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HIRING PROCEDURES FOR NEW PART-TIME FACULTY

Algonquin College’s part-time faculty are as essential as our full-time faculty and our hiring and orientation procedures need to reflect this. In keeping with our Strategic Plan, Human Resources Services is committed to providing support to academic managers to facilitate the entry of new part-time faculty to our College.

Welcome to Algonquin College – New Part-time Faculty

Once a part-time position has been offered to a potential candidate, the hiring manager should meet with the new employee to discuss the terms of employment. At the same time, the new part-time employee is to provide the following information:

a)
Full name

b)
Social Insurance Number

c)
Birth date

d)
Address 

e)
Telephone number

f) 
Current email address
g)
Void cheque for direct deposit

Preparing a New Part-time Faculty’s Payroll and Network Access

1.
The Department/School is to enter the new employee’s information on HRIS as soon as possible, in order to assign an employee number.  At the same time, the void cheque containing the banking information is to be forwarded to the Payroll Department so that the direct deposit information may be entered on HRIS (allow 2 business days for Payroll to action).

2.
The Department/School then enters a blanket authorization (non-teaching) on HRIS for the time period when the Orientation sessions are scheduled.  Please note that an authorization can be entered at any time before the employee starts his/her employment. The new part-time faculty is to sign up for the Orientation sessions at this point, using an existing personal email account since the part-time faculty members will not have an Algonquin network account.  http://algonquincollege.com/employee-pd/faculty-orientation.html  

3.
When the authorization has been approved by the budget holder or academic manager, an automatic request will be sent to ITS to create a network account for the new part-time faculty.

4.
The budget holder or academic manager will be notified by email of the specifics of the network account within 48 hours. It is the responsibility of the School/Department to ensure that the new temporary faculty member is advised of the network account information, as soon as possible.

It is essential that all departments submit authorizations in a timely fashion so that network accounts can be created for new employees before they start work.  Although the new part-time faculty member may use his/her current email address to register for the Orientation Sessions, he or she will not have access to Blackboard or College email until the network account is active.

Note:  HRS will enter and approve authorizations for international workers only.

It is the Manager’s responsibility to ensure that:

1) the payroll information and authorization is entered and approved on HRIS;

2) the new employee receives his/her network account; and

3) the new employee enrolls in the Orientation sessions.
4) a list of new employees is sent to Tanya Vibert, C135 (to facilitate the distribution of timesheets).
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