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	GENERIC PROJECT DOCUMENT

	
	STAFF INDUCTION FORM

	
	
	



SURNAME
:
.………………………………………………………...

FORENAMES
:
…………………………………………………………

I.D. NUMBER
:
…………………………………………………………

HOME ADDRESS
:
………………………………………………………….......................…………………



………………………………………………………………..….……………………….

HOME PHONE NO.
:
…………………………………………………………..

CELL NO.
:
……………………………………………………………

EMERGENCY NO
:
……………………………………………………………

CONTACT PERSON
:
.....................…………………………………………….. (Relationship)

CONTACT PHONE NO.
:
................................…………………………………….

JOB TITLE
:
.…………………………………………………………

DATE EMPLOYED
:
………………………………………………………….

	EMPLOYEE NUMBER :
	

	SECURITY CARD 
	

	PARKING : 
	

	OFFICE NUMBER :
	

	TELEPHONE EXTENSION :
	

	LOGED ONTO COMPUTER FOR:
	PEOPLE SOFT
	

	
	SAP
	

	
	OUTLOOK ADDRESS BOOK
	


	I the undersigned have
	Tick as applicable

	Been through KCM Personnel Department Induction
	

	Understand the following:
	

	Project Safety Guidelines document.
	

	Project Security Manual
	

	Project Code of Ethics
	

	Been informed of the location of all-pertinent documents and facilities and had the filing and records system demonstrated.
	

	Been instructed in the use of KCM computer systems.
	

	Been advised that no overtime will be paid without an authority from the Project Manager or appointed representative.
	


SIGNED : .....…………………….............…......…..
DATE:………………………………….

PRINT NAME : .............………………….........……
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