
Procedure of Entering a New Worker to Staff list and Creating Visual Care Profile

	Step Number
	Procedure
	Department responsible

	01
	Once all compliance is received, reference check done and interview conducted; HR creates a visual care profile for the new workers. A Carer ID is auto generated by visual care when creating a new worker profile. Indicate that Carer ID in front of the surname of the worker on Vcare and on Staff list


For example: 
Ajak Yel Yel (VC-YELA01)

[bookmark: _GoBack]YELA01 is the auto generated Carer ID and VC indicates that it is the Visual care generated ID

	HR

	02
	Inform the accounts team in the “HR-Accounts Employee Onboarding” MS Teams chat whenever a new worker is onboard. 

	HR

	03
	Create a Xero account for the newly on boarded worker. (Do not wait until their first shift to create this. Regardless of them going for a service or not, a Xero profile has to be created)
	Accounts 




