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Canadian Trained Professional Staff in an Academic Appointment

/ Department Develops a strategic Human Resources Recruitment Plan 7
(considering both Academic and Hospital needs)

\ 4

New positions requires that Part A of the Position/Candidate Impact Summary Form be completed and request form submitted by Department to
Medical Affairs for the Joint Professional Staff Human Resource Committee (JPSHRC) to Review. The Academic Role Category (ARC) is assigned and noted
on the Position Request Form (PAF) but a formal ARC form does not need to be completed at this stage.

JPSHRC approves position for Recruitment. Medical Affairs sends notification to department to proceed with recruitment.

\ 4
Department either has a candidate in mind
or is looking for candidate. The following are resources
available for reference:

1.New Academic Checklist - http://www.uwo.ca/facultyrelations/pdf/
recruitment/new-academic-staff-checklist.pdf

A\ 4

e Appointments or Selection Committee prepares the advertisement and the
Department can place advertisements using the Faculty Recruitment Form.

e Completed Academic Recruitment Forms (ARF) and advertisement are submitted for
approval (Dean’s Office to Office of Faculty Relations (OFR).

e After the advertisement is approved, Department places advertisement as per the
instructions on the Checklist and Guidelines for Advertising Clinical Academic Positions
document available on the Faculty Relations intranet.

Candidate(s) is invited by Department
for a Recruitment interview (see: Interview
Tips Sheet)

Department must ask the candidate(s) to bring
proper documentation, including an up-to-date CV




The Office of Faculty Recruitment and
Retention at Western is available to meet
with candidates and/or their families.

Department begins compiling remaining documentation
for faculty appointment at Western.
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Department sends hospital reference form to the
three reference names submitted by the successful
candidate.
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Department determines the details of offer for
candidate, completes Part B of the Position/Candidate
Impact Form, drafts joint letter of offer and Academic
Role Category Form, and sends them, along with the
three references, to the Medical Affairs Human
Resource Planning and Credentialing Specialist. This
should be done 10 weeks before start date.

\ 4
Medical Affairs conducts a Candidate Review with the
Stakeholder group (hospital and Schulich
representatives) and reviews the draft letter of offer, CV
and three references sent by the Department to support
the recruitment. Medical Affairs sends draft letter of
offer and ARC to Schulich for review.

Once the department obtains approval on the joint letter
of offer and ARC, the department can begin to obtain
signatures on the documents.
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/ Faculty Appointment // Schulich Personnel Data
/ Guides-Clinical Academic / Sheet and Checklist
| https:// [ https://
www.schulich.uwo.ca/ ‘ www.schulich.uwo.ca/
humanresources/ humanresources/docs/

Faculty%20Forms/
\  Personnel%20Data%20Sh
eet%20-%20Clinical.pdf

‘\ leader_administrator_too \ \
Is/faculty_resources/

guides.html

Department obtains signatures on the final joint letter
of offer with the last to sign being the VP Medical
Affairs. Signed letter sent back to Department to
forward to the candidate for signature, as well as

information regarding benefits (UWO and OMA plans)

\ 4
Department will also include AFP

Information & ARC (for eligible
Professional Staff Only)




Documentation sent by Department to Schulich Human
Resources to initiate academic appointment.

/ CTA OHIP Information

Http:// | Http://
Www.ctauwo.ca www.health.gov.on
‘\ Login: clinician \ .ca/english/
Password: ctauwo \ providers_mn.html

Paperwork should be sent to Schulich HR at least one
month prior to start date.
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Schulich HR sends the Clinical Academic Contract for
signature to the Hospital.
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Schulich HR sends the academic offer letter, Academic

Role Categories form, and Clinical Academic Contract to
candidate via Department.

A\ 4
Candidate signs academic offer letter, initials each page

of the Clinical Academic Contract, and returns to
Schulich HR
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Schulich HR sends appointment paperwork to Office of
Faculty Relations (OFR) for approvals and processing.

/,,,//r/'/"'?/rgvost approves appointment, fo rwards
forms to UWO Human Resources

Y Candidate signs and returns documents back to
Department. Department sends copy of signed joint
letter of offer and signed Academic Role
Category (ARC) to Medical Affairs who will then send
the credentialing link and details to the candidate to
complete the application package.
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Medical Affairs works with the
candidate to complete all hospital
credentialing requirements,
which includes the Health
Review, and all hospital online
education modules

Department submits forms to
request office (Space Request
Form), computer, systems access

> and Outlook email account
(Systems Access Request Form)
and Medical Affairs approves the
requests

Medical Affairs will also be the
contact for secretarial support.

A\ 4

City-Wide Credentials Committee reviews the
application and recommends the appointment to
the Joint Medical Advisory Committee and

subsequently provides a recommendation to the <

Board of Directors of LHSC and St. Joseph’s to

approve the appointment to Professional Staff.
Needs to be done 6-8 weeks in advance.

A\ 4
Medical Affairs notifies the new Professional Staff
Member and department contacts them of
approval and confirms start date. If the start date is
prior to the CWCC/MAC/Board’s approval process,
a temporary appointment is issued to allow the
candidate to work in a temporary category while
the approval process is finalized.




Candidate
contacts UWO
Pensions &
Benefits to
arrange a meeting

Schulich HR downloads
confirmation
paperwork from OFR.
Candidate receives
email and password
notification from
Western HR.
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Department assigns an administrative and/or faculty ambassador to the recruit to assist them with set-up and orientation

to the hospitals and university.
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