[image: image2.jpg]N\
Douglas College




[image: image1.jpg]N\
Douglas College





Administrative Officer Operations Handbook – FORMS INDEX 
(Cross-Referenced)

	
	

	(Impressions) Chartwells Catering Menu - Information and Pricing

	See Finance and Administration  - Food Services

	(TGES – Forwarded Notification) Transfer Guide Email – Sample

	See Education – Education Council – Curriculum Development - Articulation

	Accident/Injury Report (Staff)

	See Finance and Administration – Facilities and Building Operations

	Account Request Form

	See Employee Relations – Faculty Selections – Competitions / New Member Setup / New Employee / 

	Accounting Guidelines, Douglas College

	See Finance and Administration – Finance – Cheque Requisition

	Address Change

	See Employee Relations  - Address Change

	Advertisement Flyer for emails, etc. Sample

	See Employee Relations - Faculty Selections – Faculty Selection Committee - Advertising

	Allocation of Sections for Regular & Contract Faculty – sample


	See Finance and Administration – Finance –Educational Plans – Finance Forms and Reconciliation of Sections w/Finance

	Application for Grant from the Staff Education / Training Fund

	See Employee Relations – BCGEU Staff Training and Development

	Banked Time form


	See Finance and Administration – Finance – Educational Plans – Faculty Workload/Banner Entry/FTE Service Reports

	Banked Workload Procedures


	See Finance and Administration – Finance – Educational Plans – Faculty Workload/Banner Entry/FTE Service Reports

	Banner Reports

WSRWSUM – Workload Summary Report

WSRWDET – Workload Detail Report for a person

SYRNDET – Non-Instructional Workload Report

WSRWFAC – FTE by Discipline & Contract Type
	See Finance and Administration – Finance –Educational  Plans – Faculty Workload/Banner Entry/FTE Service Reports

	Banner Table

STVNIST – Faculty Non-Instructional Type Code Validation 
	See Finance and Administration – Finance –Educational Plans – Faculty Workload/Banner Entry/FTE Service Reports

	BCGEU Staff Evaluation Manual

	See Employee Relations - Evaluations- BCGEU Auxiliary Staff

	Budget – Cost Centre Codes

	See Finance and Administration  - Finance

	Business Cards

	See Educational Services - Communications and Marketing (CMO)

	Calculation of Available Sections – sample

	See Finance and Administration – Finance –Educational Plans – Finance Forms and Reconciliation of Sections w/Finance

	Capital Request form sample Confirmation

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Capital Request Forms – instructions

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Catering Criteria

	See Finance and Administration  - Food Services

	Catering Menu - Chartwells (Impressions) – Information and Pricing

	See Finance and Administration  - Food Services

	Catering Request form

	See Finance and Administration  - Food Services

	Catering Requests & Room Booking

	See Finance and Administration – Food Services

	Celebration of Teaching, Learning, Research & Scholarly Activity (CoTL)

	See Education – Celebration of Teaching, Learning, Research & Scholarly Activity (CoTL)

	Centre for Educational and Information Technology - Account Request Form

	See Employee Relations – Faculty Selections – Competitions / New Member Setup / New Employee /

	Change of Grade Form

	See Educational Services – Registrar’s Office – Final Grades

	Chartwells (Impressions) Catering Menu – Information and Pricing

	See Finance and Administration  - Food Services

	Cheque Requisition

	See Finance and Administration - Finance

	Claim Procedures and Foreign Exchange – Expense Report

	See Finance and Administration – Finance –Expense Report

	Class Cancellation Template Form

	See Education – Faculty –

	Class Schedule Change Form

	See Finance and Administration - Finance – Educational  Plans – Class Schedule Change

	Class Schedule Change Form Instructions

	See Finance and Administration - Finance – Educational  Plans – Class Schedule Change

	Class Submission Report  - form

	See Finance and Administration – Finance –Educational Plans – Timetable Submissions

	College Calendar

	See Educational Services – Registrar’s Office – College Calendar

	College-Wide Fund for Scholarly Activity - Terms of Reference

	See Education – Scholarly Activity -

	Completion of CSR forms – Registrar’s Memo – sample and instructions

	See Finance and Administration – Finance –Educational Plans – Timetable Submissions

	Computer Information (CEIT Account Request Form??)

	See Employee Relations – Orientation

	Confirmation – Capital Request form sample

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Contract to Purchase Services

	See Finance and Administration – Payroll –Time sheets – Contract Employees

	Contract to Purchase Services Contract ID Number Log Sheet with Sample Numbering System

	See Employee Relations – Contract to Purchase Services  

	Contract to Purchase Services Form and Invoice (or Timesheet) 

	See Employee Relations – Contract to Purchase Services  

	Cost Centre Codes – Budget

	See Finance and Administration  - Finance

	CoTL

	See Education – Celebration of Teaching, Learning, Research & Scholarly Activity (CoTL)

	Course Control Sheet Template

	See Education – Education Council – Curriculum Development and Revision

	Course Control Sheets Form

	See Education – Education Council – Curriculum Development and Approval – Course Control Sheets

	Course Progress Log (sheet)

	See Education – Education Council – Curriculum Development and Revision

	Course Progress Sheet (Log)

	See Education – Education Council – Curriculum Development and Revision

	Course Revision Rationale Memo or New Course – Sample

	See Education – Education Council – Curriculum Development and Revision

	Curriculum Committee Meeting Schedule

	See Education – Education Council – Curriculum Development and Revision

	Curriculum Guideline Preparation Information (Registrar’s Office)

	See Education – Education Council – Curriculum Development and Revision

	Curriculum Guideline Template

	See Education – Education Council – Curriculum Development and Revision

	Curriculum Guidelines Form

	See Education – Education Council – Curriculum Development and Approval – Curriculum Guideline

	Douglas College Accounting Guidelines

	See Finance and Administration – Finance – Cheque Requisition

	Ed Tech Forum (ETF) Innovation Project

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	Ed Tech Forum (ETF) Innovation Project Evaluation Guidelines

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	Ed Tech Forum (ETF) Innovation Project Proposal Form

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	EDCO (specific to each faculty)

	See Education – Faculty – Meeting Schedules

	Education Council

	See Education – Education Council – 

	Education Leave (NOW Common PD Fund)
	See Education – Common PD Fund

	Email and Memo Sample from the Registrar’s Office – Re:  Final Exam Validation Report

	See Educational Services – Registrar’s Office – Final Exam Requests

	Emergency Online Program Manual

	See Finance and Administration – Facilities and Building Operations – Emergency Procedures

	Emergency Situations

	See Finance and Administration – Facilities and Building Operations – Emergency Procedures

	Employee Accident Report form


	See Finance and Administration – Facilities and Building Operations – Accident/Injury Report

	Employee Health and Safety Orientation

	See Finance and Administration – Facilities and Building Operations – Emergency Procedures

	Employee Performance Evaluation for Auxiliary Staff –  

Posted or Non-Posted Position

	See Employee Relations - Evaluations- BCGEU Auxiliary Staff – Appendix B (Pg 1-2)

	Employee Performance Evaluation for Regular Staff

Instructions for Managers/Supervisors

	See Employee Relations - Evaluations- BCGEU Auxiliary Staff – Appendix A (Pg 1)

	Employee Performance Evaluation for Regular Staff


	See Employee Relations - Evaluations- BCGEU Auxiliary Staff – Appendix A (Pg 2-8)

	Employee Relations Form

	See Employee Relations - Orientation

	Employee Relations Procedure for the Supervision and Performance Management of Emergency Auxiliary Employees

	See Employee Relations - Evaluations- BCGEU Auxiliary Staff – (Review of Your Auxiliary Assignment & Employee Performance Evaluation) Appendix C (Pg 1-2)

	EOF (specific to each faculty) 

	See Education – Faculty – Meeting Schedules

	ETF (Ed Tech Forum) Innovation Project

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	ETF (Ed Tech Forum) Innovation Project Evaluation Guidelines

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	ETF (Ed Tech Forum) Innovation Project Proposal Form

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	Excel spreadsheet report by faculty member (from Manager, Financial Information) – sample


	See Finance and Administration – Finance –Educational Plans – Finance Forms and Reconciliation of Sections w/Finance

	Excel spreadsheet report by program area (from Manager, Financial Information) – sample


	See Finance and Administration – Finance –Educational Plans – Finance Forms and Reconciliation of Sections w/Finance

	Expense Report

	See Finance and Administration – Finance –Expense Report

	Expense Report Form

	See Education – Faculty – Professional Development –Travel for College Purposes

	Expense Report Form A1001

	See Finance and Administration – Finance –Mileage

	Expense Report Form A1001

	See Education – Faculty –Professional Development

	Faculty & Staff (specific to each faculty) 

	See Education – Faculty – Meeting Schedules

	Faculty Emeritus Nomination Form and Policy

	See Education – Faculty Emeritus -

	Faculty Emeritus Policy and Nomination Form

	See Education – Faculty Emeritus - 

	Faculty Job Posting (Internal) - Sample

	See Employee Relations - Faculty Selections – Faculty Selection Committee - Advertising

	Faculty of CFCS, Faculty Selection Committee, Faculty Qualified to Teach Interview Template

	See Employee Relations – Faculty Selections - Competitions

	FEC/DEC (specific to each faculty) 

	See Education – Faculty – Meeting Schedules

	FF & E Operating Capital Request Form

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Field Trips

	See Education – Faculty –

	Final Exam Requests

	See Educational Services – Registrar’s Office – Final Exam Requests

	Final Exam Schedule Validation Report – Sample

	See Educational Services – Registrar’s Office – Final Exam Requests

	Flowchart – Operating Capital Budget

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Food Services – Catering Requests & Room Bookings

	See Finance and Administration – Food Services – Catering Requests & Room Bookings

	Foreign Exchange and Claim Procedure – Expense Report

	See Finance and Administration – Finance –Expense Report

	Forms – Handbook (Cross-Referenced) Index – Administrative Officers Handbook

	See Administration – General – Handbook Forms (Cross-Referenced) Index

	Forms List – Douglas College forms list (internal – Douglas College website A-Z directory)

	See Administration – General – Forms List

	Grade Submissions – Web for Faculty – Instructions

	See Educational Services – Registrar’s Office – Final Grades

	Guided Study Course Contract Form

	See Educational Services – Registrar’s Office – Guided Study Course Contract

	Health & Safety

	See Finance and Administration – Facilities and Building Operations – Emergency Procedures

	Handbook Forms (Cross-Referenced) Index – Administrative Officers Handbook

	See Administration – General – Handbook Forms (Cross-Referenced) Index

	Honorarium Request Form

	See Finance and Administration – Finance –Honorariums

	Incomplete Grade (I) Contract

	See Educational Services – Registrar’s Office – Final Grades

	Injury/Accident Report

	See Finance and Administration – Facilities and Building Operations

	Innovation Project Evaluation Guidelines – Ed Tech Forum (ETF)
 
	See Educational Services – Centre for Education and Information Technology (CEIT) –

	Innovation Project Proposal Form (Ed Tech Forum) ETF

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	Instruction sheet for Class Schedule Change Form

	See Finance and Administration – Finance – Educational Plans

	Instruction Sheet for Posting (Advertising) a Faculty Position

	See Employee Relations – Faculty Selections – Faculty Selection Committee – Advertising

	Instructor Timetable template sample

	See Education – Faculty –

	Interview Schedule for Faculty Competition, Faculty of CFCS

	See Employee Relations – Faculty Selections – Competitions

	Invoice and Timesheet – Contract to Purchase Services

	See Employee Relations – Contract to Purchase Services

	Key Request Form

	See Employee Relations – Faculty Selections – New Member Setup

	Logos (College-Wide)

	See Educational Services - Communications and Marketing (CMO)

	Memo – Rationale for New Course or Course Revision – Sample

	See Education – Education Council – Curriculum Development and Revision

	Memo and Email Sample from the Registrar’s Office – Re:  Final Exam Validation Report

	See Educational Services – Registrar’s Office – Final Exam Requests

	Memorandum to Administrators and Department Chairs – Operating Capital Budget

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Mileage

	See Finance and Administration – Finance –Travel for College Purposes

	New Course Rationale Memo  or Course Revision – Sample

	See Education – Education Council – Curriculum Development and Revision

	New Faculty Hire Form

	See Employee Relations – Faculty Selections – Competitions

	New Faculty Hire Information Form

	See Employee Relations – New Employee – New Faculty Hire Information

	Newspaper Advertisement - Sample

	See Employee Relations -  Faculty Selections – Faculty Selection Committee - Advertising

	Office Assignment, Telephone Number – Sample Memo

	See Employee Relations Faculty Selections - New Member Setup

	Office Supplies  (Less than $500) Purchasing Procedure Sheet

	See Finance and Administration – Purchasing – Office Supplies – Less than $500.00

	Operating Capital Budget - Flowchart

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Operating Capital Budget – Memorandum to Administrators and Department Chairs

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Operating Capital Request Form – FF & E

	See Finance and Administration  - Finance – Budget – Operating Capital Budget Submission Process

	Organizational Charts

	See Administration – Organizational Charts

	Orientation – Employee Health and Safety

	See Finance and Administration – Facilities and Building Operations – Emergency Procedures

	Pay Schedules

	See Employee Relations – Orientation

	Professional Development

	See Education – Faculty – Professional Development –Travel for College Purposes

	Professional Development Funds Request Form

	See Education – Faculty – Professional Development –Travel for College Purposes

	Professional Development Request Form G2557

	See Finance and Administration – Finance –Mileage

	Professional Development Request Form G2557

	See Education – Faculty –Professional Development

	Purchase Requisition form (More than $500)

	See Finance and Administration – Purchasing – Purchasing Requisitions & Invoices - More than $500.00

	Purchase Requisition procedures (More than $500)

	See Finance and Administration – Purchasing – Purchasing Requisitions & Invoices - More than $500.00

	Purchasing Procedure Sheet (Less than $500) Office Supplies

	See Finance and Administration – Purchasing – Office Supplies – Less than $500.00

	Rationale Memo for New Course or Course Revision – Sample

	See Education – Education Council – Curriculum Development and Revision

	Reconciliation Report – sample


	See Finance and Administration – Finance –Educational Plans – Finance Forms and Reconciliation of Sections w/Finance

	Reports from Banner - WSRWDET, WSRWSUM and SYRNDET – sample


	See Finance and Administration – Finance –Educational Plans – Finance Forms and Reconciliation of Sections w/Finance

	Request for Staff

	See Employee Relations – New Employee – Request for Staff

	Review of Your Auxiliary Assignment – Appendix C  (Pg 1)

	See Employee Relations - Evaluations- BCGEU Auxiliary Staff – Appendix C (Pg 1)

	Room Booking Form

	See Finance and Administration – Finance –Educational Plans – Timetable Submissions

	Room Bookings

	See Finance and Administration – Food Services

	Sample Class Schedule Change Form (4 part form)
 
	See Finance and Administration – Finance – Educational Plans

	Scholarly Activity College-Wide Fund  - Terms of Reference

	See Education – Scholarly Activity -

	Scholarly Activity Fund Application Form and Policy A02.10.02

	See Education – Scholarly Activity -

	Scholarly Activity Fund Policy A02.10.02 and Application Form

	See Education – Scholarly Activity -

	Signing Authority Form/Memorandum

	See Finance and Administration – Finance –Signing Authority

	Strategic Development Fund Application Form

	See Education – Strategic Development Fund -

	Strategic Development Fund Guidelines

	See Education – Strategic Development Fund -

	Student Accident Report form

	See Finance and Administration – Facilities and Building Operations – Accident/Injury Report

	Templates – Faculty Header (College-Wide)

	See Educational Services - Communications and Marketing (CMO)

	Textbook and Course Pack Orders

	See Finance and Administration – Bookstore

	Timesheet and Invoice – Contract to Purchase Services

	See Employee Relations – Contract to Purchase Services

	Timesheets

	See Employee Relations – Orientation

	Timesheets – BCGEU staff

	See Finance and Administration – Payroll –Tim e sheets – BCGEU Staff

	Timesheets – Contract Employees

	See Finance and Administration – Payroll –Tim e sheets – Contract Employees

	Timetable Submissions

	See Educational Services

	Timetable template sample for Instructors

	See Education – Faculty –

	Transfer Guide Email - Sample (TCES – Forwarded Notification)
 
	See Education – Education Council – Curriculum Development - Articulation

	Travel Advance Form

	See Finance and Administration – Finance –Mileage

	Travel Advance Form

	See Education – Faculty –Professional Development

	Travel Advance Request Form

	See Education – Faculty – Professional Development –Travel for College Purposes

	Travel for College Purposes

	See Finance and Administration – Finance –Mileage

	Travel for College Purposes

	See Education – Faculty –Professional Development

	Videoconferencing Guidelines (Instructions)

	See Educational Services – Centre for Education and Information Technology (CEIT) –

	VPAC (specific to each faculty) 

	See Education – Faculty – Meeting Schedules

	Web for Faculty - Instructions – Grade Submissions

	See Educational Services – Registrar’s Office – Final Grades

	Workload Document – sample


	See Finance and Administration – Finance – Educational Plans – Faculty Workload/Banner Entry/FTE Service Reports

	Workload Document – sample


	See Finance and Administration – Finance –Educational Plans – Finance Forms and Reconciliation of Sections w/Finance

	
	

	
	

	
	

	
	


	Administrative Officer Operations Handbook FORMS INDEX (Cross Referenced)
	1
Revised: December 15, 2009


	Administrative Officer Operations Handbook FORMS INDEX (Cross Referenced)
	2
Revised: December 15, 2009



[image: image1.jpg][image: image2.jpg]