NEW JOINER CHECKLIST 

Employee Details
	Name
	
	DOB
	

	Job Title
	
	Department
	

	Line Manager
	
	Start Date
	

	Salary
	
	
	


OFFER
	Tasks
	Date Started
	Date completed
	Initials 

	CV and Address received (including contact details)
	
	
	

	Check Recruitment Authorisation
	
	
	

	Offer Letter Raised and sent
	
	
	

	New Starter form sent
	
	
	

	References details requested
	
	
	

	Details of Benefits sent
	
	
	

	Create Electronic Employee File
	
	
	


Before Joining
	Tasks
	Date Started
	Date completed
	Initials

	References Received
	
	
	

	Contract of Employment raised & returned
	
	
	

	Returned new starter form (check completed correctly!)
	
	
	

	Office Manager Advised (IT Set up and Desk)
	
	
	

	Notice to Staff & Add to Org Chart
	
	
	

	Induction Meetings arranged + meet the CEO
	
	
	

	Special Requirements Identified
	
	
	


Day of Joining
	Tasks
	Date Started
	Date completed
	Initials

	Copy of passport
	
	
	

	Register onto Croner
	
	
	

	Mobile Phone Form & Expenses procedure
	
	
	

	Welcome Email (Access to handbook etc)
	
	
	

	Pension Letter
	
	
	

	Add to payroll spreadsheet
	
	
	

	Emergency Contact Form
	
	
	

	Create Paper Employee File
	
	
	

	Induction & Set Probation
	
	
	


SIGN OFF
	Tasks
	Date Started
	Date completed
	Initials

	HR : All information above has been input and checked.  Then pass to payroll
	
	
	

	Payroll: All forms checked and new employee has been added to SAGE. 
	
	
	


