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	Workforce Checklist Work Instruction
Owner/ Department: Human Resources



	Brief 
	This work Instruction defines the procedure on how to complete work force checklist.

	Purpose 
	This work instruction is created to ensure that newly joined employees are issued and supplied with complete supplies/materials needed for this job. 

	Responsibilities
	Dept Manager is responsible to use the checklist for all new hires in his department.

	Detailed Procedure/Steps 
Related Documents
	A workforce checklist: 

· Will be given to direct manager for newly joined employee

· Direct manager must ensure that all applicable items listed on the workforce checklist are provided to the employee, with acknowledgement of acceptance (signature)

· Direct manager is responsible to complete workforce checklist and submit to the employee executive affairs
· The checklist must be completed within one month from the employee joining date to the department.

 Workforce checklist form*
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