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Recruitment Agency Temporary Worker 
Onboarding Checklist

	Name of responsible leader
	

	Full Name of temporary staff worker 
	

	Recruitment agency name
	

	Recruitment agency contact – 
Name, email address and phone number
	

	Temporary worker start sate
	

	Temporary worker proposed end date
	

	Location where temporary worker will be based
	

	Role/tasks being undertaken
	


To be completed by the responsible leader and sent to hrservicecentre@adelaide.edu.au prior to temporary worker commencement


Please complete ALL fields below
	Yes
	No
	N/A
	Checklist Item

	☐	☐	
	Relevant approvals received – resource approval and budget confirmation

	☐	☐	
	Recruitment agency terms signed by appropriate University of Adelaide delegate  

	☐	☐	
	Is a working with Children Check required for the tasks/role (if yes refer to leader guide)

	☐	☐	
	Is a National Police Check required (if yes refer to leader guide)

	☐	☐	
	Is a defence security clearance required or will the candidate be performing any defence related activities?  (if yes refer to leader guide)

	☐	☐	☐	Recruitment agency briefed on background checks required 

	☐	☐	
	Reference Checks

	☐	☐	☐	Evidence of background checks provided and endorsed by HR Compliance and/or Chief Security Office 

	☐	☐	
	IT and Facilities requirements requested

	☐	☐	
	Health, Safety & Wellbeing inductions assessed

	☐	☐	
	Health, Safety & Wellbeing inductions scheduled for first day (records required to be kept of completion by leader)




………………………………		………………………………..
Name					Signature

………………………………
Date
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