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1. Use this form for appointment and change of appointment of 
· UMFA, UMDCSA, GFT, Deans, Directors, Department Heads, Chairs, Professorships, Area Directors, Extended Education and other full time academic appointments 

· Full time and part time Research Academics

· Visiting Academics (paid and unpaid) (for nil salaried Visiting Academic process, please refer to the notes at the end of this document.)
· Senior Scholars (appointment process, please refer to the notes at the end of this document).
· Granting of Tenure Academic Promotions 

(Please refer to form matrix for more information on routing and process.)

2. Do not use this form for:

· Sessional Instructors (use Short-Term/Part-time Academic & Student form instead)

· Change in GL (use Funding Allocation Form)

3. Please fill out form fully – enter N/A if not applicable. Incomplete forms may be returned to the unit/faculty for completion.
4. Following notes are instructions on how to complete the different Sections on the form:

Section A: Employee Information
· Employee Information: In order to save time on checking and double-checking, information on the Personal Information Form or on the Letter of Offer/Appointment Letter is not repeated unless it is for identification e.g., name, effective date of appointment.
· PhD information (note 5) is required for salaried Research Academic because PhD is normally required for this type of appointment (please refer to Operational Definition at http://umanitoba.ca/admin/human_resources/academic/letters_of_offer/defiv.html). If the employee does not possess a PhD, please indicate the highest qualification and attach a CV, so that assessment can be made based on the individual’s qualifications and experience.  
Section B

· The effective date (note 1) is required for identification as well as for the occasions when hiring a foreign national who is not able to start on a date specified on the original Letter of Offer.
· Position title (Note 2): This information is asked for to allow HR to quickly sort and prioritize work, so that the appointments can be distributed to the respective areas for prompt attention. A drop down list is provided and if “other” is selected (this will be rare), you do NOT have to specify what title it is – HR will find out from the Letter of Offer. You will also notice that some titles are broad category, e.g., GFT, Visiting Academic and that is all HR needs for sorting.
· Default GL (Note 3) is a “dummy” GL set up for the position when the position is grant funded or other temporary funding sources. 
· Total Estimate Cost of salary (Note 4): please include the total amount of salary only (i.e., not including benefits) upto March 31

· Paying GL (Note 5, 6 and 7):  Please indicate the actual GL(s) that pay(s) for the salary/benefits. For GFT, please put “see attached” and attach a GL distribution sheet.

· Externally funded (Note 8): The appointment is funded by non U of M money.

Section C: Attachment
· You must attach documents that are mandatory. Please send attachments as a whole package, i.e., do NOT send them separately as they may get lost in transit.  Please secure the package with staples. 

· Letter of Offer (or Letter of Appointment) (Note 1) templates are posted on the VIP web page . Please use the template appropriate for the type of appointment. 

· A Work Permit (Note 6) is mandatory for a foreign employee. (Exception: For an appointment requiring Board of Governor approval (e.g., New UMFA academic), you should submit the academic form as soon as the LOO has been accepted even though a work permit is not yet available. However the employee should not start work or be paid until a valid work permit has been issued. Once the work permit is available you MUST fax a copy to Human Resources Department to arrange for pay).
· A copy of the SIN card (Note 7) with expiry date is also mandatory for foreign employee. Please note that for new employee working in Canada the first time upon request, he/she is able to obtain a SIN number on a priority basis within 48 hours.  On receipt of the SIN card, a copy must be sent to Human Resources for record.  For details, please refer to the document on the following web page: http://umanitoba.ca/admin/human_resources/social_insurance_numbers_900series.pdf (Exception: same exception as Work Permit in the preceding paragraph)
· Other (Note 10): Examples of other attachments are: approval letter for Extraordinary Salary Increase from VP (Academics); approval letter for Removal Allowances.
Visiting Academic Process:

Forms to use:

Academic Appointment Form

Letter of Offer

Process:

· The unit issues a Letter of Offer (LOO) to the appointee.

· The appointee signs and returns the LOO to the unit.

· The unit completes an Academic Appointment Form, selects “Visiting Academic”
· The unit submits the completed Academic Appointment form, signed LOO, Work Permit, copy of SIN (if paid appointment) to Human Resources Department.

· Human Resources reviews and arranges for the approval from Vice-President (Academic) and Provost) and enters the appointment into VIP.
Senior Scholars appointment process

Forms to use:

Academic Appointment Form

Letter of Offer (template available at Human Resources HRIS web site)

Process:
· The unit issues a Letter of Offer (LOO) to the appointee.

· The appointee signs and returns the LOO to the unit.

· The unit completes an Academic Appointment Form, selects “Senior Scholar” for the position title (Section B, Item 2) with the signed LOO to Human Resources Department.

· Human Resources reviews and arranges for the approval from Vice-President (Academic) and Provost and the Board of Governor and enters into VIP.
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Academic Appointment Form


Explanatory Notes


HR Web Site: http://www.umanitoba.ca/admin/human_resources/








