Sessional Academic Hire — Onboarding At a Glance

Prior to the first day — Onboarding Activities
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Once approved the Sessional
Administrator processes the
hire in PeopleSoft HR. System
generated notification is sent to
OBC providing them with the UCID and
other applicable Hire Details.

Sessional Academic Sessional Administrator
accepts offer processes the contract via TBH
sending the online hire request
to all budget owners for
Approval.

A

Sessional Academic creates IT
Account and then begins the
‘prior to day one’ onboarding
activities; including updating

personal information, direct deposit
and set-up of courses on D2L.

Sessional Onboarding
coordinator initiates their Onboarding
Checklists. This includes connecting
with the new Sessional Academic and
providing instructions on setting
up their IT accounts and beginning their

Employee Checklist onboarding checklist.

OBC Checklist

On or after Day One — Onboarding Activities

v

Sessional Academic completes Onboarding activities Sessional Onboarding Coordinator
including, course set-up and training as applicable. continues to follow up with the
new Sessional ensuring that all
Onboarding activities are completed
and that the new academic has a
positive onboarding experience.


http://www.ucalgary.ca/onboarding/new-sessional-instructor-checklist
http://www.ucalgary.ca/onboarding/sessional-instructor-obc
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