Guidelines for Completion of Academic Salary Calculations

This information is being requested to assist Human Resources Services in evaluating a faculty member’s salary level. Please be as detailed and complete as possible. If information is not provided, there may be delays in finalizing salary rates.

The hiring department will complete the top portion of the salary calculation form (name, address, phone, courses to be taught, conflict of interest question) and will circle Professor or Counsellor or Instructor and Part-Time or Partial Load or Sessional at the top of the form so that Human Resources knows which calculation to perform. Cost centre information at the bottom of the form must also be completed.
The hiring department will ask the prospective faculty member to fill out the “Supplementary Information for Teaching Applicants” form.
The hiring department will submit the Salary Calculation Form and the Supplementary Information Form, along with the candidate’s resume to Human Resource Services.

Human Resources will complete the calculation and send the completed form to the hiring manager for signature. The signed form will then be returned to Human Resources to form part of the employee’s personnel file.

If the information on a candidate’s resume and/or supplementary information form and/or salary calc form is unclear or incomplete, Human Resources Services will contact the hiring department to request the additional/missing information. 
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