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Application prep begins early Feb (changes to application, etc.) until MARCH 29

Online app open MIARCH 31 TO APRIL 30
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List to Learning Centre to prepare online application List to instructors to review/revise/create Job Descriptions

*Instructors request change in hours from Chris by

*Recruitment = LIS undergrad blog, LFS grad email list, grad | APRIL 25 (including requests for courses NOT on list)
office blog, TA Portal, email to dept/faculty contacls campus- *Final assigned hours sent to Grad Manager by APRIL
wide 30

Online TA Application “closes” APRIL 30 Hours ::m__um@ = m.:_._.q._m application updated first week of MAY
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Al applications submitted by deadline recorded (for selection

priority with union) Preferred status list prepared ,
«Application remains online for changes and ongoing ssent to union by MAY 7
recruitment post deadline ] *Monitored throughout appointment process e
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*Progression table
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*Financial calculations
*Notations

Update with:
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Assign TA’s through TASM (Connect & FSC access)
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Ongoing changes to online application such as
+Courses added, courses deleted, courses changed (curriculum

change of term.

*Employee ID / CWL Pin created and sent to students with instructions to link CWL with employee ID

*Once TA's appointment finalized through HR, they will appear in the TASM system for assigning to a course (at this
point the student may not have linked their CWL to their employee ID —once they do, they will have Connect & F5C
access). Late appointments: LC can assign temporary Connect access until appointment has been finalized through
HR. Will need to assign access through TASM once this is done.

o
Documentation collected before assignment: During TA assignment:

*Schedule B form {once per session), Bullying & Harassment *Orientation checklist (mandatory), Midpoint evaluation (optional), Final
Certificate{one time as a UBC employee) performance evaluation (mandatory)




