[bookmark: _zb4bh7g5j76c]NEW TEAM MEMBER CHECKLIST

Things to have ready for a new team member’s first day, initial when covered.


TEAM MEMBER NAME:  __________________________________________________


	ITEM
	STAFF INITIALS
	MANAGER INITIALS

	1. Policies and Procedures Manual/s

	
	

	2. Team Member Contract

	
	

	3. Position Description

	
	

	4. New Team Member Details Form

	
	

	5. Timesheet

	
	

	6. Leave Application

	
	

	7. Induction Form

	
	

	8. Tax File Number Declaration Form

	
	

	9. Product Information
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