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SEVEN OAKS SCHOOL DIVISION 

Board/SOTA Professional Development Fund  
Online Request Procedures  

(using Employee Connect) 
 

1. Go to Seven Oaks School Division website at: http://www.7oaks.org  

2. Under the Staff Column, click on Employee Connect and logon using Seven Oaks user name and 
password. 

 

 

 

 

 

 

 

 

 

 

 

3. Click on Employee Connect under Quick Links and Sign In 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your e-mail address 

& Password & click Sign In 
E-mail norma.gwizon@7oaks.org for a 

password if needed. 

 

 

http://www.7oaks.org/
mailto:norma.gwizon@7oaks.org
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3. On your Profile click on Absence, then from the drop-down menu click on Leave Request. 

 

4. Select from the Add Leave Type menu (choices are PD Out of Province Conference, PD In Province 
Conference, or PD In Province Workshop) and click on the Add button.  

 

 

IMPORTANT NOTICE 
You may need to allow pop ups. 

This is a safe and secure web site. 
For instructions click on: 

Browser must allow pop-ups… 
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Message Box 

5. On the next screen: 

 Please note that all fields with an asterisk* are mandatory fields that must be completed. If you 
have not completed all necessary fields a message will appear in the message box near the top 
of the screen indicating the fields not completed. 

 Enter the dates that you will be absent for the conference/workshop. Click Fill and select first 
and last dates from the calendar. This should also be done for the actual Conference start and 
end date fields. 

 Number of Days - enter the total number of days you will be away at the conference/workshop. 

 Rationale – provide details of the conference/workshop and reason for your request. 

 Expense details are also required to be completed under Expense Type. Select the type of 

expense by using the drop down menu inside each Expense Type field. Then enter in the 

quantity, cost and currency (using the drop down menu).  

 If your school is contributing a dollar amount to your PD request, there is an expense type for 

this called “Schl Contribution” and should be entered in as a negative amount by entering -1 in 

the Quantity field.  

 The system will automatically calculate your total after you have entered in all of your expense 

types but you must click the “Calculate” button found beside “Quantity.” Any currency 

conversions will have to be calculated manually and then entered as a separate expense line 

called US Exchange Estimate. 

 IF YOU REQUIRE A SUBSTITUTE:   

i. For an Out of Province conference request, please select the expense type OOPSUB (subs 

paid by school). For Out of Province conferences only a quantity (number of days) is 

required – do not enter a dollar amount as this expense is covered by your school and 

should not be included in your expense total.  

ii. For an In Province conference/workshop request, please select the expense type INPSUB 
(subs paid by fund). For In Province conferences/workshops a quantity (number of days) is 
required – as this total amount is covered by the Board/SOTA PD fund and should be 
included in your expense total.  

 After you have entered all of your conference expenses select the Calculate button and your total 

will be updated to reflect your total expenses. 

Days   4.00 
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6. When you have completed all mandatory fields, click on the SAVE button (located near the top left) 

to submit the first part of your request. The message screen will advise you the your “Leave 
Request Add Successful – Attach Document if applicable” – at this point you should now 

include an attachment (conference brochure, etc.) in PDF format, providing details regarding your 
conference or workshop. There is also a field called “Website” which will allow you to provide the 
conference website if you would like to provide this information instead. After you have included this 

additional information please click on the SAVE button again, otherwise this data will be lost when 

you exit this screen. If you would like to print a copy of your Leave Request, select the PRINT button 

located beside the SAVE button near the top of the screen. 
 
  

Days   4.00 
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7. Your leave is now Pending Recommendation & can be viewed by your Administrator/Supervisor. 
When the leave has been approved by your Administrator/Supervisor and the Board/SOTA PD Fund 
Committee, you will receive an e-mail at your Seven Oaks e-mail address confirming whether or not 
your leave request has been approved and details of your funding. An advance of 80% will also be 
processed within one to two weeks after you receive your PD approval notice. 
 

8. If, at any time, you would like to check the status of your Leave Request, click on the Absence tab 
(near the top of the screen), using the drop down menu select “Leave Request” and a screen will 
appear displaying all of your Leave Requests along with the status of your request, etc. 

 
If you have questions regarding this procedure please contact Alison Hall at the School Board Office 
(586-8061). 

 
 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 


