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1 working day

New Employee Entry Process

Center assistant/
Department HR
Secretary's duties

Matters related to the
employee

OFFER received

!

OFFER accepted

Medical examination
and prepare all the

materials (see the list of

materials for details)

Report to the employing
unit on the registration

day

!

Submit the information

I"The center assistant shall
collect the induction materials,
submit them to the head of the
center for signature and
approval, and submit them to
“the department.

~
The department shall review
the entry materials, register the
entry change letter, and submit
the entry materials to the
Department of Human,
Resources.

The assistant of the center will
collect the Employee ID Card,
the Meal Recharge
Confirmation Form and the
Dormitory Check-in
Application Form (if any), and
apply for the work mailbox in
the institute for the employee.

.

1 month

The HR Secretary of the
department receives the
employment contract of the
employee in a centralized.
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contract on the spot

and fill in the relevant
forms and employment

The Department of Human Resources shall
review the entry materials, handle the Employee
ID Card for the employee, sign and approve the
confirmation form for recharging the Meal
Recharge Confirmation Form and the Dormitory
Check-in Application Form (if any), open the
AOP account for the employee, and complete the
§‘i_z_gnature and seal of the employment contract.

'

Participate in the
induction training for
new employees

'

End

Important
reminder

Pay attention to the time
node of reply confirmation
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The Medical Examination
Report must be issued by a

Grade III Class A hospital
and shall be valid within
three months
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® Download the relevant
forms to the public folder.
@ The start time of the
employment contract is
the same as the starting
salary time, and the end
time is the end of the
\quarter of the month after
X years. /
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D For employees who enter the
j/company before the 10th day of
each month (including the 10th
I'day), SIAT will start to deposit
:social insurance and provident
tifund for them in the current
!'month; for employees who enter
1 the company from the 11th day to
I the end of each month, SIAT will
1 . L

| [start to deposit social insurance
1/and provident fund for them in
I'the next month.

1@ If the entry materials are
Isubmitted to the Department of
: Human Resources later than the
j starting salary of the employee,
: the social insurance  and
1 provident fund will be paid based
1/on the time when the materials

!are submitted to the Department

1 of Human Resources.
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