
 

  

 
NEW HIRE PACKAGE 

 
Welcome to the Savanna Well Servicing team! In this package you will find important information about your pay 
and benefits as well as information about what you will need while working on a Savanna Well Servicing rig. Please 
read through the package carefully and complete all of the forms. 

 
Before you get started, please review our corporate policies which can be found at: 
https://www.savannaenergy.com/canada-well-servicing/ 

 
Or scan the QR code below to go to our new hire portal website. 
 

 
 

If you have not already done so, please provide a copy (picture/scan) of the following: a void cheque or direct 
deposit form, all of your valid safety tickets (e.g. H2S Alive, standard first aid, etc.), 5-year commercial driver’s 
abstract, and driver’s license (front and back). You may include this with your new hire package or provide to 
your Crew Coordinator. 

 
We look forward to working with you! 

 
Enclosed you will find the following documents that you may keep with you (these are also available on our new 
hire portal). 

 Current Payroll Calendar 
 General Holiday Calendar 
 Workwear Checklist and Guide 

 
 

 

For Rig Managers and Drillers/Operators, please make sure to provide the following information in your 
new hire package or to your Crew Coordinator: 

 
1. Vehicle Registration Information 
2. Vehicle Insurance Information 

 

IMPORTANT INFORMATION FOR “RIG MANAGERS & DRILLERS/OPERATORS” 



 

  
 
Once you have started working on a rig, here’s what you can expect to receive from Savanna via e-mail within 
the next few weeks, please make sure to check your e-mails and junk folder! 

 

 

Savanna’s payroll provider is ADP Workforce now. After your first day of work, you will receive an e-mail within 
your first month from Savanna containing instructions on how you can register online so that you can view your 
electronic pay statements. 

 

 

Eligible employees are covered under the group benefits plan on their first day of work (on a rig). Savanna’s 
group benefits carrier is Industrial Alliance Financial Group. For those covered by this plan, you can register with 
Industrial Alliance (“iA”) online to obtain an electronic copy of your benefits card and submit online claims. More 
information on how you can register online with iA will be given once you have started work at Savanna. This 
information will be sent to you via e-mail. 

 

 

Savanna offers all eligible employees the option of joining the company’s Employee Stock Savings Plan. Employees 
are eligible to participate after completing 3-months of continuous service at Savanna. Your participation 
in the plan is optional. Once you are eligible to participate, you will make contributions into an individual RRSP 
account. The company will make matching contributions in the form of Company shares into an individual 
Employee Stock Plan (ESP) account. These are investment accounts for the benefit of each member. 
 

Personal Protective Equipment – Safety Boots & Prescription Safety Glasses 
 
Savanna is committed to the health and safety of all employees. This includes ensuring workers have the appropriate 
personal protective equipment (PPE) while on site. 
 
Safety Boots Program – Mark’s  
 
Savanna offers a safety boots program in partnership with Mark’s to provide eligible employees with approved work 
footwear. 

 Footwear must meet the minimum standard of CSA-approved CTCP 8” safety boots.  
 Employees can request a pre-paid, single-use voucher through their Crew Coordinator 
 The voucher can be used at any Mark’s location across Canada.  
 Current voucher value: $250 plus applicable taxes. 

 
Prescription Safety Glasses – Eyesafe 
 
Savanna also provides access to CSA-approved prescription safety eyewear through Eyesafe. 

 This program is coordinated through Savanna’s Benefits team. 
 Employees can request participation by contacting: benefits@savannaenergy.com  
 Current maximum value: $200 

 
Eligibility & Program Guidelines 

 Individuals must be actively employed at Savanna to participate.  
 Participation in each program is limited to once every 12 months.  
 Employees who leave Savanna (voluntarily or involuntarily) within 6 months of using a safety boots voucher 

or obtains prescription safety glasses will have the associated costs deducted from their final pay.

Payroll Provider – ADP Workforce Now 

Benefits Provider – Industrial Alliance 

Employee Stock Savings Plan – Sun Life 
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Employee Legal Name       ☐ New Hire 

Position       ☐ Referral 

Location       ☐ Rehire 
HR / Payroll / Benefits Documents Check Box 

General Information Form (preferably NOT handwritten)  
Recruitment Form  
Your Three Rights as a Worker Acknowledgement Form  
Incident Reporting Requirements Acknowledgement Form  
Energy Safety Canada Connect Access Permission Form  
Signed Offer of Employment Letter  
Direct Deposit Application Form & Direct Deposit Form from Banking Institution  
Payroll Deduction Authorization Form  
Personal Tax Credit Return – TD1 Federal  
Personal Tax Credit Return – TD1 Provincial (AB Only)  
TD4 Memo & TD4 Letter of Responsibility  
Declaration of Exemption – TD4  
Determination of Exemption – TD1-IN **Please include a copy of Status Card (if applicable)  
Self-Identification Questionnaire (optional)  
Group Benefits Application Form (Industrial Alliance)  
Confidentiality Disclosure  
Employee Policy Acknowledgement  
Prevention of Workplace Harassment & Violence Policy Highlights  
Alcohol and Drug Policy Acknowledgement including Policy Highlights  
Safety Boots Program Voucher Issued  
Employee Stock Savings Plan Enrollment Form (SunLife - Optional)  
Employee Referral Form (if Applicable)  

CAOEC or Internal Competency Book Given to the Employee 
Greenhand         Date Issued           Copy of Energy Safety 

Canada (or Enform) 
Competency 

certificate(s) given to 
Crew Coordinator  

(if applicable) 

 
Floorhand          Date Issued           

Derrickhand       Date Issued             

Operator            Date Issued           

Copies of Safety Training Certificates (1 Per Page) [Example: H2S, First Aid, CSO, etc]  

Fire Extinguisher Exam & Certificate  

Hazard Recognition Online Certificate  
 

Proof of Completion (To be filled out by Orientation Facilitator) 

Date Completed       

Facilitator Name       

Facilitator Signature  

 









 
 

Your Three Rights as a Worker 
Savanna One means we stop, speak up, and support each other. That starts with knowing your rights. 

At Savanna Well Servicing, we believe that every worker plays a critical role in creating and maintaining a safe work 
environment.  Under Alberta’s Occupational Health and Safety laws – and as part of the Savanna One Standard – 
you are not just allowed, but expected, to be actively involved in protecting your health and safety and that of 
those around you.  Here’s what that means: 

 

1. Right to Know 
You have the right to be informed about all hazards related to your job.  Before you do any task, 
you must understand what could go wrong and how to protect yourself.  We will provide you with 
the training, tools, and procedures you need.  If you’re unsure – ask. 

 
 

 
2. Right to Participate 
You have the right – and the responsibility – to take part in health and safety decisions.  This 
includes reporting hazards, taking part in safety meetings, inspections, and speaking with your 
Safety Rep.  At Savanna, we’re building a culture where everyone contributes, not just supervisors 
or safety personnel. 

 
 

 
3. Right to Refuse Unsafe Work 
You have the right to say “STOP” if you believe work is dangerous to you or others.  If something 
doesn’t feel right or safe, DO NOT PROCEED.  Tell your supervisor immediately.  We will follow a 
step-by-step process to review and resolve the issue.  You will never be punished for refusing 
unsafe work if the process is followed properly. 

 
Savanna One is Our Standard 
 
The Savanna One Standard means we plan, communicate, and act as one team.  That includes: 

 Stopping when things don’t feel right 
 Speaking up without fear 
 Supporting each other to work safely, every time 

 
These aren’t just rights – they’re part of our identity. 
Know them.  Use them.  Expect them from others. 

 

Initial the adjacent box to confirm you understand your rights and commit to speaking up 
and using them when necessary. 



 

Incident Reporting Requirements 
Savanna One Means we stop, speak up, and support each other. 

As part of this, you have the Right to Participate, which means taking an active role in keeping the 
workplace safe. This includes reporting any incidents that happen while at work. 
 
What is an incident? 
An incident is any unplanned event that did happen, or could have happened, including: 

 Injuries or illnesses (even minor ones)  
 Near misses (something that could have caused harm but didn’t)  
 Unsafe conditions or hazards  
 Equipment damage  

 
What you need to do: 
If you are involved in or see an incident, you must: 

 
1. Report it right away to your Supervisor (e.g. Rig Manager, Operator)  
2. Get medical attention if needed  
3. Share accurate details about what happened  
4. Help with any follow-up or investigation if asked  
 
 
 

If you are unsure about reporting to your Supervisor, or are not comfortable doing so, you can also report 
the incident to Savanna HSE or Operations Team. 
 
Why reporting is important: 
Reporting incidents helps us: 

 Make sure the proper care and support is provided, where needed  
 Fix hazards before someone gets hurt  
 Prevent similar incidents in the future  
 Meet safety and legal requirements  

 
If you don’t report an incident: 
Not reporting can:  

 Delay medical treatment  
 Place yourself and others at risk  
 Lead to disciplinary action  

 
Not sure if it’s an incident? 
Report it anyway. It’s always better to be safe and let your Supervisor decide. 
 

(Initial This Box) 
You acknowledge that you have read and understand the Incident Reporting 
Requirements. You further understand your responsibility to report all incidents to 
your Supervisor or Manager. 
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November 24, 2025  

Acknowledgment of 
Corporate Policies 

 ALL EMPLOYEES (CANADA)  
 

This acknowledgment pertains to the following corporate policies of Total Energy Services Inc. that 
are applicable to its employees and those of its Canadian subsidiaries, Savanna Drilling Corp., 
Savanna Well Servicing Inc., Total Oilfield Rentals Ltd., Opsco Process Corp., and Bidell Gas 
Compression Ltd. 

 
I acknowledge receipt of the following corporate policies: 

☒ Code of Business Conduct (Dated March 7, 2024) 

☒ Alcohol and Drug Policy (Dated August 1, 2025) 

☒ Disclosure Policies and Procedures (Dated March 9, 2023) 

☒ Information Technology Use Policy (Dated November 30, 2023) 

☒ Benefits Eligibility (Dated November 15, 2024) 

☒ HSE Policy (Dated January 1, 2024) 

☒ Prevention of Workplace Harassment and Violence Policy (Dated August 1, 2025) 

☒ Anti-Bribery and Corruption Policy (Dated March 2023) 

☒ Whistleblower Policy (Dated March 7, 2024) 

☒ Social Media Policy (Dated November 2025) 

☒ Savanna Company Provided Accommodation Policy – Field Only (Dated 2016) 

 
I understand that it is my responsibility to (1) read the above policies; (2) seek answers to any 
part of any policy I do not understand and (3) comply with these policies. I understand that a 
failure to comply with any of these policies could result in disciplinary action up to and including 
termination of employment. By signing this acknowledgment, I confirm that I have read and 
understand the contents, requirements, and expectations of the policies and agree to comply with 
same as a condition of my continuing employment. 

 
In addition, I understand that the addition of, or amendments to such policies may be made at any 
time by the management of Total Energy Services Inc. as specific circumstances warrant. 

 
I further understand that these policies are available for me to read and reference at any time on 
Savanna’s website under the following link: https://www.savannaenergy.com/canada-well-servicing/ 

 

 

Full Name (Please Print)  
 

 

Signature Date 
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PREVENTION OF WORKPLACE HARASSMENT & VIOLENCE HIGHLIGHTS 
 

Savanna is committed to a safe, respectful, and inclusive workplace. Harassment and violence of any kind 
will not be tolerated. 
 
What is Workplace Harassment? 

 Workplace harassment is any unwelcome behavior that demeans, humiliates, or intimidates an 
individual.  

 This can include behavior such as bullying, oƯensive comments, discrimination, or sexual 
harassment. 

 
What is Workplace Violence? 

 Workplace violence includes any act or threat that could cause harm.  
 This may involve intimidation, physical aggression, property damage, or domestic violence in the 

workplace. 
 
Prevention Starts with Everyone 

 
All employees play a role in preventing harassment and violence by: 
  Treating others with respect and dignity 
  Speaking up if they witness or experience inappropriate behavior 
  Following company policies and procedures 
 
 

 
Reporting Concerns 
Report concerns to the appropriate individuals. Such as your Supervisor, Human Resources (HR), Operations 
Management or HSE as soon as possible. Provide as much detail as you can. All reports are taken seriously 
and handled confidentially. 
 
No Retaliation 
We strictly prohibit retaliation against anyone who reports a concern in good faith or participates in an 
investigation. 
 
Investigation and Response 
All reported incidents will be promptly reviewed and investigated. Where substantiated, appropriate 
corrective action will be taken when necessary to ensure a safe workplace.  
 
For more information, visit Savanna’s Employee Portal and go to the Policies section. 
(https://www.savannaenergy.com/canada-well-servicing/)  
 
Support and Resources 
Support is available for employees aƯected by harassment or violence. 
Please contact your supervisor or HR for guidance. HR can be reached at 
swsca-humanresources@savannawellservicing.com  
 
You may also access confidential counselling through the Employee & 
Family Assistance Program (EFAP) provided by Homewood.  
 
 

(Initial Here)  
You acknowledge that you have read and understand this information and your role in 
keeping a safe and respectful workplace. 
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ALCOHOL & DRUG POLICY HIGHLIGHTS 

Page 1 of 1 
 

What is the purpose of this policy? 
 

Savanna is commiƩed to the health, safety, and wellness of our employees, contractors, and the public. The use of 
illegal drugs, medicaƟon, or alcohol can have serious impacts in the workplace.  This policy outlines the requirements 
for workers to be fit for duty, to maintain a safe work environment.   
 
 

Where can you find this policy? 
 

You may access the policy by scanning the QR code, or by visiƟng the following websites. 
 

Savnet: hƩp://sesc-vmsp2010/Pages/welcome.aspx (go to: Policies, Procedures & Forms > HSE > Policy) 
 

Employee Portal: hƩps://www.savannaenergy.com/canada-well-servicing  
 
 
What is your responsibility as an employee? 
 

Report to work fit for duty for all scheduled, on-call, and standby work. 
Remain fit for duty while on-call or standby and while on company business or company worksites. 

 

Immediately inform your supervisor or HR representative, if you reasonably believe that another worker 
may be unfit for duty, including alcohol or drug use prior to starting or continuing any work. This includes 
the use, sale, or distribution of alcohol or drugs at the worksite (including company-paid accommodation). 

 

Before starting work, you must inform your supervisor if you are using medication that could cause of 
unsafe side effects. More information regarding medication is included in the next section, below. 

 

If you might have a substance abuse disorder, you must disclose this to your supervisor and seek assistance 
prior to any incident.  Prevention and early identification is important, and Savanna will take reasonable 
steps to accommodate in accordance with applicable law and this policy. 

 

Employees are required to notify their supervisor and/or Operations leader(s) in the event of any charge 
or conviction in relation to an Alcohol or Drug-related offense under the Criminal Code of Canada and any 
other statute or regulation that may have the potential to adversely affect their job performance or 
responsibilities. Including the inability to operate company or commercial vehicles. 

 
 

What if you are on medication? 
 

If you are on medication that could affect your ability to work safely, you must: 
 
Before performing any work, provide written confirmation from your prescribing 
physician, regarding your fitness for duty. If more information is needed, contact 
Savanna’s Human Resources team (swsca-humanresources@savannawellservicing.com). 

 

Use the medication as directed by your doctor, and only for the condition(s) in which 
the medication was prescribed. 

 

Obtain your medication from a pharmacy or a place approved by Health Canada. 
 

 
 

REMEMBER: STOP, THINK, ACT 
 

STOP: When something doesn’t feel right. 
THINK: What could go wrong and how bad could it be? 

ACT: Reduce the risk and make it safe. Refuse unsafe work. 
IniƟal Here 
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