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Administrative Officer Operations Handbook - HANDBOOK INDEX 
(Alphabetical)
ADMINISTRATION


GENERAL
· Administrative Officer Operations Handbook – HANDBOOK INDEX - Alphabetical
Administrative Officer Operations Handbook – FORMS INDEX (Cross-Referenced)
· Acronyms – Commonly Used
· Forms List – Internal Employee Forms – on line http://www.douglas.bc.ca/azdirectory.html

ORGANIZATIONAL CHARTS
· Organizational Charts – Sept 2009
EDUCATION


ACADEMIC PLANNING

CENTRE FOR ACADEMIC & FACULTY DEVELOPMENT (CAFD)

COMMON PD FUND (formerly Education Leave)
CELEBRATION OF TEACHING, LEARNING, RESEARCH & SCHOLARLY ACTIVITY (CoTL)
EDUCATION COUNCIL (EDCO)
· Articulation

· Curriculum Development and Approval - Course Control Sheets


· Curriculum Development and Approval  - Curriculum Guidelines
· Curriculum Development and Revision

· Education Council

FACULTY
· Class Cancellations

· Field Trips

· Instructor Timetable
· Meeting Schedules
· Professional Development

· Reports

· Selection Committee

· Special Events
· Timetable Submissions
FACULTY EMERITUS
SCHOLARLY ACTIVITY
STRATEGIC DEVELOPMENT FUND
STRATEGIC PLANNING
TACTICAL PLANNING
EDUCATIONAL SERVICES


CENTRE FOR EDUCATIONAL AND INFORMATION TECHNOLOGY (CEIT)
· Ed Tech Forum Innovation Projects

· New Employee Account Request
· Video Conferencing

COMMUNICATIONS AND MARKETING (CMO)
· Business Cards
· College-Wide Logos
· College-Wide Templates

REGISTRAR’S OFFICE
· Class Schedule Change

· College Calendar

· Final Exam Requests

· Final Grades
· Guided Study Course Contract

EMPLOYEE RELATIONS


EMPLOYEE RELATIONS

· Address Change

· BCGEU Staff Training and Development

· Contract to Purchase Services

· Employee Benefits

· Evaluations – BCGEU Auxiliary Staff

· Evaluations – BCGEU Regular Staff

· Evaluations –Contract Faculty – Post Probationary Faculty

· Faculty Selections – Competitions

· Faculty Selections – Faculty Selection Committee, Advertising

· Faculty Selections – New Member Setup 

· Faculty Selections – Orientation

NEW EMPLOYEE
· Account Request

· New Faculty Hire Information
· Request for Staff
STAFF SELECTIONS
· BCGEU Staff Competitions
· Interviews

· New Hires
PERSONNEL
See website

 http://www.douglas.bc.ca/staffsearch/

LABOUR RELATIONS
See website

http://www.douglas.bc.ca/employees/employee-relations.html

PAY AND EMPLOYMENT EQUITY
See website

http://www.douglas.bc.ca/employees/employee-relations/collective.html

PROGRAMS
See website

http://www.douglas.bc.ca/programs.html

EMPLOYEE BENEFITS
See website

http://www.douglas.bc.ca/employees/employee-relations/benefits.html

EXTERNAL RELATIONS


Alumni Association – See Website

http://www.douglas.bc.ca/about/alumni.html
FINANCE AND ADMINISTRATION


BOOKSTORE
· Textbook and Course Pack Orders

FACILITIES AND BUIDING OPERATIONS
· Employee Accident Report

· Emergency Procedures

· Health and Safety

· Professional Development
ROOM BOOKINGS
· Room bookings
· Roombookings_nw@douglas.bc.ca or Roombookings_dl@douglas.bc.ca 

FINANCE
· Budget
· Cost Codes
· Operating Capital Budget Process

· Cheque Requisition


EDUCATIONAL PLANS
· Class Schedule Change

· Faculty Workload, Banner Entry,  FTE Service Reports

· Finance Forms and Reconciliation of Sections with Finance

· Timetable Submissions

· Expense Reports

· Honorariums
· Mileage

· Signing Authority

· Travel for College Purposes

FOOD SERVICES
· Catering Requests & Room Bookings


PARKING

PAYROLL
· Timesheets – BCGEU Staff

· Timesheets – Contract Employees


PRINT SERVICES

PURCHASING
· Purchasing Less than $500.00

· Purchasing More than $500.00


SECURITY

THE TRAINING GROUP
INTERNATIONAL EDUCATION

MOU and Articulation Agreements
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