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A GUIDE FOR NEW MANAGERS/ACADEMIC DEPT. HEADS
	
	SOURCES/PROCEDURES

	General
	

	Contact IT to request a phone connection, computer, internet access and email. 


	To obtain an email account and internet access, the request has to be made to IT and this must be submitted by the departmental secretary, supervisor, or department head. New accounts have to be validated by Human Resources. A form has to be filled out and then submitted online and you can find information about account requests at: http://www.trentu.ca/it/staff.php.   Access the IT website for any additional information on technological services that may be required at www.trentu.ca/admin/it/.

	Obtain a key/key card.


	The locksmiths are responsible for maintaining access control for Trent University. To get a key cut or to obtain a key card please visit the locksmith website at http://www.trentu.ca/locksmith/overview.php and complete and submit the key request form.

	Find out about a parking permit.


	Flexible benefits and/or payroll deductions can be used to pay for an employee’s parking permit. For the first day, the Department should obtain a day parking pass. Access the parking website about the different parking permits and their prices at: http://www.trentu.ca/parking/fees.php . Managers must register and pay for the permit online at: https://secure.parkadmin.ca/trentu/users/


	Ensure the work area is equipped and supplies are in place.
	Office supplies are purchased through Brant Office Supplies (705) 748–2291.

	Mandatory 
	

	Orient yourself to the Risk Management Department Website 

Occupational Health and Safety

 - sign Employee Health & Safety Orientation Form http://www.trentu.ca/humanresources/forms.php

	The Risk Management Website is available at http://www.trentu.ca/riskmanagement/overview.php
Read and familiarize yourself with this site.
Trent’s Occupational Health and Safety policies and standards can be accessed online at http://www.trentu.ca/healthandsafety.
Information about occupational health and safety training and workshops are also available online at http://www.trentu.ca/healthandsafety.


	Review key policies:

Purchasing

Administration & Governance

VP Academic Policies

Human Resources

Access & Privacy
Risk Management
	Purchasing:

http://www.trentu.ca/purchasing/policies.php
Administration & Governance

http://www.trentu.ca/administration/
Academic policies

http://www.trentu.ca/vpacademic/policies.php
Human Resources http://www.trentu.ca/humanresources/overview.php.

Human Rights & Conflict Resolution

http://www.trentu.ca/humanrights/
Access & Privacy http://www.trentu.ca/administration/accessandprivacy.php
Risk Management

http://www.trentu.ca/riskmanagement/overview.php

	Go to the card office in Bata Library to obtain your Trent University photo identification card
	Refer to the policy on the Risk Management website at

http://www.trentu.ca/riskmanagement/policies.php

	Log in to the myTrent portal and check it regularly for updates and staff bulletins
	http://www.trentu.ca/mytrent/

	Misc.
	

	Arrange for a campus tour.


	Contact the Liaison Office either by phone (705)-748-1011 ext. 1332 or by email at liaison@trentu.ca. As well can book a tour directly online at http://registrar.trentu.ca/tourbookings/.


	Contact Marketing & Communications for business cards if applicable.


	For business cards and letterhead, please visit the Marketing and Communications website on the myTrent portal.

Click on myWorkplace in the left hand column.  Under myTrent sites click on Marketing & Communications. 

If you have any questions, please contact: Kate Shaughnessy, Planning and Administrative Assistant, Marketing and Communications, Phone: 705-748-1011 ext. 6180.  

Further information about Marketing and Communications can be found at http://www.trentu.ca/newsroom/overview.php.



	Benefits


	To inquire about Benefits, contact Human Resources: Anne Martens, Group Benefits & Compensation Systems Administrator. Phone: (705) 748–1276 ext. 7592.To inquire about pensions; contact Sharon Stover, Pension Plan Coordinator. Phone: (705) 748-1011 ext: 7074.



	Payroll information
	To contact payroll can contact Pauline Johnson, Payroll Supervisor, at   (705) 748-1011, ext. 7301. Refer to the Human Resources website for additional information.
http://www.trentu.ca/humanresources/payroll.php

	Helpful websites and places to access information about the university.


	Trent Athletics:   http://www.trentu.ca/admin/athletics
Room Bookings:  http://www.trentu.ca/admin/mytrent/roombookings
Campus Food Services: mailto:aramark@trentu.ca
Career Center: http://www.trentu.ca/careers/facultyandstaff/postajob.php (Procedures for hiring students)
Trent Library:  http:/www.trentu.ca/admin/library

Campus Maps: http://www.trentu.ca/admin/accessibility/
Trent News and Events: http://www.trentu.ca/newsevents/
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