
CONTRACT FACULTY SIGN UP CHECK LIST

Name of Employee: ______________________________     Banner ID # ______​​​​​​_______________
	Employee Relations Data Input Sheet
	
	TD1 Income Tax Forms (BC & Federal)
	

	Copy of SIN card or CCRA document
	
	Direct Deposit Form
	

	Library Guide
	
	Pay Period Schedule
	

	Health & Safety Information Package
	
	Parking Pass
	

	DCFA Collective Agreement
	
	Photo ID
	

	Print Services – Digital Storefront
	
	myDouglas Self-Service
	

	New Employee Program Brochure
	
	FOIPOP Brochure
	

	Confidentiality Guidelines


	


	MSP Application
	
	College Pension Plan Member Record
	

	Manulife Enrollment
	
	College  Pension Enrollment Form
	

	Best Doctor
	
	Nomination of Beneficiary
	

	EAP Brochure
	
	Pension Waiver Form
	

	Benefit Calculation Sheet
	
	Benefit Acknowledgement Form
	


	A10.01.05  Violence Prevention Involving College Employees
	

	A10.01.06  Violence Prevention Involving Student/Users
	

	A10.02.02  Standards of Students/User Conduct
	

	A10.02.01  Standards of Conduct Involving College Employees
	

	A02.09.01  Sexual Harassment and Personal Discrimination
	

	A08.01.01  College Use of Copyrighted Works
	

	A20.01.03  Use of College Resources
	

	A02.01.01  Conflict of Interest
	

	Educational Policies:  Student Appeals
	

	Educational Policies:  Academic Dishonesty
	


The College expects all employees to be familiar with these policies

and to comply with College Policies at all times.
________________________
  ______________________________       ________________

Employee’s Signature

              Employee Relations Representative          Date

    APPL
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