Employee Onboarding Process

Dear our valued new employee,

We are looking forward to welcoming you into your new environment. Below is the process that we will together go through in making your settling process as easy as possible.
This sheet shows the necessary steps in order to obtain your residency permit, QID, and signing of contract. The next sheet shows you other various items that you might
consider arranging for if necessary.

If you have any questions, please contact the HR Department directly.

HR Department

Issue your Qatari ID Obtain your contract

¢ An HR welcoming
personnel will be
awaiting your arrival
once you exit the
arrivals area.

o A driver will transport
you to your
accommodation where a
housing personal will be
waiting for you

e The driver will inform
you of pickup times and
location to take you to
the university.

¢ A Housing Personnel will

welcome you into your
accommodation.

¢ You will be shown your
accommodation, the
utilities available, and
their operations.

e Inform the housing
within a week of staying
at the guest house
whether you will take
QU housing or find your
own accommodation
(You will be provided
with housing
allowance).

Do the Medical

e The driver will take you
straight to the
orientation hall.

e You will meet the
following departments
and services:

e Human Resources
e Immigration

e Housing

e Contracts

» External Relations
o IT

¢ QUID Cards

e Health Insurance
e Finance

e Telecoms

e Banks

e Student Affairs

e Administrative
Services

e Tours

e Other departments
as needed.

Commission*

e Make sure to bring your
original passport & copy
of your visa.

o A driver will transfer you
from your
accommodation to the
Medical Center as per
your appointment.

* A representative will be
present to help with the
process**.

e Ensure each step is
stamped before leaving
the Medical
Commission.

e Wait 48 hours for the
results.

Do the Finger

Issue Qatari ID

Sign Job

Print

e External Relations will
notify you to pick up
your Finger Print Form.

* Make sure to bring your
original passport.

o A driver will transfer you
to the Criminal
Investigation
Department (CID) to
process your finger
prints.

4 Attested Papers

(Residence
Permit)

* Make sure to submit the
following documents to
the Immigration Office:

¢ Original Passport

e Blood Type
Certificate

e Finger Print Form
signed by you.

» Attested Police
Clearance

e 1 Personal Photo

e Time to process: 3-4
working days.

* You will be contacted by
the immigration officer
once your Qatari ID and
Residence Permit are
ready.

Contract

* HR will prepare your
contract and contact
you once ready.

e You will sit with an HR
personnel to go through
the items in the contract
prior to signing.

Congratulations!

You are now officially
a QU Employee




Employee Onboarding Process

e You will need:
e Passport

e International
Driving License

Once you...

Issue Qatari ID

(Residence
Permit)

Driver License

e You will need:
e Salary Certificate

e Bank Certificate (in
case of loan)

e Qatari ID

e Driver License

Pay Insurance
Deposit for

Utilities
(Water &
Electricity)

¢ Provide Housing with:
e Copy of Qatari ID
¢ 2000 QAR Deposit

Apply for
Broadband
Internet

Apply for

Telephone
Landline

« Contact ooredoo * Contact oordeoo

Once you...

Sign Job
Contract

Obtain Car Loan

o Filled Loan form from
HR Helpdesk in building
AO5. Or apply online
through Talabati
services.

Notes:

* Please make sure to bring a credit card with you.
No cash payments are accepted at the medical
commissioning center.

** It is utterly important to start applying for your
children’s schools ASAP. Please contact the HR
Department for assistance.



