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Stages of the Employee Lifecycle

Employee Hiring

1. This step includes new employees to the college or former employees returning to the
college.

2. Human Resources enters hew employee information into the Human Resources
Information System HRIS/Colleague. In the case of a former employee returning to the
college, Human Resources updates employee information in HRIS/Colleague.*

3. Human Resources triggers the new hire workflow notification, which
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2. Human Resources enters the employee end-date into HRMS/Colleague.

3. Human Resources sends ITS an email which triggers a service request ticket to: contact
employee manager to reclaim IT equipment and resources (ie: licenses, etc), and disable
any special system access the employee may have possessed (e.g. user
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