
Withdraw
Supervisor withdraws the case. 

Email notice to Initiator
Review Task

Email notice to Supervisor
Review Form

Supervisor reviews the case

Supervisor
review

Initiate Task
Supervisor / WHSC / Induction officer 
initiate HSW onboarding request for 

new starter in My.UQ

Immunisation
Initiator / Supervisor selects 

required Immunisation. Triggers 
Staff Vaccination process.

Complete Checklist
Employee completes onboarding checklist 

(can be saved for future completion)

Action Task
Email notice to Employee

Approval Task
Email notice to 

Supervisor Withdraw
Supervisor withdraws the case. 

Email notice to Employee and CC to Initiator

Supervisor Approval
Supervisor approves 

request for compliance

Outcome of Request
Email to Employee and

CC to Supervisor

Digital Copy of Checklist
Download from link in email

Record of Completion
Employee uploads checklist 

to Workday profile

Health, Safety and Wellness (HSW) Onboarding Checklist – Process Workflow
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