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	Name:

	Commencement Date:

	Applicable
	Description
	Remark

	☐ Yes  ☐ No    ☐ NA
	Job Application
	

	☐ Yes  ☐ No    ☐ NA
	Superannuation Details
	

	☐ Yes  ☐ No    ☐ NA
	Copy of Resume Signed
	

	☐ Yes  ☐ No    ☐ NA
	Record of Interview / Questionnaire
	

	☐ Yes  ☐ No    ☐ NA
	Position Description
	

	☐ Yes  ☐ No    ☐ NA
	National Police Check
	

	☐ Yes  ☐ No    ☐ NA
	Tax File Number Declaration
	

	☐ Yes  ☐ No    ☐ NA
	Working With Children Check
	

	☐ Yes  ☐ No    ☐ NA
	Working Screening Check
	

	☐ Yes  ☐ No    ☐ NA
	Qualifications and licenses
	

	☐ Yes  ☐ No    ☐ NA
	NDIS Worker Orientation Module Certificate
	

	☐ Yes  ☐ No    ☐ NA
	Basic Life Support or First Aid Certification
	

	☐ Yes  ☐ No    ☐ NA
	Infection Control Qualification 
	

	☐ Yes  ☐ No    ☐ NA
	Employee Agreement (Permanent or Casual)
	

	☐ Yes  ☐ No    ☐ NA
	100 points of ID
	

	☐ Yes  ☐ No    ☐ NA
	Post Probation review date
	

	☐ Yes  ☐ No    ☐ NA
	NDIS Code of Conduct
	

	☐ Yes  ☐ No    ☐ NA
	Do an ABN lookup of their ABN to check it is valid and the contractor is the holder of the ABN
	







National Police Check
https://www.service.vic.gov.au/services/national-police-check

Working With Children Check
https://service.vic.gov.au/services/working-with-children

NDIS Worker Orientation module
https://training.ndiscommission.gov.au/course/index.php?categoryid=2

NDIS Code of Conduct
https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct#paragraph-id-7713

NDIS Worker Screening Check
https://www.service.vic.gov.au/services/national-disability-insurance-scheme

Infection Prevention and Control Awareness Course
https://www.sentrient.com.au/course/ipc.html
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