
 

Locum Process: What to expect as a locum  
Please note that some processes are likely to evolve over time as we strive to move towards a fully electronic scheduling system solution.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Orange text – indicates links to supporting documents and resources 

** – indicates steps facilitated by Program staff/Connecteam; resources shown here are for reference purposes only 

BEFORE 
APPLYING

REVIEW PROGRAM 
DETAILS

READ THE FAQ

APPLY TO 
PROGRAM

SUBMIT APPLICATION
** SUBMIT CONTRACT 

(SEE TEMPLATE)

** ONBOARDING AND 

PROGRAM ORIENTATION 
(LOCUM ORIENTATION GUIDE)

MATCHING 
PERIOD

POST AVAILABILITY TO 
CONNECTEAM

CLAIM DESIRED HOST 
CLINIC SHIFT(S) 

** INTRODUCTION TO 
HOST CLINIC/PHYSICIAN

SIGN ASSIGNMENT OF 
PAYMENT (AOP) FORM

SEND SIGNED AOP FORM 
TO HOST CLINIC 

ADMINISTRATOR

ORIENTATION 
WITH 

HOST/CLINIC

HOST CLINIC 
ADMINISTRATOR 

CONFIRMS CLINIC, 
SCHEDULE & SHIFT 

INFORMATION

IF LOCUM IS NEW TO CLINIC, AN 
ORIENTATION IS SCHEDULED 
(ORIENTATION CHECKLIST)

COMPLETE 
ASSIGNMENT

ATTEND ASSIGNMENT
CONFIRM MONTHLY 

TIMESHEET IN 
CONNECTEAM

** COMPLETE REQUIRED 
EVALUATIONS

https://victoriadivision.ca/urban-locum-program/
https://victoriadivision.ca/resource/ulp-faq/
https://www.surveymonkey.com/r/ULPEOI
https://victoriadivision.ca/ULP-Locum-contract-template-for-reference
https://victoriadivision.ca/ULP-Locum-Orientation
https://victoriadivision.ca/ULP-Clinic-Orientation-Checklist

