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DESCRIPTION:

When staff are hired who are new to the College, ER processes all paperwork associated with payroll, benefits, identification, and general College orientation.  The supervisor is responsible for organization training for the new employee, setting up Novell/GroupWise Account, and completing orientation specific to the department.

STEPS:

1.
Once a new hire is confirmed, complete an Account Request form for the employee and forward to ER.  New accounts take 7 to 10 working days to process.

2.
If the employee will be on a modified or flex schedule, complete the BCGEU Proposed Modified Work Schedule Form and forward to Employee Relations for final review.

2.
Complete the Auxiliary Employee and New Hire Orientation Checklist with the employee.  Provide the employee with a copy and retain one copy for the employee’s file.

3.
Review the Working Alone Procedures Form with the employee.  Provide the original copy to the Health and Safety Coordinator, one copy to the employee and one copy for the employee file.

REFERENCES:

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

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

   MACROBUTTON HtmlResAnchor http://www.douglas.bc.ca/services/facilities/health-and-safety/occupational-health-and-safety/working-alone-or-in-isolation.html

ATTACHMENTS:

Account Request Form

BCGEU Proposed Modified Work Schedule

Auxiliary Employee & New Hire Orientation Checklist

Working Alone or in Isolation: 
Definition & Procedures





Assessment of Potential Risks/Hazards

BCGEU Staff Sign Up Check List
