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DESCRIPTION:

The Request for Staff form is used when a new staff position has been created, a regular employee leaves a position, or when the Faculty has a need to hire an auxiliary (temporary) staff member.  The form can be downloaded from the Employee Relations’ website.  For auxiliaries, if the term of the original request is extended, a new Request for Staff form must be submitted.
STEPS:

1.
Complete the fillable portions of the form, indicating whether or not the request is for a regular, full time/part time position or for a temporary placement.
2.
E-mail the form to the Faculty’s Advisor in Employee Relations and put a copy in the appropriate file.
REFERENCES:


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

ATTACHMENTS:
1. Request for Staff form

