SD85 FORMS FLOW CHART

> All forms must be signed or initialed by
administrator before submitting to the board office

Teachers / VINTA
Leaves Professional Development .
(RFL / LOA) (Pro-D / In-Service) TTOC Timesheets
Scanto Scan to Scanto
TeachersLeaveForms@sd85.bc.ca  TeachersProfessionalDevelopment ademoe@sd85.bc.ca
@sd85.bc.ca
Assistant

. Superintendent
Superintendent

Rena Sweeney Christina MacDonald
approves approves

SBO Support Staff

Catrina Hunt processes
and scans to P/VP +
VII\fTA

School Administrator
P/VP provides one copy
for school records and

one copy for the
employee

Field Trips

\((/\y\ All Forms _
N\

{ Scan to
fieldtrips@sd85.bc.ca

SBO Support Staff

Angie Demoe
processes

Assistant
Superintendent

Rena Sweeney approves

or brings high-risk

requests to the next

board meeting

Support Staff / CUPE
|
Y<8§\AII Other Forms Timesheets
Scan to Scan to

\ SupportStaffForms@sd85.bc.ca

Secretary Treasurer

tengel@sd85.bc.ca

John Martin

Admin / Exempt

All Forms

Scanto
jburns@sd85.bc.ca

I
Superintendent

Indigenous Programs

|

Timesheets
RM & EIR
& (contract workers)

Scan to Scan to:
dnickerson@sd85.bc.ca timesheets@gwanaknations.ca
| gsmith@gwanaknations.ca
District Principal of dnickerson@sd85.bc.ca
Indigenous Programs

approves

SBO Support Staff

Teresa Engel processes
and scans to P/VP

School Administrator

P/VP provides one copy
for school records and
one copy for the
employee

SBO Support Staff

Catrina Hunt processes

and scans to P/VP and

School Administrative
Assistants

SBO Support Staff

Teresa Engel
processes

Christina MacDonald Irene Isaac
approves approves
Kwakiutl Gwa'sala-'Nakwaxda'xw
Human Resources . .
Band Office Band Office

Dee Nickerson provides
to band office for
processing

Muffy Jones processes
and scans to P/VP

School Administrator

P/VP provides one copy
for school records and
one copy for the
employee

NOTES:

Please do not fax/scan direct from printers;
attach from email so we can contact if
needed

Request for leave (RFL) - for all staff
In-Service - for all staff

VINTA Pro-D - for teacher only

Role Model & Elder in Residence (RM & EIR)

Grace Smith approves
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