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DESCRIPTION:
When a new faculty member is hired, a New Faculty Hire Information form needs to be completed and forwarded to the Employee Relations Department for approval along with the competition file (see Faculty Competitions).  This form can be downloaded from Employee Relations’ website and is used to generate the employee ID number in Banner.
(This form is not used for new staff members.)
STEPS:

1. Complete all fillable spaces on the form.  It is especially important to include the new employee’s social insurance number.
2. Include the form with the competition package being returned to Employee Relations (see Faculty Competitions).
REFERENCES:

http://www.douglas.bc.ca/employees/employee-relations/forms.html
ATTACHMENTS:

1. New Faculty Hire Information form

