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Director expected to take sole 

responsibility for the college/

division

Director completes a 

Responsibility Loading Approval 

Formand submits to Corporate 

Services  

Corporate Services confirms the 

college/divisions budget is above 

the threshold and submits the 

form to the Chief Operating 

Officer (COO)

Corporate Services declines 

eligibility due to the budget 

threshold, informs the Director 

and passes the form on to CIT HR 

for filing 

CIT HR files the form on the 

Director’s personnel file

The COO approves the request 

for a maximum 12-month period 

and forwards the form to CIT HR 

for processing

CIT HR processes the request and 

arranges Shared Services to 

commence the loading on the 

approved commencement date

The COO declines the request, 

notifies the Director and provides 

the completed form to CIT HR for 

filing 

CIT HR monitors the duration of 

the loading and requests that the 

COO reviews the payment of the 

loading prior to its end date, and 

extends accordingly 

CIT HR confirms the loading is 

ceased on the arranged cessation 

date

CIT HR files the form on the 

Director’s personnel file
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Director expected to take sole responsibility for the college/division


Director completes a Responsibility Loading Approval Form and submits to Corporate Services  
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