Employee Information Sheet

Complete the sheet and hand to the employee prior to commencement or on their first day.

EMPLOYEE INFORMATION
Name:

Job Title:

Employee No:

Work Schedule:

School/Department:

Faculty/Division:

Immediate Supervisor:

Head of School/Dept:

Dean/Head of Division:

OFFICE DETAILS

Phone Number:

Fax Number:

Email Address:

Street Address:

Post Office Box Address:

Campus Mail Address:

Office Room Number:

Building:

