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l.  Scope:
These procedures apply to the hiring of Continuing, Term and Associate faculty at the University in Canada.

See also: Related HR policies/procedures, the Academic Integrity Policy, and the Faculty Conflict of Interest
or Commitment Policy and Procedure

ll. Purpose:

Faculty orientation ensures new faculty are prepared for their role through an introduction to key areas
including Human Resources policies, an overview of the University’s academic and governance model,
approaches to teaching and assessment, academic integrity, and the use of Interfolio. It includes
accessible and standardized training modules to facilitate the use of the University’s Course Management
system. Additional orientation to Program Learning Outcomes, program-level guidelines, administration
and practices are managed by the Hiring Manager or designate.

lll. Procedures

1. The Human Resources Department enters a new faculty appointment into the WorkDay system.

2. All new faculty receive an HR department orientation to the following policy and procedures, and
are required to confirm their receipt and review on Workday.

a. HR Policies Manual
b. Canadian Campus Safety Plan
c. Canadian Sexual Violence and Misconduct Policy

3. Faculty with appointments of .5 FTE or more receive a live, virtual orientation which includes
information about the following aspects of work at the University. Faculty are required to confirm
their receipt of this orientation on Workday.

a. University mission, values, locations, and general information

Dress code, business hours, workstation setup/ ergonomics, anti-bullying policy
Payroll, benefits, paid time off, tuition exemption, and Motivosity platform

IT safety

Anti-harassment policy, how to report violations, third party anonymous reporting
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Overview of basic safety information, orientation to the Safety Committee website and
instructions on how to report safety issues
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4. An automated process triggered by WorkDay notifies a Learning and Curriculum Systems
administrator to add all new faculty members to the New Faculty Orientation (NFO) modules
hosted on the learning management system (LMS) and to notify the Faculty Development
Coordinator.

5. The Faculty Development Coordinator sends a welcome letter to the new faculty member through
the LMS including basic instructions on how to navigate the LMS, use the CityU email address and
orientation to the NFO modules.

New faculty must complete the modules and meet the assessment criteria prior to being assigned
to a course. The modules cover the following topics:

a.
b.
C.
d.

Teaching

Assessment and Feedback
Academic Integrity
Interfolio

Upon completion, the Faculty Development Coordinator sends the faculty member a completion
letter and arranges payment of a stipend to the faculty member for completing the NFO.

The Faculty Development Coordinator will respond to faculty questions regarding the orientation to
LMS or redirect as appropriate.

6. The hiring manager oversees a program-specific orientation that includes the following:

Associate Faculty (Level I and 11)

a.

b
C.
d

bl (']

Overview of the teaching role and regional degree standards (ex. reconciliation)
Expectations regarding administrative and faculty meeting attendance
Orientation to academic policies on website and Brightspace

Discussion of annual plan for scholarly activity and documentation of scholarly activity on
Interfolio

Guide to the program’s use of Teams
Orientation to Microsoft Office and Faculty Centre (attendance and grades)

Continuing and Term Faculty

a.

b.

Overview of the role, including teaching responsibilities, scholarly activity, professional
development and service, and regional degree standards (ex. reconciliation)

Review of preferred and ideal course assignments
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Interfolio

0a

Expectations regarding administrative and faculty meeting attendance

Orientation to academic policies on website and Brightspace

Participation in New Student Orientation

Discussion of annual plan for scholarly activity and documentation of scholarly activity on

Assignment of annual service activities

h. Guide to program files and folders, use of Teams

i. Orientation to Microsoft Office, SharePoint and the Faculty Centre (attendance and grades)

j. Arrangements to be issued a laptop

7. All Term, Continuing, and Associate Faculty in Canada receive regular communication regarding
their role in academic governance. These updates, which are shared by committee administrators
or relevant academic leaders, include links to key governance documents such as committee
charges, meeting dates, and approved minutes for the Academic Affairs Advisory Council (AAAC-
BC), the Canadian Academic Affairs Council (CAAC), and the Academic Affairs Council (AAC). In
addition, new faculty members are oriented to their governance responsibilities and welcomed to
the University through one-on-one or small group meetings facilitated by appropriate academic

leadership.

IV. Responsibility: The VP of Canadian Academic Programs, BC and the VP of Academics, Canada will be
responsible for review and, as necessary, revision of this procedure.

Related Policies & Procedures

CityU Policy Number

HR Policies & Procedures 4300.01-4300.34
2300.10 Academic Integrity Policy
4300.12 Code of Ethics Policy

CityU Procedure Number

HR Policies & Procedures 4300.01-4300.34
2300.10 Academic Integrity Procedure
4300.12.01 Code of Ethics Procedure
3600.07.01 Faculty Conflict of Interest or
Commitment Procedure
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