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	Name:
	Commencement Date:

	Supervisor:
	Employee Number:

	Organisational Unit:
	Job Title:


This induction checklist is to be completed by the induction officer on the new starter’s first day. Please note that this is not a complete list of all induction processes.  This form is intended to ensure that the important information concerning induction has been covered.  Please provide a copy of this form to the staff member.
Before the staff member commences:
· Organise UQ Induction Kit 

First Day:
· Online New Staff Induction Checklist Submitted*
· Tax File Number Declaration Form received*

· Bank Credit Authority/ Method of Salary Payment received*

· Superannuation Application received*
· Proof of Identity sighted and copy obtained*
· Qualifications sighted and copy obtained*
· Visa sighted and copy obtained (as required)*
· Inform process of receiving username, password and email address 
· Overview of how to complete Time sheets (University Policy)
· Show Current Staff Website - http://www.uq.edu.au/new-staff/index.html?page=16908
· Complete forms if specific IT applications are required E.g. access to Aurion, ESS, TimeKeeper or         
         UniFi http://www.uq.edu.au/shared/resources/personnel/AURION/AurionAccessForm.doc
· Introduce relevant In-house software
· Enrol in University Staff Induction Seminar/ New Staff Expo

· Introduce to the Manager or Supervisor
· Introduce to other relevant colleagues

In consultation with the manager or supervisor:
· Organise staff ID

                 Instructions - http://www.uq.edu.au/current-staff/?page=10560
                 Request for Internal Services (RISQ) Form -           

                 http://www.fbs.uq.edu.au/documents/online_forms/Request_for_Internal_Services_Quote.pdf
· Provide and run through contents of UQ Induction kit

· Introduce to Mentor or Buddy
* Please send these forms to your contact HR Officer for processing.
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