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CAMOSUN COLLEGE 

Information & FAQs for Successful Applicants 

When you are the successful applicant and the workplace leader has reached out to you with the news, 

here is what you can expect in your Camosun College applicant (People Admin) account: 
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Step 1: Receiving the Electronic Employment Offer: 

You will receive an email from careers@peopleadmin.ca which informs you that you are the successful 

applicant for the posting you have applied to. This email will include: 

a. A link to access your electronic offer letter to review the details of your employment. 

b. A Digital Signature box that will require your to confirm your acknowledgement and 

understanding of these details. 

c. A PDF link to download a copy of these details.  

d. Any questions about the contents of your employment offer will be directed to your 

workplace leader.  

As the applicant, you will click the link in the email to access your electronic offer letter, you will be 

directed to log back into the PeopleAdmin portal: https://camosun.peopleadmin.ca/  

Click ‘Your Applications’ (1) then click ‘Offer Letter’ (2): 
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Review the offered employment details. If there are any questions, please direct them to the workplace 

leader listed in your offer letter. The workplace leader is the person who the applicant has been in 

contact with about their interview and who will have initially contacted the applicant about the 

employment offer.  

When satisfied with the details, scroll to the bottom of the letter and enter your initials in the Digital 

Signature box (1) and click Submit (2): 

 

 

 

 

 

 

 

 

Once submitted, now is the time to download a copy of the offer letter. Please note: we recommend 

that you download your offer letter immediately upon signing as the option to download or view your 

offer letter will disappear once you’ve exit from the following screen: 
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Step 2. Verifying your Date of Birth and Social Insurance Number 

The successful applicant will receive a second email from careers@peopleadmin.ca that will prompt 

them to submit their date of birth (DOB) and social insurance number (SIN). This information is 

necessary to ensure the employment profile is set up in our pay system as quickly and efficiently as 

possible, and so that other preparations can be made in anticipation of the applicants first day at work. 

  

The body of the email will contain the following directions:  

  

When you click the link in the email to enter your DOB and SIN, you will be directed to log back into our 

PeopleAdmin portal: https://camosun.peopleadmin.ca/  

Click ‘Your Applications’ then click ‘Update’ on the application you have accepted the offer on: 
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The following page will ask you whether you would like to make change, select ‘Yes, update this 

Application”:  

 

Next, you will enter your Date of Birth (1) and SIN (2). Then select, “Save & Continue” (3):  

Note: You must enter the Date of Birth in the format MM/DD/YYYY  

 

 

 

 

 

 

 

 

 

 

 

The next page will ask you to Certify & Submit your application:  
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Once you have saved, updated and certified your application, you will be brought to a verification page 

where you will check the certification box (1) and enter your initials in the text box (2) below.  

 

 

The next screen will let you know that you have successfully updated your application to include your 

date of birth and SIN: 
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Step 3. Receiving your Tax Forms and Benefit Enrolment Forms 
 

Once the successful applicant has received their Camosun College issued email address they will receive 

the following email from hr@camosun.ca which will include the links to and attachments for: 

a. applicable Collective Agreement 

b. Tax forms and direct deposit form 

c. Personal Information and Benefit Form (PIBF) 

d. Manulife enrolment forms 

e. Employment Equity questionnaire 

 

 

Frequently Asked Questions (FAQs) 
 

Q: I have questions about my employment offer, who do I contact before I send my 

acknowledgement?  

Please reach out to your workplace leader listed in the letter. This person will have previously reached 

out to you to set up your interview and to initially offer you the position.  

 

Q: Can I print my employment offer and then sign it?  

Camosun College will only receive accepted offers through the Camosun College Career Site. The allows 

us to complete our HR processes in our Applicant Tracking System. Paper copies of employment offers 

will not be accepted.   

 

Q: How do I access additional information/forms if I am not an employee yet or have not received my 

Camosun employee # (C#)?  

We are working to add additional information to the Camosun.ca website.  In the interim, you will need 

to wait until your C# and Camosun email address have been issued before you can access the internal 

links saved to our Camosun Intranet.  

 

Q: What if I forget my Username or Password for my applicant account?  

Click on the “Login” link, and then the link “forgot your username or password." 

 

 

 

mailto:hr@camosun.ca
https://camosun.peopleadmin.ca/

