

[image: edryLetterhead01]
BEFORE THE EMPLOYEE’S START DATE

Outcomes: that reference checks and all relevant paperwork needs to be in place before the new employee can start!

· Job Application Procedure completed and returned (emailed to HR)
· Issue Employee pack
· Employee Agreement (Probationary)
· Welcome Letter
· Employee Information Sheet (email this form to HR immediately) 
· Tax File Declaration
· Choice of Superannuation Form
· Photo Copy of current driver’s license
· Payroll Deduction policy sign off
· Authority form re: Criminal history check and check 100points of  identification (as per procedure)
· Call employee: 
· Confirm start date, time, place, 
· Confirm that the employee pack needs to be returned fully completed no later than the 1st day of training. 
· Get new employees uniform sizes. (Organise uniforms before start date)
· Prepare employee’s training plan.  
· [bookmark: _GoBack]Fill out H/O – New Employee on Four Forms with all the details about the employee



Trainer:
 …………………………………………………………………………………..

Date:
 . .……………………………………………………………………………………
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