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Process Mapping Form
PLEASE NOTE:  Input information in the grey highlighted areas.  Boxes expand as you type.
	Process # (to be assigned by OPRIE):                 Date Submitted:                 Original   FORMCHECKBOX 

                                                                                                                            Update    FORMCHECKBOX 
               

	Name of Process:  Participating in and earning TOLI/professional development activity credit


	Department:  Thunderwater Organizational Learning Institute (TOLI)


	Process Owner(s):  Thunderwater Organizational Learning Institute                              


	Process Mapping Steward (Work group member overseeing mapping):  Nancy Kammerer


	Process Documentation Team Member:  Nancy Kammerer, Marisa Arredondo, and Tacia Dillard


	Description of Process:       


	Anticipated Implementation Date:       

	

	Process Steps and Narrative (Use as many or as few steps as needed):

	Step 1:    Richland employee wants to attend a TOLI/professional development activity and earn credit.
Step 2:    Richland employee must decide if the professional development activity is internal or external. Meaning, is the activity conducted by RLC or the DCCCD or is it an activity conducted outside the district.
Step 3:    If the activity is internal, TOLI will send out an email To Richland employees announcing the training session and would include a hot link to the electronic calendar and registration form.

               If the activity is external, the Richland employee will self-report the completed activity by using the electronic registration form located on the TOLI website.


Step 4:    If activity is internal, Richland employee registers for TOLI training sessions using the web-based electronic registration form located on the TOLI website or e-Connect. (e-Connect is a pilot porgram which will begin in April and is coordinated by DSC and DO) 

               If activity is esternal, TOLI/8Tee-Reg will receive an email confirming the completed registration.

Step 5:    If activity is internal, Richland employee will sign-in using a TOLI bluesheet.
If activity is external, TOLI employee will enter information contained on the registration form into Colleague under staff enrichment (SE).


Step 6:    If activity is internal, TOLI bluesheet is collected and information is recorded for credit into Colleague under staffenrichment (SE) by TOLI employee.
Step 7 :   RIchland employee receives TOLI/professional development credit.
Step 8:         
Step 9:         
Step 10:       
Step 11:      
(Please add additional steps on a blank sheet[s] and attach)

	Assessment (Describe any needed updates, changes, corrections, or additions identified during the mapping process identified in the initial process map.  Use these notes to update later (corrected) versions of the process map.  The notes may also be helpful in initiating a PIIP to document changes to the process. ):       









