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Amanda Consulting Studio (ACS)

MRINBRREZER

New Staff On-Boarding Documents Checklist

RI#A

Employee Name

BUHES/H RS
ID/Passport No.

ANRR L

Position

NERESE]
Date of On-Boarding

HEIER

List of Documents

BRI

Original Documents

Checked

B REBFRED
Review Original and
Save Original or

Notes &3¥

Copies
O A AT Resume
O EEAREBICHE Job Application Form R4 F Keep Original
O & &iAZE % Reference Checks B8 7F Keep Original
O ANERNA MANERRSEFTAINTEROINEERIRE Medical Check R B 7% Keep Original
O FEHACEIRIERR Previous Employer's Release Letter B4 7 Keep Original
O FILTICFKIER (SMEFEIAE) No Criminal Record Certificate  (Legalization for Expats) R4+ 1F Keep Original
O #5ZE LRI Bank Card for Compensation Payment
O AMAE—FEUYNIER Personal Income Certificate
0O S#4ME/4PE ID Card/Passport
O ZBFAOFE (SMEFBIAE) Degree/Graduation Certificates  (Legalization for Expats)
O FEARAETTRAANT Household Register
O HAFEEMHIES Qualification Certificates if applicable
O HEaERIEE. FrigsEiE+% Any Other Honor/Award Certificates
O meEERICR. TEFTIE. TERRFDT (EMASME)
Temporary Residence Registration Form, Work Permit and Work Residence Permit (expats)
O RIANREE New Staff Announcement
O #5515 RKRIEEBITE New Enroliment for Social Insurance Information Registration
0O FFMEEMEIER Signed Offer Letter JE B8 7% Keep Original
0O %#1/% %4 Labor Contract/Labor Service Contract JE B8 7% Keep Original
O R AFE AL Employment Conditions for the Probation Period JE B8 7% Keep Original
O X FHEA¥{ER Probation Evaluation Form JR 14 7F Keep Original
O ZRBEZKHIASR School Policy Acknowledge and Acceptance Form JR 14 7F Keep Original
e i
- C[Jﬂglﬁﬂ?t)riitﬁzter of Abiding by Educator's Professional Ethics and Code of Conduct JR 1488 7F Keep Original
O RZ1HMY Confidentiality Agreement JE{4+ 5% Keep Original
O EERARFEBERABRK IT Acceptable Usage Policy JE{4+ 5% Keep Original
O e AHENEEYIEF Safeguarding Code of Conduct Training Certificate JE {48 7% Keep Original
O B EMHEE B3 Responsibility of Computer and Accessories JE {48 7% Keep Original
0O REEBELE Anti-Bribery Policy JE{4+ 5% Keep Original
O ZERFIMTIERRGZEEKSES

Account Information of School Training and Working Usage System Platform

d

HAFTE X Any Other Files if applicable

£ A Operater H # Date

%= Signature




