2
Brandon University
Request for Employment Contract
   

                                                                                  
1.	Name     _____________________________________________________________
	Address  _____________________________________________________________
		    _____________________________________________________________
	


2.  	Type of appointment	  Full-time			  Part-time (fte _____)


	   (check all that are applicable)	  Term	     		  Continuing/Regular


					  Probationary		  Amended (See 11 &12)


					  Visiting			  Other  ________________

3.	Start date  ______________________ Term end date  ________________________ 
                                                                                                  (if applicable)
4.	Rank/classification  ____________________________________________________  

5.	Position title __________________________________________________________

6.	Faculty, department and/or project ________________________________________



7.	Remuneration  $ ______________  Bi-weekly   Per Annum  
			   Step  _____  on the rank/classification scale
		

8.	Allowances	 Moving		

			 Other _______________________________

9.	Location (if off campus) ___________________________________________________

10.	Responsible to (title only) _____________________________________________

11.	Provisions for amended appointments or leave contracts
		Workload   _______________________________________________________
		Sabbatical (accrued credits)      __________________________________________

12.    Any other special provisions that are part of this offer     ___________________________
____________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________

13.	Recognized sabbatical credit from another employer: ________________________


14.	Vetting  (All relevant documentation must be attached to this form before a contract will be generated)




                a)  Copy of advertisement attached		 Yes		 No		 n/a



	b)  CV/Resume/Application attached		 Yes		 No		 n/a



	c)  References completed and attached	 Yes		 No		 n/a



	d)  Official transcripts/certificates attached	 Yes		 No		 n/a



                e)  Search committee minutes attached	 Yes		 No		 n/a



	f)   Immigration approval clause required	 Yes		 No		 n/a



	g ) Child Abuse Registry Check attached      Yes		 No		 n/a



	h)  Criminal Record Check attached              Yes		 No		 n/a

Charge to budget code  __  __  __  __ -- __  __  __ 

Position is 	New  ____   Term Extension ____   or  Replacing _______________________

Recruitment Statistics:  

                            Total applications received _____             Total applicants interviewed _____                                                   

Signature Approval:


Initiated By:	__________________________________________	   __________________
		                     Signature – Dean or Director			     Date

Approved	__________________________________________	   __________________
		      Signature – Chief Human Resources Officer		     Date

Approved	__________________________________________	   __________________
          Signature - Vice-President (Administration & Finance)		     Date
                                        (For all MGEU, IUOE, Exempt positions)
                                                            
Or

Approved	__________________________________________	   __________________
 		   Signature – Vice-President (Academic & Provost)		     Date
                                            (For all BUFA positions)

[bookmark: _GoBack]
This form is to be used for all contract requests (excluding sessional/overload). To avoid delay in processing please ensure all applicable information is completed and all signatures obtained before the request is received in Human Resources for processing.
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