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Application Process for Faculty Associate (FA) 

 
Go to the SFU Education website located at: 

http://www.sfu.ca/education/teachersed/fa-sa/faculty-associates/overview.html 

 

You should see a website page that looks like this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Click on the  button to begin the application process. This brings you to a 

description of the job posting and a link to access the online application. 

Step 2: If you have never applied to SFU, you must create a new account by clicking on the 

 button (see screenshot next page) to bring you to the ‘Log-In’ page. You must have 

an account to submit an application. If you have previously applied to SFU, you can click on

 and then “Apply” to use your previous username and password. 

http://www.sfu.ca/education/teachersed/fa-sa/faculty-associates/overview.html
https://apply-sfu-professional-programs.smapply.io/
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Step 3: Start the application process by completing each task. The task page will look like this: 
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Start by clicking on the arrow ( > ) next to the ‘Personal Data’ task, and complete the form. 

 

At any time, you may either ‘Save and Continue Editing’ or ‘Mark as Complete’. Click on ‘< Back to 

application’ to bring you back to the task page and show you the progress of your application.  

You can go back into your application at any time to edit or make changes prior to hitting 

the Submit button. 

 

Step 4: Application Form - Click on the arrow ( > ) next to the ‘Faculty Associate Application’ 

task and complete the form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the form as follows: 

 

 

a. The following sections will include questions that require a yes or no response. If you click 

“Yes”, you will need to provide additional information to progress through the application. 

If you click “No”, you will not need to provide any other information.  

b. Continue through the application and enter your most current / recent employment 

information. 
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c. You will then be asked to input any additional employment history information. Initially 

there will only be one section to input more employment history. To add additional 

employment history information, be sure to select “Yes” for “Do you have more to add?” 

at the bottom. Once selected, another section will become visible. You can add up to two 

additional sections. 

 

d. Enter the number of years that you’ve taught; be specific under each section. 

e. After indicating your TQS category and BC Certification, you will be asked to enter your 

highest post-secondary degree, diploma, or certificate. You can enter up to 5 degrees or 

diplomas provided you click “Yes” beside “Add additional degrees”. 
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f. Next, you’ll be prompted to select the number of transcripts that you will attach (as a 

separate task) to your application. If you have more than one transcript, be sure to specify. 

You will be able to come back to this part of the application process to change the number 

of transcripts if necessary. 

(NOTE: Only official transcripts or copies of official transcripts will be accepted.) 

 

g. To complete this portion of the application, you must consent to allow Simon Fraser 

University to collect this information. In addition, you will need to provide a signature. 

Once complete, select “Save and Continue Editing” or “Mark as Complete” to go back to 

the task page. 
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Step 5: Continue through the tasks listed in the application. The next step is to complete the 6 

questions in the ‘Written Assignment’. 

 

a. Throughout the written assignment, you can “Save and Continue Editing” if you’d like to 

come back to it later, or if you want to ensure your work does not get lost.  

b. Once complete, click on “Mark as Complete”. This will take you to a progress page. Click 

on any of the tasks on the left side of this page to continue with your application or click 

on “< Back to application“ to return to the main task page. 
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Step 6: Continue to progress through the tasks. The next step is to ‘Upload your CV’. 
 

 

 

 

a. When attaching your resumé, name your document accordingly, i.e.: “First and Last 

Name–Resumé”. 

b. Click “Attach File” (as many times as needed) to search for the document on your 

computer. 

c. Choose the file you want to upload, and select the “Mark as Complete” button when 

complete. 

c. You can see a preview of your uploaded document by clicking on the three dots and 

choosing “Preview”. Click on any of the tasks on the left side of this page to continue with 

your application or click on “< Back to application“ to return to the main task page. 
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Step 7: Next, ‘Upload your Teacher Qualification Services Card’ (must show your category). 

Click “Attach File” and you can search for your document on your computer.  

 

 

a.  Name your document accordingly, i.e. “First Name Last Name–TQS Card”. Click on any of 

the tasks or click on “< Back to application“ to return to the main task page. 

Step 8: ‘Upload your transcript(s)’. Follow the same steps as your resumé and TQS card. 

 

 

a. You can upload a minimum of 1 transcript to a maximum of 5 transcripts (according to 

how many you specified in the “application” portion). This section can be edited.
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Step 9: ‘Request letters of reference’. You are required to provide 3 references. (More than 3 

will not be considered by the hiring committee.) 

 

 

a. Start with the first one, which will need to be a reference from your most recent 

supervisor. When you click “Request a Recommendation”, you will see this form: 
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b. Fill in the information (name, email, etc.) for your supervisor. In doing so, an automated 

email will be sent to them to complete a recommendation for you. They will need to 

create an account on SurveyMonkey Apply with a username and password.  

NOTE: you may want to advise your supervisor that the message may end up in a “junk” or 

spam folder.  

c. Follow the same steps for the next two references. 

d. Click on any of the tasks or click on “< Back to application“ to return to the main task 

page. 

 

Step 11: When all of the above tasks are complete, return to the main task page to submit your 

application. The “Submit” button becomes visible once all tasks are complete. 

 

a. If you have not completed all the required tasks, you will not be able to submit your 

application. It will say, for example “6 of 7 tasks complete”. 

 

 

 

When you hit the “Submit” button, your application will be sent forward for review. You will be 

notified if there are any issues with your submission. Questions can be forwarded to Ashleen 

Rider at pps_fa_admin@sfu.ca. 

 

 

 

Good luck with your application to SFU! 

mailto:pps_fa_admin@sfu.ca

