
 

PHASE 2 – WORK EXPERIENCE PROCESS 

Instructor 
•Complete Mid-Term 

Assesment/Final 
Evaluation/Student 
Timesheets/Payroll 
Form

Work Experience 
Specialist/Division 

Dean  

•Review & sign 
that  all forms 
are completed 
properly 

Instruction 
Office 

•Review 
completed 
forms, any 
incomplete 
forms will be 
sent back to 
Work Experience 
Specialist 

Associate Vice 
President, 
Instruction 

•Review forms 
and sign 
payroll 

Vice President, 
Instruction 

•Review/Sign 
final forms 

•Send to 
Payroll 

Payroll
•Pay will be 

issued the 
following 
month 

 




