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WELCOME TO J&B STEEL, WE ARE EXCITED TO HAVE YOU ON OUR 
TEAM! 

 
J&B STEEL ERECTORS NEW HIRE PACKET 

INSTRUCTIONS 
 
 
 Please bring your Driver’s License and Social Security Card to the jobsite on your first 

day to complete the I-9 and W-4 forms.  
 
 Form I-9 and Form W-4 must be completed before any work may begin – NO 

EXCEPTIONS! 
 
 The hiring foreman must examine the required documents, either a passport (List A) or a 

driver’s license (list b) and SOCIAL SECURITY CARD (LIST C), and authorize the I-9 
form before you can begin working.  
 

 Employee must sign page 1 of Form I-9 and Foreman must sign off on page 2 of Form I-
9 after examining the required documents.   
 

 Your direct deposit information must be submitted by 12 pm Friday of your first week. 
 

 You have 72 hours from your first day to review and sign off on the policies and 
procedures.  
 

 Payday Policy 
 

o Our pay week runs Monday through Sunday 
o You will be paid the following Wednesday through direct deposit or pay card if 

you do not have a bank account 
o Your paystub will be emailed to you. The password to open your paystub is the 

last 6 digits of your social security number.  
 
 Please send a COPY of all the COMPLETED FORMS to Kim Doyle in the office ON 

THE DATE OF HIRE. 
 

                    FAX        513-870-6383  
EMAIL    kdoyle@jbsteel.com 
 
 

 NEW HIRE CAN TAKE THE POLICY BINDER HOME TO REVIEW. IT MUST BE 
RETURNED WITHIN 3 DAYS TO THE FOREMAN.  POLICIES ARE AVAILABLE 
TO VIEW ON THE J&B STEEL WEBSITE: 
 

WEBSITE ADDRESS: WWW.JBSTEEL.COM 
SELECT    “HR”      
POLICIES 
 

mailto:kdoyle@jbsteel.com
http://www.jbsteel.com/





















