
 UNIVERSITY OF OXFORD 
NEW STARTER CHECKLIST – with HRIS Data Services support
This checklist is designed as an easy reference to assist you in capturing all relevant information for your new starter. 

Employee Name: _____________________________________ Employee ID: ______________Date_______________

PART 1: Departmental activity/CoreHR input
 (1) Pre-Arrival

Once an individual has accepted your offer there are various activities that can be completed before they arrive. Refer to the Prepare for Arrival guide (PA 0) as below:
	Element/step
	Guidance
	
	(

	Record offer
	Section A
	For e-Recruitment applicants only
	

	Appoint individual includes:  
* Personal Details

* Appointment Details

* Pay Details
	Section B (new to the University), or relevant ‘Appoint’ QRG
	Always
	

	Cost Allocations
	Section C
	Always
	

	Source of Funds (Additional Funding Information)
	Section C1
	Where applicable
	

	Conditional offer
	Section D
	Consider
	

	New Starter data collection form
	Form should be sent to new starter to collect personal information.
	Where required
	

	Occ Health questionnaire
	Include form with information sent to the new starter.
	Always
	

	University card Form
	Section E
	Always
	

	System access
	Arrange system access with local IT as normal.
	Always
	

	Generate Contract
	Section F
	Always
	

	Pre-employment checks
	Section G
	Always
	

	New starter checks
	Section H
	Always
	

	White Book
	Section I
	Consider
	


(2) New Starter 
More detailed information regarding the individual and their appointment can be captured before they arrive or on their first day as preferred.  Refer to the New Starter guide (NS 0) as below.
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  This is the minimum information/actions to ensure the individual is set up on Payroll.
	Personal Details  
	Section A1
	Always
	

	Contact Details 
	Section A2
	Consider
	

	Oxford Pay Group 
	Section A3
	Always
	

	Bank Details 
	Section A5
	Always
	

	Right to Work  
	Section A6
	Always
	


	Other Details  - New Starter Additional Information (pension & tax documents)
	Section A7_A
	Always
	

	Cost Allocations
	Section C1
	If changed
	

	Commence
	Section D
	Always
	

	Note: Commence should normally happen on or as soon as possible after the new starter’s first day, but future commencement is possible if all details are complete.  Currently this can only be done for new employees starting within the current payroll month.

	Set up Allowances
	Section E
	Consider
	

	Salary/allowances Approval
	Section F
	Always
	


To be completed by the department where required:
	Additional Funding Information 
	Section C2
	Where applicable
	

	Other Details  - Roles within Dept.
	Section A7_C
	If relevant
	

	Update status of New Starter Checks
	Section C4
	Always
	

	Probation Dates
	Section G
	Always
	

	Equality and Diversity Form
	Issue copy for direct appoints only.
	Where applicable
	

	Pension Form
	Issue to all new starters.
	Always
	


PART 2: Information to be input into CoreHR by Data Services
(3) New Starter – Additional Information

The following information will be added by Data Services from the New Starter Data Collection form.
	Next of Kin 
	Section A4
	Always
	

	Other Details  - Previous HEI (any previous employment at an HEI)
	Section A7_B
	Always
	


	Qualification Details 
	Section B1
	Always
	


	Immediately Previous Employment 
	Section B2
	Always
	

	Clinical/NHS contract details
	Section C3
	Always
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