
Entry Interview Form
All staff commencing work with CARE International must complete an Entry Interview. Please ensure that upon arrival you complete an Entry Interview with the CO HR Manager or delegate and return this form to the CO HR Manager. All staff are responsible for ensuring they can circle YES to all items listed below. If you circle NO to any item, please take immediate action to ensure you complete the necessary requirements for commencement with CARE International.
	
	Fill in the details or circle as necessary

	Name
	

	Date of arrival
	

	Date of departure
	

	Method of transport to arrive in country
	AIR                      ROAD

	For arrivals by air - flight ticket validity date
	

	I have left a copy of the following documents for my personnel file in the CO

	Passport
	YES                      NO

	Flight tickets
	YES                      NO

	I have completed a Register of Emergency Data (RED) form for my file in country
	YES                      NO

	I have completed the following actions to commence work in the CO

	I have registered with my embassy


	YES                      NO

	I have been advised of my accommodation arrangements


	YES                      NO

	I have received and read the visitor’s briefing kit (I may have received this prior to departure from home)


	YES                      NO

	I have a valid CARE ID card


	YES                      NO

	I have received the security numbers for CARE International in country

	YES                      NO

	I have been advised of my email account and password


	YES                      NO

	I have signed the assets register for any equipment taken from the CO

	YES                      NO

	I have received the following equipment from the CO (only where applicable)

Office keys

Laptop computer & peripherals

Corporate Credit Card

Mobile/charger/SIM card

VHF Radio  & Charger

Satphone

Other Telecoms equipment (please list):


	YES                      NO

YES                      NO

YES                      NO

YES                      NO

YES                      NO

YES                      NO

	I have received my per diem (I received my per diem from the following office………………………………….) and I will maintain a  travel expense report as necessary

	YES                      NO

	I have received a Country Office orientation


	YES                      NO

	I have received a security briefing from the CO Security Officer or delegate
	YES                      NO

	I have received safety equipment necessary to undertake my duties ( please list items where applicable):


	YES                      NO   


Signature of new arrival staff member:

Date:

Signature of CO HR Manager:

Date:

