INDEX

A RULE(S)
Absence form (employee) 410
Absence of employee 410
Absence report (employee) 410
Absence, reports and documents relating to the control of 801
Absence, summary of 416
Academic upgrading training measures 910
Access to documents 103-105
Access to information request 103
Accident, workplace 417
Accidents and incidents, reports 125
Accountability (administrative reports) 123
Accounting entry plan 502
Accounting lists 502
Accounts payable 502
Accounts receivable 502
Accreditations 422
Acknowledgment of receipt 206
Acquisition and disposal of immovables 606
Acquisition and disposal of movables 601, 606
Acquisition, disposal and construction contracts 601-602, 605, 608
Acquittance 304, 607
Action plan of school board 123

74



Addition to electoral list

Additional grants

Adjudication decisions

Administration of test, (recruitment) protocol
Administrative directives

Administrative policies (school board)

Administrative procedures (school board)
Administrative reports (school board)

Administrative standards (school board)
Administrative structure

Admission of student

Admission or classification tests (student)

Adult education

Advertising posters

Agenda (council and committee)

Agreement (communication of personal information)
Air balancing reports

Alarms, documents relating to

Amendment or review request (Access to information)
Amendment, assessment roll (school tax)

Analysis of bids, minutes of the (construction) committee
Ancillary services

Annual educational activity programming

Annual report (CARRA)

Annual report of school board, of institutions and of departments

Appeal of a decision of the labour commissioner

74

RULE(S)

116

501
413, 426
405

108

107

108

123

108

106
801-803, 905
904-905
801-802, 808, 907,
909

208

110

105

610

613

103

512

607
1003
707

506

123

425



Appeal, ruling made

Appearance notices (legal proceedings, subpoenas)
Application for review of marks

Approvals by the minister, financial statements
Arrest of movable property (school tax)
Assessment (student)

Assessment at hiring

Assessment of learning

Assessment of performance (employee)
Assessment of professional competencies
Assessment or collection roll (school tax)
Assessment roll and amendment (school tax)
Assessor’s certificate

Assistance measures

Attendance form (day care service)
Attendance register (day care service)
Attendance report

Attestation of absence

Attestation of admission of student in another institution
Attestation of education

Attestations of experience

Attestations of length of employment

Audio recording

Audiology

Audiology (business record)

Audit reports
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RULE(S)

103

305

803

517

513

903

911
904-906
409

911
512-513
512

512

910
1010
1009-1010
801

410

803
807-808
412

415

126
1003
811

517



Auditor, internal and external

Authorization by the Commission d’acces a I’information
Authorization for additional grants

Authorization for record transfer by parental authority
Authorization of absence

Authorization and request (professional development)

Authorized persons (data medium transfer)

B

Ballots (school board elections)

Bank accounts

Bank certifications

Bank drafts, money orders, cheques (banking operations)
Bank reconciliations

Bank statements

Banking operations, supporting materials
Banking services

Bid ad execution warranty (construction)
Birth certificate

Board of school trustees

Bond certificates

Bond issuance

Bonds

Bonds purchase

Book of specifications (construction)

Brochures

76

RULE(S)

517
105
501
803
410, 412
428

204

119-121
510-511
511
511
511
511
511
109
607
803
110-111
514
516
514-516
410
608

208



Budget

Budget analysis documents
Budget approvals

Budget certifications
Budget commitment reports
Budget commitments
Budget parameters and rules
Budget projections

Budget revision

Budget transfers

Buildings inspections

Business record

C

Business services

Calendar (sporting activities)

Call logs

Call-back list, staff

Canadian and Quebec legislation and regulations
Candidates (recruitment)

Candidates (school board elections)
CARRA, annual report

Cash outflows

Cash receipts

Certificates of competence (list of students)

Certificates of merit
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RULE(S)

501
501
501
501
501
501, 504
501
501
501
501
610

811

911
1005
809
402
301
403
118
506
502
502
907

412



Certificates of payment (construction)
Change (construction), notice of
Changes in school taxes

Charter

Cheques

Civil liability

Claims (material damage and bodily injury)
Class registers reporting on school life
Classification of documents
Classification of personnel
Classification test

Cleaning and ventilation reports

Code of conduct

Collection, roll (school taxes)

Collective agreements

Commission d’accés a I’information
Communications letters

Community life, integration (training service)
Competition, notice of

Competitions

Complaints (student transportation)
Complaints and suggestions

Complaints, disciplinary record (student)
Computer systems security and backup
Condolence

Conduct of vote (school board election)
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RULE(S)

607
607

512

102
502, 511
125

125

809

202

406

906

608

122

513
423-424, 428
104-115
206, 501
910

404
207, 404
1008
209

812

213

206

119



Conflicts of interest
Congratulations

Consolidated achievement plan

Constitution of the school board and of its institutions

Construction permit

Construction, renovation and repairs of immovables

Contract termination
Contracts (school services)

Contracts of employment

Contracts, acquisition, disposal and construction

Coordination of the ministere’s examination days

Coordination tables

Copies of student’s examinations or work
Copies of writs

Copying procedure (computer systems)
Copyright

Correspondence (specific help file)
Consulting services

Course and student services directory
Course schedule

Course selection

Courses (educational scaffolding measures)
Credit

Credit margins

Credit note

Criteria used to assess learning
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RULE(S)

122

206

902

102

607
607-608
607

702

412
601-602, 605, 608
906

113

905

305

213
126-127
810
1004
705

706

801
1002
510, 514
514
510

904



Cumulative pay as at June 30 and December 31
Custom training

Customer accounts

D

Data entry slip

Data medium transfer

Data processing

Databanks

Day care service, declaration of clientele

Day care service, management of

Day care service, student record

Day care, management

Day care, student record

Death, notification

Declaration (professional development, Law 90)
Declaration by president (referendum)
Declaration of candidacy (school board elections)
Declaration of clientele (day care service)
Declaration of employee (deduction at source)
Declaration of personal information

Declaration of professional development day (day care service)
Declaration of reproduction and destruction
Declaration of school population as at September 30
Declaration of withdrawal of candidacy

Deductions at source

80

RULE(S)

508
911

502

212
204
212
210
703
1009
1010
1009
1000
413
429
121
118
703
410
104
1009
204
703
118

410



Deed of easement and charges or encumbrance on immovables
Deeds of Establishment

Deficiencies, list of (construction)

Delivery agreement (educational services)
Delivery order

Demotions

Dental insurance

Department of Public Instruction forms
Departure notice

Departure, employee

Departure, notice of (student)

Deposit slips

Derogation

Description of task

Designation of authorized persons (information media transfer)
Destruction of documents

Development for Employment program
Development of manpower, measures of
Digitization

Diploma

Directives, norms and procedures

Disaster, intervention procedure in the event of
Disciplinary measures

Discipline record

Disposal (movables and immovables)

Disposal of immovable, distribution and
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RULE(S)

604
102
607
702
510
407, 412
420
809
802
407, 412
802
511
701, 802
409
608
202-204
910
910
204
907
108
202
413, 812
812
601, 606

611



Distance education service

Distance learning

Distribution and disposal of immovables
Distribution of school populations, plan
Document classification guide

Document destruction

Document destruction authorizations

Document destruction certificates

Document from external sources

Document management

Document management — instruments
Document reproduction (printing and photocopy)
Document retention

Document retention schedule

Documentation, system and software
Documents pertaining to bridging and civility
Documents pertaining to school cafeteria service
Documents pertaining to special events
Documents produced or sold by the school board
Documents submitted at sessions

Documents, classification of

Documents, list of (legal proceedings)

Donations (employee)

E

Earnings, notices

82

RULE(S)

909

909

611

703

202
202-204
203

203

205
202-203
202

201

202

202

210

206
1006
207
1004
111-112
202

305

410

415



Easements and charges (movables)
Education, adult

Education, fee invoices

Education, general

Educational activities

Educational and pedagogic projects
Educational materials

Educational scaffolding measures
Educational services agreement
Educational services, agreement for
EHDAA committee (students with disabilities and adaptation or learning difficulties)
Election notice

Election petition

election proclamation

Election report

Elections calendar

Electoral list

Electoral list Board of revision
Electoral materials

Electoral process

Electoral team

Emergency, measures plan
Emergency, student record in case of
Emphyteutic leases

Employability assistance

Employee assistance (program)

83

RULE(S)

604
801-802, 808, 907,
909

509

909
707,902
902
901, 903
1002
702

702

112

118

120

118

118

119
115-116
116

119
116-120
117

613

801

605

910

430



Employee association

Employee declaration (deduction at source)
Employee departure

Employee file

Employee performance, assessment
Employee task, description of

Employee, record of

Employee’s work history

Employment (employee)

Employment (programs)

Employment contracts

Employment record

Employment visa

Encumbrance on immovables

Energy savings report

Enrolment service

Environment, studies on

Equivalencies

Essential or inactive documents
Establishment of professional competencies
Establishment, deeds of

Ethics and code of conduct

Examinations and achievement tests (original)
Excise and customs, fees

Excusal from school attendance

Executive committee

84

RULE(S)

421-422
410
407, 412
409-417
409

409
409-417
412
403, 407, 412
910
412
410
412

604

610

909

610

801

202

911

102

122

904

503

803

110-111



RULE(S)

Expenses (supporting materials) 510
Expenses, reports (repairs and maintenance) 609
Extra charge statement (group leader, excess students, school administrator) 410
F

Fairs 207
Final acceptance of work (construction) 608
Final decision (personnel movement and holidays) 412
Financial contributions 517
Financial position statement 504
Financial statements 517
Financial support 1007
Financial support, access to 1007
Financial support, studies 1007
Financial support, traveling 1007
Financing, fundraising campaign 517
Fire systems 613
Francization and welcome measures 803
French tests (employee) 404, 412
Fundraising campaign 517
G

Garnishment of wages 413
General education 909
General education service 909
General insurance 109
General ledger 502, 504
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General ledger update

Goods and Services Tax
Government taxes

Graduates, list of

Grants

Greetings

Grievance committee

Grievances

Group insurance

GST (Goods and Services Tax)

H

Hazardous materials

Health and social services

Health form (day care service)
Health insurance

Help programs or measures (training program)
Hiring priority list

Hiring, staff

History of employee absence
History of tax accounts receivable
History of the school board and of its institutions
Holidays

Human resource development

Human resource training and development
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RULE(S)

504
503
503
907
501
206
428
426, 428
410, 420

503

613
1003
1010
420

910

402
402-405, 407, 412
410

513

101
412, 415
428-429

429



Immovable properties to be sold for non-payment of taxes

Immovables, construction, renovation and repair of

Immovables, loans and rentals

Incident and accident report

Incidents and accidents, reports of

Incidents, reports produced by guards

Index and thesaurus (document management)
Information requests

Inspection of buildings

Institutional council

Institutions, operating terms and conditions for
Institutions, operation of

Instructional development plan

Instructional periods for trainers

Instructions to bidders (construction)
Instructor’s request and report (specific help)
Insurance contracts

Insurers, notice to

Integration and grouping protocol (school board)
Integration into the community

Integration order

Intellectual or physical deficiency support service
Interest coupons

Internal repair and maintenance

Interpretation of laws and regulations

Intervention plan (student)
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RULE(S)

513
607-608
605
125
125
612
202
206
610
110-111
706
706
902
413
607
810
109
125
102
910
102
1004
514
609
303

810



Intervention procedure in the event of disaster
Inventory

Inventory of immovables

Invitations

Invitations to tender

Invoices

J

Job applications

Joint and external committees

Judgment

Judgment, settlement, transaction, acquittance
Judicial and legal proceedings

Judicial procedures and proceedings

Judicial procedures, settlement without

Judicial recount

K

Keys register

L

Labour disputes

Labourers’ work sheets
Language, support measures
Layoff

Layoff list

Leadership and workshops (professional development days)
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RULE(S)

202
603
603
206
109, 601, 606, 608

509-510

403
110,114
120, 304
304
305
305
125

120

612

423

609
1002
402, 412
402

908



RULE(S)

Learning assessment 905
Ledgers 502
Legal opinions 303
Legal proceedings 305
Legislation and regulations 301, 303
Lesson plans (teaching program) 903
Letters patent 102
Licence (copyright) 126
List of client accounts (suppliers) 502
List of documents (legal proceedings) 305
List of election officials 119
List of electors 115
List of essential or inactive documents 202
List of job cuts 407
List of non-cash liabilities 504
List of personnel by job class, by institution 407
List of personnel movements, promotions, demotions 407
List of students by course and by level 706
List of suppliers 504
Literacy training service 909
Loan contracts and line of credit contracts 514
Loans 514-516
Loan and rental (movables and immovables) 602, 605
Loan and rental of immovables 605
Loan and rental of movables 602
Loan authorizations 514
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Local agreement (collective agreements)
Local studies program

Lock-out

Log entries

Logs and registers

Long-term loans, register

Long-term loans, supporting file

M

Maintenance and repairs (contracts)

Maintenance manuals and technical drawings (construction)

Make-up of electoral team
Management advisory committee
Management and coordination tables
Management of ancillary services
Management tables

Management team (committee)
Management, documents

Manpower development measures
Manuscript (copyright)

Map of vocational training options
Market value studies

Material damage (claims)

Material organization of vote (school board election)
Maternity leave

Measurement instruments used to assess learning
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RULE(S)

424
901, 903
423
502
809
515

516

109
608
117
112
113
1003
113
113
202-203
910
126
903
610
125
119
417

904



Medical tests

Meetings and sessions (council and committee)
Menus (cafeteria services)

Micrography

Ministere’s examinations

Minutes (council and committee)

Minutes and documents pertaining to meetings of external and joint committees in which the school board participates

Minutes and documents pertaining to sessions
Miscellaneous payments, retroactivity

Money orders, bank drafts, cheques (banking operations)
Monitoring of buildings

Movables, acquisition and disposal of

Movables, inventory

Movables, loans and leases of

Movables, warrant for arrest of property

N

Needs analysis (training service)

Needs analysis, employees

Negotiation committee

Negotiations and labour disputes

Newsletters

Nomination (school board elections)

Nomination of employee

Non-payment of taxes, list of immovable properties to be sold for

Norms and criteria
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RULE(S)

417
110-114
1006
204

906
111-114
114

113

411

511
612-613
601, 606
603

602

513

911
401
428
423
208
118-119
412
513

901



Notarized contracts (property titles)

Notice about earnings

Notice of change (construction)

Notice of competition

Notice of departure

Notice of filing of list of electors

Notice to appear

Notice to appear, agenda and documents pertaining to sessions
Notice to insurers

Notice, student admission

Notification of death

O

Obsolescence, preliminary studies (construction)
Occupational disease

Occupational health and safety file (general school board file)
Official or anniversary celebrations

Open houses

Operating terms and conditions for institutions
Operation of institutions

Optra — Option travail (training service)

Order, purchase

Orders (collective agreements)

Orders (Constitution of the school board)

Orders (legislation and regulations)

Organization charts
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RULE(S)

604
415
607
404
802
116
305
110
125
803

413

608
417
419
101, 207
207
706
706
910
510
424
102
301

106



Orientation
Orientation committee
Orientation, business record

Out-of-court settlements (work relations)

P

Parent or student participation organization
Parental authorization (day care)
Parents committee

Parking

Parking permit

Payment of 4% vacation benefit
Payment, certificates of (construction)
Payroll (register)

Payroll (reports and history)
Pedagogical organization

Pension plan

Pension, financial support

PERCOS Report on roles of employees of the school board

Performance, assessment of (employee)
Periodic reports (financial services)
Permanent employment (employee)
Personal information (access to information)
Personal information, declaration of
Personnel classification

Personnel income tax slips
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RULE(S)

1003
112
811

413, 426

112
1010
112

614

614

411

607

507
507-508
705
420, 506
1007
408

409

504

412
103-105
104

406

505



Personnel selection, tests

Petition (election challenge)

Petition (school board election)

Petty cash reimbursement

Petty cash reimbursement request
Photocopy

Photographs

Plan, achievement

Planning of activities (day care service)
Planning of educational activities
Planning of professional development days
Planning of the ministére’s examination days
Plans and specifications (construction)
Practicum report (student)

Practicums

Preliminary studies (construction)
Press releases

Price list (cafeteria service)

Printing

Printing and photocopy

Probation (employee)

Processing review

Processing, review of (employee)
Professional advancement

Professional development authorization

Professional development committee
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RULE(S)

404
120
120
510
510
201
126
902
1009
902
908
906
608
708
708
608
513
1006
201
201
409
411
411
412
429

428



Professional development days

Professional development, human resources

Professional development program
Professional development request
Professional services record
Professionals, selection of (construction)

Programs (professional development days)

Programs (sports and socio-cultural activities)

Projection of school populations
Promissory notes

Promotions (employee)
Property titles

Protection of private information

Protocol, contract and (educational services)

Provincial and local negotiations
Provisional reports, statements and lists
Psychology

Psychology, business record

Public consultation

Public consultation report

Public notice

Public notices issued by the school board
Public or personal information
Publications by the organization
Purchase and delivery order

Purchases and supplies, application for
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RULE(S)

908
428-429
429

429

811

67

908
1005
703

514
407, 412
604
103-105
702
423, 425-426
504
1003
811

121

121

118, 121, 302, 305,
608

302
103-105
208

510

510



Purchases, invoices

Q
QST (Quebec Sales Tax)
Qualification and assessment at hiring

Quality of water

R

Receipts (financial services)

Recognition dinners

Reconciliation of tax accounts receivable
Reconciliation report (retirement plan)
Record book (school board election)
Record, student

Recruitment, staff

Referendum and public consultation
Regional intellectual or physical deficiency support service
Register of bond certificates and transfers
Registers, ledgers and accounting lists
Registration form (day care service)
Registration of student

Regulations

Regulations and policies

Reimbursement request, petty cash
Relevé 1 — TP4 (tax slips)

Relief assignment lists

Relief assignment, timesheets
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RULE(S)

510

503
911

610

509

207

513

506

119

801-803, 1010
403-405, 407, 412
121

1004

515

502

1010

801-803

107, 301, 303-304
107

510

505

401

415



Relief assignment, summary of work time and
Removal from electoral list

Renovation and repair of immovables

Repair and maintenance

Report by internal and external auditor
Report cards (original)

Report on energy savings

Report on school board employees (PERCOS)
Report on school board personnel

Report to the ministére de I’Education

Report to the Director of Youth Protection
Reports on movables, studies and

Reports, guards

Reproduction of documents

Request for addition to or removal (school board elections)
Request, access to information

Requests for additional grants

Requisitions

Resignation letter

Resignation of a trustee

Resignation of an employee

Response to candidates (recruitment)

Results (school board election)

Résumé

Retention of documents

Retention schedule
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RULE(S)

416
116
607-608
109, 609
517
904
610
408
408
123
810
610
612
201, 204
116
103
501
201, 510
502
118
412
404
118
412
202

202



Retirement plan, reports

Retroactivity of various payments
Revenues, supporting materials
Review of grades

Revision of electoral list

Room rentals, invoices for

Routes (school transportation)

Rules of conduct and security measures
Ruling by the labour commissioner

Ruling, on appeal

S

Safety (control and measures)

Salary

Salary cuts

Salary deductions (donations to Centraide, bonds purchases, etc.)
Salary exemptions (reports)

Salary exemptions and deductions reports
Salary insurance

Salary register

Salary updates

Salary history

Salary reports

Sale by bailiff

Sale of miscellaneous items, invoice

Sale of movables and immovables
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RULE(S)

506
411
509
803
116
509
1008
706
425

103

612-613
410-415
415
410, 507
507
507
417, 420
507
507
508
507
305
509

601, 606



Schedules (school transportation)
School attendance

School board elections

School board pool of immovables (BICS)
School board royalties

School cafeteria

School calendar

School committee

School fees

School organization plan

School population

School results

School results — adult education
School results — elementary

School results — preschool

School results — secondary

School results — vocational training
School selection form

School tax

School taxes, changes

School taxes, related documents
Scientific personnel training

Search instruments (document management)
Secondment agreements

Secondment contracts and agreements

Secondment services

99

RULE(S)

1008
801-803
803-808
611

126
1006
704

112

509

703

703
804-808
808

805

804

806

807

801
512-513
512

513
1004
202
109, 412
109

109, 412



Security and backup of computer systems
Security measures

Security systems

Security, monitoring

Selection committee report (recruitment)
Selection tests (recruitment)

Seniority list

Service contracts and related documents
Service offers

Service offers (employee)

Service offers (training service)

Service requests (specific help)

Sessions and meetings (council and committee)
Settlements, out-of-court (work relations)
Settlements without legal procedures

SFIS (social integration training service)
Short-, medium- and long-term loans

S10O (systéme d’information des organismes)
SIS (socioprofessional integration service)
Social integration training service (SFIS)
Social services

Socioprofessional integration service (SIS)
Software

Solemn declaration (swearing-in)

Special committees

Special events
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RULE(S)

213

613

613

612

404

404

427

109

403
403-404, 412
911

810
110-114
413, 426
125

909

514

611

909

909
1003
909

126, 210
118-119, 409
113

207



Specific help, file

Specifications (construction)
Specifications (service contracts)
Speech therapy

Speech therapy, business record
Sports and socio-cultural activities
Staff call-back list

Staff classification plan

Staff hiring

Staff movements

Staff recruitment

Staff selection committee

Staff tax forms

Staff, call-back list

Staffing

Staffing plans (employee)
Statement of account

Statement of votes (school board election or referendum)
Statistics

Statistics (school board)
Statutory committees

Strike

Strike notice

Student file

Student practicums

Student record

101

RULE(S)

810

608

109

1003

811

1005

402

406

402-405, 407, 412
407, 412
403-405, 407, 412
404

505

402

401

401

510-511
118-119, 121
124

124

110

423

423

800-803, 1010
708

801-803, 1010



Student registration or admission notice in another institution
Student transfers

Student transportation

Student transportation advisory committee
Student’s data sheet (in case of emergency)
Student’s prior learning, attestation
Student’s schedule

Studies and education (employee)

Studies and reports (immovables)

Studies diploma

Submissions

Subpoena (judicial proceedings)

Summary (salary and other information)
Summary of absences (employee)
Summary of time and relief assignments

Supervision of teaching and learning

Supplementary and specific services (educational services agreement)

Supplier accounts

Suppliers

Supplies, application for purchases and
Supporting materials (financial services)
Survey and location certificates
Swearing-in

System and software documentation
System documentation

Systéme d’information des organismes (SIO)

102

RULE(S)

803

801

109, 112, 1008
112

801

803

801

412

610

907

109, 601, 606-608
305

411

416

416

900

702

502

502-504

510

509-511

604
118-119, 409
210-211

211

611



T
T4 and T4A (tax slips)
Task description

Tax account receipts
Tax accounts

Tax exemption

Tax slips, staff

Tax, sales

Teaching options authorizations (map of vocational training options)

Teaching program and instructional material
Temporary teaching certificate

Termination of contracts

Termination of employment

Territorial boundaries

Test administration and correction protocols (recruitment)
Test correction (recruitment file)

Testing model

Thanks

The ministére’s examinations

Thesaurus (document management)

Time, attendance and relief sheets
Timetable

Titles (property)

Total instructional periods for trainers

TP4 (tax slips)
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RULE(S)

505

409

513

513

503

505

503

903

903

409

607
407, 410, 412
102

405

405
405, 904
206

906

202
415-505
705

604
413

505



Trainee’s record received by school board
Training profile

Training service (businesses)

Training services — adult education

Training services — business services

Training services — help programs or measures
Transfer of data media

Transfer of rights (copyright)

Transfer of students

Transfer of students between institutions
Transfers

Transfers of academic records

Transfers of budgets

Transfers, bonds and

Transportation requests (activities)

Travel costs

Traveling, expenses

Traveling, financial support

Trial balance

Triennial immovable distribution and disposal plan

Trustee appointment order

u
Unauthorized derogation
Union leave

Union membership

104

RULE(S)

418

802

911

909

911

910

204

126

801

706
407,412
801, 803
501

515
1008
510

510
1007
502

611

118

701
412

409



Unions

Update, general ledger

\Y

Vacation authorization

Vacation choice and authorization
Vacations

Validation, reports (retirement plan)
Ventilation, cleaning reports

Visa, employment

Visitors, register

Vocational training

W

Warrant for arrest of movable property
Water quality

Water quality reports

Welcome and francization

WHMIS (hazardous materials)

Withdrawal of nomination (school board election)

Work by students

Work relations

Work relations committee

Work relations committees, minutes
Work schedule

Work stoppages

Worksite meetings

RULE(S)

409, 412-413, 421-
424
504

410
410
410-411
506
610
412
612

801-802, 807, 907

513

610

610
803, 1001
613

118

905
425-426
428

428

409

425

607



RULE(S)

Writs, copies of 305
Y
Youth Employment initiatives 910

106



