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DESCRIPTION:   If a Douglas College employee has moved, a change of address is required.  College employees can update their address information on line through “MyDouglas”, but also need to inform the fieldbase. The process is as follows: 
STEPS:

1. Employee completes an Address Change Form which can be found in fieldbase (hard copy) or online through Employee Relations.  
2. Once completed, employee submits the address change form to the Department Assistant (DA) who will update their department records.

3. DA will forward address change form to Employee Relations to update employee file. 

REFERENCES:

http://www.douglas.bc.ca/employees/employee-relations/forms.html 
ATTACHMENTS:

1. Address Change form

http://www.douglas.bc.ca/employees/employee-relations/forms.html 

