	NEW STAFF CHECKLIST
	



	EMPLOYEE HANDBOOK
	<logo>



[bookmark: _Hlk74316916]Employee’s Name: _______________
Initial Interview
	☐	1. Job Application

	☐	2. Superannuation Details

	☐	3. Copy of Resume Signed

	☐	4. Record of Interview / Questionnaire

	☐	5. Position Description

	☐	6. National Police Check

	☐	7. Tax File Number Declaration

	☐	8. Working With Children Check

	☐	9. NDIS Worker Orientation Module Certificate



Induction
	☐	1. Employee Agreement (Permanent or Casual)

	☐	11. Copy of Current Professional Certificate(s) (if applicable)

	☐	12. Copy of other Professional Certificate(s) (if applicable i.e. First aid)

	☐	13. Copy of Current Driver’s License

	☐	14. Copy of Current Comprehensive Car Insurance

	☐	15. Copy of Car Registration and Expiry Date

	☐	1. Staff Immunization Record (RNs only)

	☐	17. Completed Orientation Worksheet



HRO Signature:					       Date:
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