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DESCRIPTION:

Following a faculty competition, a number of tasks need to be completed to set the new member up.  
STEPS:

1. Create a file folder to include: personnel forms, New Faculty Hire Information form, Computer Account Request form (for CEIT), QTT list from the interview, and memo to ER regarding the competition.

2. Type up an index card to include:  name, ID number, address, phone number(s), SIN and date of birth.
3. Assign an office, phone number and photocopier code.  Set up the voicemail and forward a memo to the new member giving instructions on the use of GroupWise (see sample).

4. Designate a mailbox.
5. Prepare a key request form (see sample) putting the original in the person’s mailbox and one in their file.
6. When the computer account information is received from CEIT, forward the e-mail to the new member’s home email address and put a copy in their file.

7. Add the new member to the Faculty list serve.

REFERENCES:  N/A
ATTACHMENTS:

1. Sample memo outlining assignment, telephone number, photocopier code and instructions regarding GroupWise

2. Key Request form  http://www.douglas.bc.ca/services/facilities/servicerequests/keys.html
3. Account Request form 

http://www.douglas.bc.ca/ceit/employee-services.html
