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New Staff Appointment Checklist

Provide all information / documentation for all new appointments:

· Full name:



(LASTNAME, First name Middle Initial)

· Citizenship:



If individual’s citizenship is not Canadian, attach a copy of a valid work/study permit. Please note that UBC Payroll now requires that, if the SIN is in the 9-series, a copy of the card and valid work/study permit be submitted for all appointment changes. Only cards bearing expiry date are acceptable).

· Work Address:


· Location Code: (3 letters)  __________ Please refer to list provided. If work location is LSC, please see documentation below.

Work Ph #:

 
Work email:  


· Job title:
______________________________
__________________________________   
· Salary Rate:
________________________ 

FTE %:   _____________
· Start date:

 
End date:  

· Speed chart:

   P/G:  
    Dept ID:
201701
   Fund:  

· Supervisor’s

Signature:


Please ensure that you include the following documents:

· Current resume or Curriculum Vitae
· Photocopy of  Social Insurance Card (or a confirmation of SIN letter from Service Canada as Service Canada is no longer issuing cards)
· Photocopy of work permit (if applicable)
· UBC Employee Personal Data Form http://www.hr.ubc.ca/forms/personal-data-form-help  
· Payroll direct deposit information https://finance.ubc.ca/sites/finserv.ubc.ca/files/resource-files/Payroll_Direct_Deposit.pdf 
· TD1 & TD1BC – Personal Tax Credits Return forms
http://www.cra-arc.gc.ca/E/pbg/tf/td1/td1-17e.pdf
http://www.cra-arc.gc.ca/E/pbg/tf/td1bc/td1bc-17e.pdf
·   Preventing and Addressing Workplace Bullying & Harassment Online Certificate http://bullyingandharassment.ubc.ca/training-events/


· Benefit Forms: Please click on the following link with your enrolment code (found on your offer letter) Please note that employees who have appointments that are less than 1 year or PT/Hourly will have different eligibility for benefits.
http://www.hr.ubc.ca/benefits/enroling/
· Criminal Record Check (If applicable)                
For more information on when criminal record checks are required, please see http://www.hr.ubc.ca/administrators/managing-staff/criminal-record-checks/procedure/
· If your work location code is LSC (Life Sciences Center), please ensure the following mandatory training is completed prior to an LSC access card being assigned
http://facilities.med.ubc.ca/lsc/lsc-health-and-safety/lsc-orientation-and-training-requirements/ 

If your location does not appear on the list below, please let me know.
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ACU  Acute Care Unit  DEE  Deeley Research Centre  PLM BC's Agency-Pathology&LabMed

AH1  Abotsfrd Reg Hosp-Hemtlogy Lab  DEG  Detweiller Pavillion  PPL  PhenoPath Labs 

AHC  Animal Health Centre  DHC  Diamond Health Care Centre  RCH  Royal Columbian Hospital 

BCB  BC Biomedical Laboratories  FVC  Fraser Valley Cancer Centre  RHN  Robert H.N. Ho Research Centre 

BCC  BC Cancer Research Centre  HHP  StPaul's-Healthy Heart Program  RIH  Royal Inland Hospital 

BGH Burnaby General Hospital HSC  Vanc Hosp & Health Sc. Centre  RIN  Jack Bell Research Centre 

BMC Brimacombe Building ILS  Island Lab Serv - Vic Gen Hosp  RJH  Royal Jubilee Hospital 

BRC  Biomedical Research Centre  JPN  Jimmy Pattison Pavilion North  SFU  SFU - School of Communication 

BSC  ICORD, BlussonSpinalCordCentre  JPS  Jimmy Pattison Pavilion South  SHA  Shaughnessy Hospital 

CA2  BC Cancer Agency - 3430D  KG1  Kelowna General Hospital  SPH  St Paul's Hospital 

CBH D. Mowafaghian Ctr for Br Hlth KOE  Koerner Pavilion  SRC  B.C. Research Institute 

CCA  BC Cancer Agency  LAB  Prov.Lab,BCCDC-655 W. 12th Ave  SRM  Surrey Memorial Hospital 

CDC  Centre for Disease Control  LAU  Laurel Pavilion  TFL  Terry Fox Laboratory 

CEL  Cdn Extrnl Qlty Assessment Lab  LLM  LifeLabs Medical Laboratory Se  V10  Van Hosp. Research Pavillion 

CF3  Child&Family Res Inst A4-130  LMC  Laurel Medical Centre - 310  V11  Willow Pavilion 

CF4 Child&Family Res Inst - Rm3082 LSC  Life Sciences Centre  V22  Eye Care Centre 

CHH  Childrens Hospital  MAR  St. Paul's, iCAPTURE Center  V30  Jimmy Pattison Pavilion North 

CMM  Ctr. for Molecular Med. Bldg.  MEA  Copp Building  V40  Heather Pavilion 

CR1  BC Cancer Research Ctr - 207  MEC  Medical Block C  VIR  Virology Lab - St.Paul's Hosp. 

CR2  BC Cancer Research Ctr 9-112  MMH  Mill Memorial Hospital  VJH  Vernon Jubilee Hospital 

CW1  BC Children's Hospital - 2K51  MRW  St. Paul's, iCAPTURE Center  VML  Valley Medical Labs 

CW2 Children's&Women's - Room 2G3 NGH  Nanaimo Regional General Hosp  WES  Wesbrook Building 

CWM  Childrens & Women's Health Ctr  PGH  PrinceGeorge Regional Hospital  WRH  Wrinch Memorial Hospital 
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Please forward information/documentation to:                                            Sandra Izzard, HR Assistant – Staff & Students
Department of Pathology and Laboratory Medicine, UBC



         Fax: 604-827-3327; Email: sandra.izzard@pathology.ubc.ca 
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		Location Code		Dept. Location				Location Code		Dept. Location				Location Code		Dept. Location

		ACU 		Acute Care Unit 				DEE 		Deeley Research Centre 				PLM		BC's Agency-Pathology&LabMed

		AH1 		Abotsfrd Reg Hosp-Hemtlogy Lab 				DEG 		Detweiller Pavillion 				PPL 		PhenoPath Labs 

		AHC 		Animal Health Centre 				DHC 		Diamond Health Care Centre 				RCH 		Royal Columbian Hospital 

		BCB 		BC Biomedical Laboratories 				FVC 		Fraser Valley Cancer Centre 				RHN 		Robert H.N. Ho Research Centre 

		BCC 		BC Cancer Research Centre 				HHP 		StPaul's-Healthy Heart Program 				RIH 		Royal Inland Hospital 

		BGH		Burnaby General Hospital				HSC 		Vanc Hosp & Health Sc. Centre 				RIN 		Jack Bell Research Centre 

		BMC		Brimacombe Building				ILS 		Island Lab Serv - Vic Gen Hosp 				RJH 		Royal Jubilee Hospital 

		BRC 		Biomedical Research Centre 				JPN 		Jimmy Pattison Pavilion North 				SFU 		SFU - School of Communication 

		BSC 		ICORD, BlussonSpinalCordCentre 				JPS 		Jimmy Pattison Pavilion South 				SHA 		Shaughnessy Hospital 

		CA2 		BC Cancer Agency - 3430D 				KG1 		Kelowna General Hospital 				SPH 		St Paul's Hospital 

		CBH		D. Mowafaghian Ctr for Br Hlth				KOE 		Koerner Pavilion 				SRC 		B.C. Research Institute 

		CCA 		BC Cancer Agency 				LAB 		Prov.Lab,BCCDC-655 W. 12th Ave 				SRM 		Surrey Memorial Hospital 

		CDC 		Centre for Disease Control 				LAU 		Laurel Pavilion 				TFL 		Terry Fox Laboratory 

		CEL 		Cdn Extrnl Qlty Assessment Lab 				LLM 		LifeLabs Medical Laboratory Se 				V10 		Van Hosp. Research Pavillion 

		CF3 		Child&Family Res Inst A4-130 				LMC 		Laurel Medical Centre - 310 				V11 		Willow Pavilion 

		CF4		Child&Family Res Inst - Rm3082				LSC 		Life Sciences Centre 				V22 		Eye Care Centre 

		CHH 		Childrens Hospital 				MAR 		St. Paul's, iCAPTURE Center 				V30 		Jimmy Pattison Pavilion North 

		CMM 		Ctr. for Molecular Med. Bldg. 				MEA 		Copp Building 				V40 		Heather Pavilion 

		CR1 		BC Cancer Research Ctr - 207 				MEC 		Medical Block C 				VIR 		Virology Lab - St.Paul's Hosp. 

		CR2 		BC Cancer Research Ctr 9-112 				MMH 		Mill Memorial Hospital 				VJH 		Vernon Jubilee Hospital 

		CW1 		BC Children's Hospital - 2K51 				MRW 		St. Paul's, iCAPTURE Center 				VML 		Valley Medical Labs 

		CW2		Children's&Women's - Room 2G3				NGH 		Nanaimo Regional General Hosp 				WES 		Wesbrook Building 

		CWM 		Childrens & Women's Health Ctr 				PGH 		PrinceGeorge Regional Hospital 				WRH 		Wrinch Memorial Hospital 


































































































