which require paint.  The warehouse brings us our purchased parts as we require them either through a “pick-list” or the kanban system.  We’ll discuss these systems a little bit later.

The loading sequence of the different bundles, crates, etc. is coordinated by the supervisor/Line coordinator.  After the sequence has been established, the load order is given to the “line setup” employee who sets up the line, i.e., hangs the empty paint line hooks in a certain pattern on the line according to the load order.  When the paint track moves ahead at 6’ per minute, and the hook setup reaches the product to be loaded, the loaders then load the weldments, or racks on the line using an overhead hoist.  Each part must be hung in a certain way and always hung that way to ensure good pretreatment, paint jobs, etc.  Each hook and hanging device is load rated and the weight of the product must never exceed the load rating of the hook or hanging device.

Before the parts are loaded, the loader should assist in checking for missing welds, pinholes in welds, excessive rust, and make doubly sure that the correct part and the correct quantities are loaded.  Also, ensure ‘lefts‘& ‘rights’ are matched, etc.

After the product is on the line, it is the responsibility of the loaders to:

 Ensure that the parts are properly secured and won’t fall off en route.

 Plug all required holes and cap threaded parts, etc.  Most of the plugs get put in before the blast machine, but sometimes they must be put in after the blast machine or the 5 - stage wash.

3. Overview/Information of the Pretreatment/Paint Section
After the product has been loaded on the Paint Track, the track carries it through the pretreatment/paint section where a series of 8 processes take place before the product is unloaded from the track.  We will look very briefly at each process to give you an idea of what takes place.
Blast Machine
The blast machines purpose is to clean the rust, mill scale, and other contaminants off the steel.  The blast machine consists of eight wheels.  The wheels throw approximately 620 lbs of abrasive per minute to do the cleaning.  The abrasive is thrown out of the wheels at 245 ft/second which is roughly 294 kms/hr.  With the high volume of abrasive being propelled against the steel it removes the contaminants.

The abrasive is used over and over and filtered through a screen, what this screen does is it allows the abrasive to pass through it but no foreign materials such as very small parts, and steel slugs from holes that were punched in prep.  These objects can flow down the tubes to the wheels and damage the wheel.  When the abrasive has been recycled numerous times it breaks down into dust.  This dust is removed by the separator and the dust collector and the dust is disposed of daily.  The dust is highly combustible so it has to be disposed of accordingly
5 - Stage Wash   (162’ long) 
The wash consists of five different stages.  There are three different chemicals used and two fresh water rinses.

The first stage is Improclean 1300, this chemical is a degreaser.  It is very high in Alkali, it is fairly dangerous and caution is to be taken when handling.  Refer to MSDS for specifics on handling.

The second stage is a fresh water rinse.  What this stage does is it rinses off the Improclean 1300 off of the parts.  This stage has a slow drain so that there is fresh water added to the tank and water draining out at all times.

The third stage is an Iron Phosphate bath.  This is a very important stage in the wash process.  The purpose of the phosphate is to give the steel an etched surface which is what the paint bonds to.  Without the phosphate coating, paint will not bond very well and will flake off.  This may happen soon after the product leaves the plant or over time.  If the surface is not clean then phosphate will not bond to the steel.

Stage four is another fresh water rinse and is the same process as the second stage rinse stage.

Stage five is a Ultra-seal bath.  This stage is the final stage and it is to remove any phosphate or water salts from the metal surface and also provides better corrosion resistance.

*
All the chemicals need to be kept with in certain parameters:  pH, concentration level, temperature.  If they are not within parameter we will not be able to guarantee high quality paint adhesion.
Blow Off Station
This area is between the end of the wash and before the dry off oven.  The ‘Wash Operator’ uses an air wand to blow off any excess water that sits in corners or if a plug is forgotten or has popped out of a tube and it fills up with chemical.  The reason this is done is because the dry off oven will not evaporate excessive amounts of water or chemical which can cause a chemical run causing a part repaint after it is baked.  The ‘Wash Operator’ also keeps all the chemicals of the 5-stage wash within their set parameters.
Dry Off Oven
The dry off oven is set at a predetermined temperature and the purpose of it is to dry the water off the parts before they are painted.
Cool Down Tunnel
The cool down tunnel is located between the dry off oven and the paint room entrance.  The purpose of the cool down tunnel is to cool the parts, because after going through the oven they are too hot to paint.
Powder Paint Booth
The paint booth consists of 20 automatic guns and 2 manual guns the powder paint is in a fluid state by the air.  There is a pump for each gun which pushes the paint through the feed lines to each gun.  The paint is charged with a negative charge and the parts passing through the booth are grounded.  Because the parts are grounded, all the hooks and racks must remain free of paint in order to ensure a good ground. To keep the hooks and racks free of accumulating paint they are put into an oven called a Blu - Surf Oven where the paint is burned off. The oven operates at a temperature of 927(C (1700( F) and turns the paint to a dust.
Cure Oven
The cure oven is also set at a predetermined temperature and the cure ovens purpose is to cure the powder paint from a powder to a solid. The cure oven is about 340’ long and runs at a temperature of 200( C. (392(F.), and it takes about 56 minutes for the parts to run through.
Cool Down Tunnel
Is the next stage of the process.  The parts go through this stage to be cooled down so they can be unloaded as soon as they leave the tunnel and reach the unloading section.


4. Overview/Information of the Unloading Section

After the product exits from the “cool down tunnel” it can be prepared for the unloading process.  Here the painters perform a paint quality inspection on each part.  The “unloading” team now prepares all the larger items which are placed in “bundles” for unloading.  Plugs and caps must be removed and also some assembly is done on the track before the product is unloaded.  Most of the unloading is done with an overhead hoist.  The items are then placed on blocking as per “bill of materials” of each bundle and secured together with metal bands.  Some more assembly of parts and placement of decals must be done before each bundle is ready to be taken to the yard for shipping.

5. Overview/Information of the Assembly/Packaging Section
This team is responsible to unload the smaller items from the paint track that are then packaged in bags, crates, and/or assemblies.  Most of these items are hung in designated racks.  A hoist is used to unload these racks and move them. To their work stations where they are placed on stands.  These parts are then unloaded from the racks and used immediately to make the assembly, bag, and/or crate as per its “bill of material”.  If an assembly is made, it is carefully checked over to make sure that it includes all parts, and that it functions as it is designed to do.  If ‘Left’ and ‘right’ assemblies are being built, that the ‘left’ quantities correspond to the ‘right’.  The completed assemblies are then packaged into bags, if the assemblies are small; or crates, in the case of larger assemblies; along with the other require parts for that particular bag or crate.  Most bags are then further packaged into crates.  Some bags are called “shipping bags” and go directly to stock ready for shipping to (Company) customers.  Each bag and crate is double checked for accuracy using a “bag/box packing list” which is signed by the employee and inserted into the completed bag or crate.

Great emphasis is placed on quality in each of these sections as the next customer to see the product in most cases will be the Dealer and/or farmer who buys our equipment.  All employees must watch for faulty or defective parts and must get them fixed or replaced before they go to our customers.  If we do not do this, the customers who purchased our equipment will not be receiving the quality products which they paid for.  This results in an unsatisfied customer.

If a customer receives faulty parts, wrong parts, or is missing parts, (Company) usually has to pay for the correct part to be shipped to the customer, or send someone to repair it, and this can be fairly costly.  These costs cut into (Company) profits and effects everyone in the long term.

III. Area Expectations and General Information
Time: 12:30 - 1:00

1. Area Expectations
The area expectations are identical to the ‘Company’ expectations which are found in your ‘employee handbook’. If you have any questions, feel free to ask.

2. General Information
a) Give new employees a copy of their ‘area structure’ and explain their Supervisory area breakdown.

b) Give new employees a copy of the most recent evacuation regroup areas and safe zones drawing and a copy of the most recent emergency procedures.  Review documents until they are understood and have them sign off the record of training form.

c) Sickness & Phone in policy:

 If an employee is sick or is unable to make it to work for some other reason, he or she is expected to phone in and talk to his or her Supervisor.  If you are unable to reach your Supervisor, please leave a message on the voice-mail with your name, the name of your supervisor and a phone number where you can be reached.  Your supervisor will phone you back to discuss why you are unable to attend work. If your supervisor has not returned your call within an hour of you shift start, then it is your responsibility to make contact with the supervisor.

 (Company) Phone # is ???-????
 South End Paint Line ext. # ???
 South End Paint Packaging ext. # ???
 Tillage Paint Line Unload ext. # ???
 Tillage Paint Line Packaging ext. # ???
 Tillage Paint Line Load ext. # ???
IV. Product Flow and Control
Time:1:00 - 1:20
1. Production Control
The amount of product that needs to be manufactured is dictated by the Marketing Department and is related down to each area by management using the production schedule.  There are two basic methods of controlling the production through the area, the “batch” and the “kanban” system.

a) Batch System- In the batch system a predetermined quantity of units of a certain product is built, after which a predetermined quantity of units of a different product is made.  For example, 30 units of System 82 drawbars followed by 50 units of the System 95 drawbar.

b) Kanban - In this system, a certain product is manufactured on a continuous basis, making a set quantity per day or per week.

Monitoring of the production is done on the floor using Production Control Boards (PCB).  A PCB is a large white board setup in the section that communicates from supervision to the employees, and vice versa. It relates the expected quantities of what parts are required to be made on each shift for each day of the week.  It breaks down into segments of each shift, (between coffee breaks, etc.)  The quantities required to be made.  After each segment the employee’s record on the PCB the actual quantities achieved during that segment, with running totals recorded at the end of each shift.  In this way, it can be quickly and easily determined if production is on schedule and if any problems are encountered. Hand out copies of the PCB sample sheet and explain all its components and how to use the board.

2. Review Standard Operating Procedures
Kanban
Complete Record of Training form and have each trainee initial their training. Give the completed form to the secretary after the training session for data entry.

V. Tour of Areas
Time: 1:20 - 2:30
1. Give a tour of the SEPT and/or TLPT areas, depending on where the new employees will work.  If you have employees from both paint lines, take the whole group on a tour of both paint lines. .Show, and explain if applicable each of the following:

 Area Supervisor and FLS offices

 Area Product Flow

 First Aid Stations

 Safety Showers

 Eye Wash Stations

 MSDS Binder Locations

 Employee Washrooms

 Employee Telephones

 Vending Machines

 Lunch and Coffee Areas

 Evacuation Regroup Areas

 Resource Locations (hook ratings, procedures, process instructions, etc.)

 Tour Setup Department and show completed products.


VI. Procedure Training 
Time: 2:45 - 4:00

1.          Location training Room

a) Back/Lifting Procedure
 Read through the “Back/Lifting Procedure”  with the trainees and make sure that everybody understands.

 Have trainees initial the Record of Training form and give the completed form to the secretary for data entry after the training session.

b) Hand Tool Procedure
 Read through the “Hand Tool Procedure”  with the trainees and make sure that everybody understands.

 Have trainees initial the Record of Training form and give the completed form to the secretary for data entry after the training session.

c) Air Equipment Procedure
 Read through the “Air Equipment Procedure” with the trainees and make sure that everybody understands.

 Have trainees initial the Record of Training form and give the completed form to the secretary for data entry after the training session.

d) Electrical Equipment Procedure
 Read through the “Electrical Equipment Procedure” with the trainees and make sure that everybody understands.

 Have trainees initial the Record of Training form and give the completed form to the secretary for data entry after the training session.

e) Safety Limits Procedures 

 If you have new employees from both paint lines at your training session, divide them into individual groups for each paint line.

 Give the employees a copy of the Safety Limits Weight and Sizes Procedure.

 Give the employees a copy of the  Safety Limits - Weights and Sizes Procedure.

Note:  You must train these sessions separately to avoid confusing them.

 Have trainee’s initial Record of Training form, and give the completed form to the secretary for data entry after the training session.


WEDNESDAY

VII. Specific Skills Training 

Location:  Training room or area with easy access to the floor.
1. Specific Skill

a) Hardware ID guide
Time: 8:00 - 8:45
 Give each employee a copy of the “Hardware ID guide” Procedure, plus copies of supplement pages.

 Trainees return the procedure copies to the trainer.

 Read through the procedure with them, showing samples of each and explaining until they understand.

 Have trainee’s initial Record of Training form, and give the completed form to the secretary for data entry after the training session.

b) Paint Line General Assembly
Time:8:45 - 9:05

 Give each trainee a copy of the Paint Line General Assembly Procedure.  Copies should be returned at the end of the training session.

 Read through the procedure with them and show them samples of Garmax and tension bushings.  Explain until they understand.

 Have trainees initial the Record of Training form and give the completed form to the secretary for data entry after the training session.

c) Basic Computer (Manman) Training
Time: 9:05 - 10:00
 Give each trainee a copy of the Basic Computer (Manman) procedure.  Read through the procedure with the trainees and ensure that everyone understands. Copies of the procedure are returned to the trainer.

 Fill out a Record of Training form and get each trainee to initial it.  Give the completed form to the secretary for data entry after the training session.

 Cover the hands-on training by having each employee move from screen to screen, print out a “bill of material” and a label.

d) Air Bander Training
Time: 10:15 - 11:10
 Give each trainee a copy of the Air Bander Procedure.  Read through the procedure with them and have an Air Bander, a banding clip, a short piece of banding on hand as a visual aid.

 Copies of the procedures are returned to the trainer.

 Fill out a Record of Training form and get each trainee to initial it.  Give the completed form to the secretary for data entry after the training session.

 Take the group to the floor and do hands on training by having them band some crates.  You may have to arrange to have some crates put aside for this purpose.

e) Small Hydraulic Press
Time: 11:10 - 12:00 noon
 Give each trainee a copy of the Small Hydraulic Press Procedure.  Reach through the procedure with them and ensure that everyone understands.

 Copies of the procedure are returned to the trainer.

 Fill out a Record of Training form and get each trainee to initial it.  Give the completed form to the secretary for data entry after the training session.

 Take the group to the small hydraulic press and have them press a few Garmax Bushings into some parts.  (You should prearrange this).

f) Pneumatic Nailer Training
Time: 12:30 - 1:30

 Give each trainee a copy of the Pneumatic Nailer Procedure.  Read through the procedure with them and ensure that they understand.  Have a pneumatic nailer as a visual aid when going through the procedure.

 Fill out a Record of Training form and get each trainee to initial it.  Give the completed form to the secretary for data entry after the training session.

 Take the group to the floor and have each one nail together a pre-fabricated crate.  (You should prearrange this with the supervisor ahead of time.)

g) Grinding Training
Time: 1:30 - 2:30
 Give each trainee a copy of each of the following procedures.

 Electric Angle Grinder 
 Pneumatic Die Grinder
 Bench and Pedestal Grinder 
 Have a die grinder and an angle grinder on hand as visual aid.

 Read through each procedure with them and ensure that they all understand.

 Fill out a Record of Training form and get each trainee to initial it.  Give the completed form to the secretary for data entry after the training session.

 Have each Trainee operate the angle grinder.  (Maybe grind some scrap steel).

 Have each trainee operate the die grinder.  Maybe polish a bushing seat, preparing it for a Garmax Bushing.

    h).     Overhead Hoist Practical Training
Time: 2:45 - 3:15

 Take the group to an overhead hoist and have each one move a variety of objects so they become familiar with its operation.

 Ensure that each trainee follows all the procedures in the Overhead hoist procedure.

VIII. End of New Employee Orientation Training
Time: 3:15 - 4:00
1. Inform Trainees that their New Employee Orientation Training is complete and that any further training will be taken care of by their supervisor and through a lot of hands on training on the floor.

2. Give each Trainee an “Employee Reaction” form and have them complete it and return it to the trainer.

3. Trainer must complete a “Post Evaluation” form on each trainee and give it to the trainee’s supervisor.

4. Trainees are then escorted to their supervisor.

�
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