

		[image: A picture containing text, sign  Description automatically generated]	E-mail Template


New starter e-mail template for supervisor

Subject: Your First Day at Flinders University
 
Dear [Name]
I am excited to welcome you to the College of Medicine and Public Health (CMPH) Rural and Remote Health team!
To help you prepare for your first day, here is some useful information:
Start Time and Meeting Location
 Please arrive at [time] on [date] at [specific location/office/foyer]. I will meet you there to get you settled in.
DELETE ALL CAMPUS LOCATIONS THAT ARE NOT APPLICABLE
Alice Springs Campus
5 Skinner Street (corner Simpson and Skinner Streets), East Wing, Alice Springs NT 0871.
Please park on the roadside and enter via reception. Ring the doorbell and listen for the click of the door to open. A member of staff will help you from there. Once you have an access card, you can move your car into the gated car park.
Darwin Casuarina Campus
Yellow Building 4, Cnr University Drive North & University Drive West
Charles Darwin University Campus, Brinkin NT 0810
Free parking is available in Yellow Car Park C at the end of University Drive North.
Darwin Royal Darwin Hospital Campus
Building 4A, Royal Darwin Hospital, Nightingale Road
Tiwi, Northern Territory 0810
Parking is available at the end of Nightingale Road or on Paracelsus Road. Car parks may be quite full during the day. A member of staff will be available at reception to assist you on arrival.
Katherine Campus
O’Keefe House, Katherine District Hospital, Giles Street, Katherine NT 0851.
The building is on the left as you make you way up the hospital driveway. Parking is available at the end of O’Keefe House on the left next to the tennis court.
Nhulunbuy Campus
Nhulunbuy Clinical Education Training Facility, Gove District Hospital 
Matthew Flinders Way, Nhulunbuy, NT 0881.
Car parking is available at the entrance to the campus. The back door of the campus faces the car park, enter via the back side of the building.
Tennant Creek Campus
Karguru Centre, 65 Staunton St, Tennant Creek NT 0860
Parking is available at the front of the building. Enter via the main door and ask for direction to the Flinders office at the Karaguru Centre reception.
Mount Gambier Campus
24 Vivienne Avenue, Mt Gambier, SA 5290
[bookmark: _Int_O8F364hP]Please park on the roadside and enter via reception. A member of staff will be available at reception to assist you on arrival. Once you have an access card, you can move your car into the gated car park.
Murray Bridge Campus
96 Swanport Road, Murray Bridge SA 5253 9 (adjacent to Murray Bridge Soldiers' Memorial Hospital)
Enter the main hospital car park off Swanport Road. Follow the car park driveway around the back of the hospital and the campus will be to the right. There is a small car park in front of the building for staff. Enter via the front door and a member of staff will be available at reception to assist you on arrival.
Nuriootpa Campus (Barossa)
C/TAFE SA Barossa Campus, Old Kapunda Road, Nuriootpa SA 5355
Enter via the main entrance and follow the car park straight up the side of the building. Enter via the side entrance automatic doors. Make your way straight up the corridor and out the end automatic doors past the library. The Flinders Campus is to the right past the student lounge.
Renmark Campus
Ral Ral Avenue, Renmark, SA 5341 (adjacent to Renmark and Paringa District Hospital) 
Enter via the front entrance to the hospital and head right. Park in the far car park in front of the Flinders Campus. Enter via the main entrance and a member of staff will be available at reception to assist you on arrival.
Victor Harbor Campus
76 Bay Road, Victor Harbor SA 5211
Car Parking is available adjacent to the building. Enter via reception and a member of staff will be available to assist you on arrival. Once you have an access card, you can move your car into the gated car park.

Activating your Flinders Authentication Number (FAN)
You will receive your FAN via SMS once you are registered on the HR system at the University (this usually occurs a few days prior to your start date). Follow the instructions to activate your FAN and set up your two-factor authentication.
Activating your FAN prior to your first day will provide a smooth process to accessing digital services. If you are unsure or have any issues, this can be completed on the first day.
College and Staff Resources
 The CMPH webpages contain important information specific to the college. The pages are being updated, but please bookmark them for future reference. 
Further useful staff information is available on the Flinders University staff website, including the Information for new staff webpages.
You will only have access to these pages once your FAN is activated.
Induction and Onboarding
During your first week, we will work through all the key information and tasks together to make sure you have everything you need to get started smoothly.
Please do not hesitate to contact me if you have any questions prior to your first day.
I look forward to meeting you and helping you settle into your new role.
Regards
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