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ADMINISTRATIVE PROCEDURE NO. 401 
 

RECRUITMENT AND SELECTION OF PERSONNEL 
 

Background  
 
Recruitment and selection procedures must ensure that staff hired for the 
Division are highly skilled, committed to Catholic education and dedicated to the 
service of students.  Staff shall serve as Christian models for their students, both 
in and out of school, through their good moral conduct and a lifestyle that is in 
harmony with Catholic teachings and theology.  All staff shall be responsible for 
permeation of the Catholic faith in their areas of expertise. 
 
Procedures  
 

1. Whenever possible, individuals selected for appointment to division 
positions will be Catholic and demonstrate a strong commitment to 
Catholic Education. 

 
2. Certified staff must be capable of participating with other staff 

members in the development and presentation of the Religious 
Studies Programs within the schools of the Division.  When a non-
Catholic individual is selected for appointment to the teaching staff, 
he/she shall possess not only the necessary academic and 
professional preparation for his/her assigned teaching duties, but 
will also have an understanding and appreciation of, and 
commitment to, the Catholic philosophy of education.  They will 
exhibit their acceptance in their actions and be willing to carry on an 
education program with the Catholic faith permeated in all they 
teach and do.   

 
3. Contingent on division needs, teaching staff shall be hired provided 

they: 
 

3.1 hold a valid teaching certificate in accordance with Alberta 
Education; 

3.2 have submitted a recent criminal record check; 
3.3 have submitted a recent pastoral reference; 
3.4 have submitted a signed a signed copy of the Conditions of 

Employment contract; and  
3.5 have submitted all supporting documentation as required by the 

Division. 
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4. Contingent on Division needs, non-teaching staff shall be hired 
provided they: 
 
4.1 have submitted a recent criminal record check; 
4.2 have submitted a recent pastoral reference;  
4.3 have submitted all supporting documentation as required by the 

Division. 
 

5. Factors that will be considered in the selection of Division 
personnel are as follows: 

  
5.1 practicing Catholics that are active in their parish and model 

Catholic values; 
  5.2 commitment to Catholic education; 

5.3 personal qualities including effective interpersonal relationships, 
sensitivity and empathy, ability to work with others, verbal and 
written communication skills, integrity and ability to exercise 
sound judgment; 

  5.4 professional training and experience; 
  5.5 professional achievements and contributions; and 
  5.6 information provided through verbal and written references. 
 

6. It is understood that, from time to time, staff that are not of the 
Catholic faith may be hired to temporary or probationary contracts 
when there are no suitable candidates available who are of the 
Catholic faith.  Continuing contract status will only be granted to 
staff that are not of the Catholic faith: 

 
  6.1 based on the extraordinary needs of the division; 

6.2 upon receipt of a letter of support from a pastor or minister of 
the staff member‟s faith; 

6.3 upon recommendation by the principal, the Human Resources 
Department and the Faith Coordinator; and 

  6.4 by written authorization of the Superintendent. 
 

7. Staff appointments are to the division as a whole.   
 

8.  Job vacancy requisitions shall be forwarded to the Superintendent 
or designate.  The Superintendent, in consultation with the 
Principal, is responsible for selecting and deploying staff. 
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9.  Available positions may be advertised in the Division.  Advertising 
outside the Division may occur at anytime for any position. 

 
9.1 to honour staff who possess a continuous contract, most 

positions will be posted internally first. 
9.2 if it is of benefit to the Division, a teacher or other staff member 

may be transferred to fill a vacant position as per Administrative 
Procedure No. 416. 

 
10.  Non-Catholic teachers who possess a continuous contract are not 

eligible for school administration or other Division leadership 
positions. 

 
11.  All new employees shall sign the Condition of Employment contract 

prior to being offered a position within the Division.  This specific 
document outlines the expectation to live a life that is in concert 
with our Catholic Christian values. 

 
12. This procedure shall apply to all staff including substitute teachers, 

substitute educational assistants and other interim staff. 
 

13. All substitute teachers and substitute educational assistants are not 
required to sign the Conditions of Employment contract prior to 
being included on the substitute list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: March 2007 
 



7 
 

ADMINISTRATIVE PROCEDURE NO. 402 
 

CONTRACT FOR THE EMPLOYMENT OF TEACHERS 
 
Background 
 
The School Act provides for the following types of contracts under which to 
employ a teacher: 
 

¶ probationary, 

¶ continuing, 

¶ temporary, 

¶ interim, and 

¶ part – time. 
 
Procedures 
 
1. The Superintendent shall decide which type of contract to offer the 

prospective teacher. 
 
2. The Superintendent shall have the teacher sign an original copy of the 

contract. 
 
3. Once the teacher has signed the contract, the Superintendent shall sign and 
affix the Divisional seal and place the contract in the teacher‟s file. 

 
4. A copy of the original signed and sealed contract shall be provided to the 

teacher for his/her records. 
 
5. A teacher on a continuing full-time contract, who volunteers for a part-time 

assignment shall, at the commencement of the subsequent year, revert back 
to a full – time position unless, prior to April 1, the teacher requests and 
receives a continuing part – time assignment. The teacher will be required to 
sign a new contract which will be for part – time.  

 
6. A copy of the various types of contracts to be used in the Division form part of 

these procedures. 
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ADMINISTRATIVE PROCEDURE NO. 403  
 

PART-TIME TEACHING ASSIGNMENT 
 
Background  
 
Consideration will be given to permanent contract teachers who do not wish a 
full-time teaching position. Teachers who do not wish to teach full time may 
request a part-time teaching position. Such an arrangement may permit a 
balance between job-related duties and personal or family responsibilities.  
 
Procedures  
 
1.  A teacher wishing to request a part-time teaching assignment for the coming 

school year shall submit their proposal, including a job description, timetable, 
etc., to the principal prior to April 30.   

 
1.1  Teachers are first required to pursue a job-sharing arrangement 

through consultation with their school principal. Refer to 
Administrative Procedure # 404.  

 
2.  The principal shall review the proposal, analyze the advantages and 

disadvantages, and either reject the proposal or recommend it to the 
Associate Superintendent of Personnel Services for approval.  

 
3.  The following guidelines shall be followed when considering a proposal for a 

part-time teaching assignment:  
 

3.1  The key factor to be considered is the effect of the arrangement on 
the quality of instruction provided to the students.  

 
3.2  Individual teachers shall teach and be responsible for individual 

courses with the part-time teaching assignment.  
 
3.3 The arrangement should allow for courses to be spread throughout 

the week.  
 
4.  The Associate Superintendent of Personnel Services may approve the part-

time teaching arrangement if it can be shown that a job-share arrangement 
was explored and is not possible in this specific circumstance.  

 
5.  The principal and the part-time teacher shall review the assignment prior to 

April 30 of each year in order to see that it is still effective and meeting the 
needs of the school, students and the Division. Failure to review the teaching 
assignment will result in continuance of the current assignment.  
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6.  A teacher, on a continuous full-time teaching contract, who volunteered for a 

part-time assignment shall revert back to a full-time teaching position after 
one year, unless prior to April 30 the teacher requests, is given and signs a 
continuous part-time contract.  

 
7.  Teachers on a continuous part-time contract shall not have their full-time 

equivalent status vary more than plus or minus .2 full-time equivalent without 
the mutual consent of the teacher and the principal.  

 
8.  Teachers on continuous part-time contracts shall be entitled to preparation 

time on a pro-rated basis of that provided to full-time teachers with similar 
teaching assignments.  

 
9.  Mandatory attendance during non-instructional times, such as staff meetings, 

professional development days, faith development days, etc., will be factored 
into the part-time contract. The principal and the teacher may reach mutually 
acceptable agreements on these issues, which may include time in lieu or 
extra remuneration for extra hours.  

 
10. An administrator may initiate part-time teaching assignments.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: November 2007 
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ADMINISTRATIVE PROCEDURE NO. 404  
 

JOB–SHARING ARRANGEMENT 
 
Background  
 
Consideration will be given to teachers who wish to share a full-time teaching 
position. Such an arrangement may allow staff members an opportunity to 
achieve a balance between their job-related responsibilities and their personal or 
family responsibilities.  
 
Procedures  
 
1.  Teachers wishing to be considered for job sharing must submit their proposal 

in writing to the principal of their school prior to April 30. The proposal must 
include a jointly completed “Job-Sharing Guidelines Form” that has been 
prepared by the Division.  

 
2.  The principal shall review the request, analyze the advantages and 

disadvantages, and either reject the request or recommend it for approval to 
the Associate Superintendent of Personnel Services before May 15. 

 
3.  The following guidelines shall be used to determine the merits of any job-

sharing proposal:  
 

3.1  The key factor to be considered in making any decision regarding 
job-sharing should be the effect of the arrangement on the quality of 
instruction provided to the students.  

 
3.2.  Where feasible, individual teachers shall teach, and be responsible 

for individual courses.  
 
3.3  Teachers shall have their teaching time spread over as many days of 

the week as is feasible.  
 
4.  The Associate Superintendent of Personnel Services shall approve the job-

sharing arrangement unless it can be demonstrated that any of the guidelines 
have not been met.  

 
5.  The principal and the teachers involved in a job-sharing arrangement, shall 

review the arrangement prior to April 30 of each school year.  Changes may 
be made at this time.  Failure to do so can result in termination of the 
arrangement.  
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6.  A teacher who is on a continuous full-time contract and volunteers for a job-
sharing arrangement, shall at the commencement of the subsequent school 
year, return to full-time responsibilities unless, prior to April 30, the teacher 
requests, receives and signs a continuous job-share contract.   

  
7.  Teachers on job-sharing arrangements shall be entitled to preparation time, 

on a pro-rated basis, equivalent to the amount of time provided to full-time 
teachers with similar teaching assignments.  

7.1 Teachers in a job-share part-time position will receive benefits on a 
pro-rated basis in accordance to their full-time equivalence as per the 
Collective Agreement.  

8.  An administrator may initiate a job-sharing arrangement and work with the 
respective teachers to prepare a proposal.  

 
9.  Mandatory attendance during non-instructional times, such as staff meetings, 

professional development days, faith development days, etc., is expected and 
will be negotiated with the principal. The principal and the teacher(s) may 
reach mutually acceptable agreements on these issues, which may include 
time in lieu or extra remuneration for extra hours.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: November 2007 
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ADMINISTRATIVE PROCEDURE NO. 405 
 

EVALUATION OF TEACHERS 
 
 
Background  
 
All teachers have a professional responsibility to be involved in a continuous 
professional growth process designed to foster growth and effectiveness of 
instruction to enhance student learning.   
 
Procedures  
 
1. The following types of supervision and evaluation will be used throughout the 

Division and referred to in these procedures:  
 

a. Supervision (formerly referred to as formative evaluation) is a non-
judgmental process designed to provide support, guidance and 
development activities that foster improvement of instruction and 
professional growth. It is assumed that teachers are competent and willing 
to improve their method of instruction. Supervision is characterized by a 
climate of trust and  is a collegial process which takes place between 
professional educators.  

 
b. Evaluation (formerly summative evaluation) is a formal process designed to 

perform a judgmental function to facilitate decision-making for purposes of 
tenure, promotion, transfer, certification or termination. It is assumed that a 
formal evaluation process may be necessary or desired which respects the 
rights of the individual while generating the data for making well-informed 
and fair employment decisions. One of the primary aims of formal evaluation 
is to foster professional growth.  

 
SUPERVISION 
 
Regulations  
 
1. The teacher will develop a process of professional growth each year which 

will include a Professional Growth Plan.  
 
2. Early in the school year, the teacher will communicate the process to the 

school administrator(s).  
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3. At the end of each school year, the principal will submit to the Associate 
Superintendent of Personnel, or designate, written verification that each 
teacher has been supervised.  This will include the completion of the 
flowchart outlining actions taken (Appendix “A”).   Teachers being moved to a 
formal evaluation process will be informed, in writing, of such at this time.  

 
4. Administrative supervision will consist of information gathering processes 

such as: verification of teachers' professional growth plans; administrative 
walkthroughs; monitoring of teacher developed  materials; communication 
with, and feedback from, various stakeholders; etc. 

 
5. Any written reports generated by this supervision process will not be used in 

the evaluation supervision process.  
 
Guidelines For The Supervision Process  
 
1. In determining the professional growth process, a variety of alternatives 

should be considered by teachers. Individuals and staffs are encouraged to 
generate strategies and approaches which may be used as specific examples 
of professional growth. The five performance areas of planning and 
preparation, classroom organization and management, techniques of 
instruction, evaluating students, and personal/professional attributes (refer to 
Criteria for the Evaluation of Teaching Performance) shall become the focus 
of supervision processes.  

 
2. An annual teacher professional growth plan:  
 

a)  may be a component of a long-term multi-year plan; and,  
b)  may consist of a planned program of supervising a student teacher  
 or mentoring a teacher.  

 
3. Supervision should include frequent communication between the teacher and 

school administrator(s).  
 
4. Personal growth plans shall be aligned to school/division goals. They shall 

include: goals; strategies; time lines; required resources; and supervision 
strategies.  

 
5. At least one aspect of each teacher‟s personal growth plan shall address 

his/her personal faith development journey.  
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EVALUATION  
 
Regulations  
 
1. The formal evaluation process may be initiated by the teacher to be 

evaluated, by the school principal, the Associate Superintendent of Personnel 
or the Associate Superintendent of Personnel‟s designate.  

 
2. All reports generated during the evaluation process shall be signed by both 
parties and kept in the teacher‟s personnel file secured in the Division office, 
with a copy provided to the teacher being evaluated prior to the report being 
submitted.  

 
3. The teacher shall be informed of his/her right to secure the assistance of a 

mentor or peer support team to work with him/her throughout the evaluation 
process.  

 
4. A teacher may review his/her evaluation records contained in their personnel 

file.  
 
5.  A teacher being evaluated shall be given the opportunity to append additional 

comments to all written reports pertaining to his/her evaluation.  
 
6. The following regulations will apply to teachers who hold a continuous 

contract:  
 
I.  Phase One:  
 

a.  Prior to a formal evaluation being performed, the teacher to be evaluated 
must receive or submit written notification, a copy of which must be kept in 
the individual teacher‟s personnel file secured in the Division office.  

 
b. The principal shall convene a conference with the teacher subsequent to 

notification and prior to formal observation. At this conference, the 
principal shall review the evaluation policy and procedure, performance 
criteria, reporting procedures, and appeal procedures with the teacher.  

 
c. The following shall be included by in-school administrators as part of 

phase one of the evaluation process:  
 

i)  multiple observations based on established criteria;  
ii)  frequent conferencing; and,  
iii)  a formal written report based on the established criteria containing 

descriptive assessments specific to the major performance area 
which may include specific areas of strength, directions for growth 
and recommendations. The descriptive content of the report will 
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highlight relevant, actual observed behaviors which demonstrate the 
strengths, areas of weakness and remedial recommendations 
considered necessary by the evaluator based upon established 
criteria. Where remediation is necessary to raise the quality of a 
teacher‟s instruction to an acceptable level, the report shall make 
clear the expectations and opportunities for improved practice and 
shall stipulate a reasonable time line for improvement.  

 
d.  In the event that remediation is necessary, the in-school administrator, at 

the end of the time allotted for the teacher to make the required 
improvement, shall perform a minimum of three observations to assess 
performance level. Following each observation, a brief report will be 
written containing the assessment and recommendations. After the third 
observation, a concluding written report will recommend conclusion of the 
evaluation process or that the process proceed to phase two. This report 
will be forwarded to the Superintendent or designate.  

 
 
II.  Phase Two:  
 

e.  Phase Two of the evaluation process shall consist of:  
 

i)  an evaluation conducted by a certified individual, chosen by the 
Superintendent, who is adequately trained in evaluation procedure 
and practice, and is independent of the staff of the school in which 
the teacher works, unless the teacher requests otherwise; and,  

 
ii)  the same practices and procedures as outlined in regulation 6(c).  

 
f. In the event that remediation is necessary, the evaluator assigned by the 

Associate Superintendent of Personnel, at the end of the time allotted for 
the teacher to make improvement, shall perform a minimum of three 
observations to assess performance level, following which a report 
containing the assessment, and possible recommendations, will be written 
and forwarded to the teacher and then forwarded to the school principal 
and the Associate Superintendent of Personnel.  

 
g.  The principal, upon receipt of the evaluator‟s report, shall convene a 

conference with the evaluator to discuss the assessment, and shall write a 
report to the Associate Superintendent of Personnel which may 
recommend conclusion of the formal evaluation procedure, termination of 
the teacher‟s contract, or make other recommendations which he/she 
believes are in the best interest of the teacher and/or students/school.  

 
h. The Associate Superintendent of Personnel, upon receipt of the principal‟s 

report, shall take whatever action he/she believes is required.  
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7. The following will apply to teachers on a probationary contract:  
 

a. At the time that a teacher enters into a probationary contract with the 
Division, he/she will receive written notification that evaluation will take 
place during the term of the probationary contract and he/she shall receive 
a copy of the evaluation criteria, policy and regulations of the Division 
pertaining to teacher evaluation.  

 
b. The principal shall convene a conference with the teacher subsequent to 

notification and prior to formal observation during which evaluation policy 
and procedure, performance criteria, reporting procedures shall be 
communicated and discussed with the teacher.  

 
c. The following shall be included in the evaluation process:  

 
i)  a minimum of five classroom observations based upon established 

criteria, three of which are to be conducted by December 31. At least 
two other observations are to be performed by school based 
administrator before the Easter Break. Following each observation, 
the teacher will receive a written feedback regarding observation.  
This may include assessment and recommendations;  

 
ii)  frequent conferences with the school based administrator where 

observations and assessments are communicated; 
 
iii)  after three observations and submitted before Christmas Break, a 

formal written report shall be completed by the school administration 
based on the established criteria containing descriptive assessments 
in the major performance area which may include areas of strength, 
directions for growth, and recommendations. The principal will use 
Form 18 “CRITERIA FOR THE EVALUATION OF TEACHING 
PERFORMANCE” when sharing the report with the teacher. The 
descriptive content of the report will highlight relevant, actual 
observed behaviors which demonstrate the strengths, areas of 
weakness and remedial recommendations considered necessary by 
the evaluator based upon established criteria;  

 
iv)  principals will submit a completed and signed Form 18 “CRITERIA 

FOR THE EVALUATION OF TEACHING PERFORMANCE” for each 
teacher on a probationary contract.  This report will be forwarded to 
the Associate Superintendent of Personnel by May 15. Where 
remediation is necessary to raise the quality of a teacher‟s instruction 
to an acceptable level, the report shall make clear the expectations 
and opportunities for improved  practice and shall stipulate a 
reasonable timeline for improvement; and.  
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v)  principals will submit a completed Appendix “A” listing all 
probationary, temporary, and interim teachers and the evaluation 
procedure followed to the Associate Superintendent of Personnel by 
Easter Break. 

 
d. In the event that remediation is necessary, a school based administrator, 

at the end of the time allotted for the teacher to make improvement, shall 
perform a minimum of two observations to assess performance level, 
following which a report containing the assessment, and possible 
recommendations, will be written and forwarded to the Associate 
Superintendent of Personnel prior to the Easter Break.  

 
e. Following the completion of this process, the teacher may appeal the 

contents of the evaluation report to the Associate Superintendent of 
Personnel.  

 
8. The following will apply to teachers on either a Temporary or an Interim  
 Contract:  
 

a.  Formal evaluation will depend upon the length of the contract. Should the 
contract be for half or more of the school year, similar steps will be 
followed as are outlined for teachers on a Probationary Contract. 
However, only school administrators will be involved and this process may 
be of a less rigorous nature as dictated by the shorter time lines involved.  

 
b. Should the contract be for a period of time less than half of a school year, 

no formalized process will be required. However, the teacher will be 
supervised by his/her school administration, as would teachers supervised 
under the supervision model.  

 
9. The following will apply to a teacher eligible for Permanent Certification:  
 

a. The principal shall convene a conference with the teacher prior to formal 
observation during which evaluation policy and procedure, performance 
criteria, reporting procedures, and appeal procedures shall be 
communicated and discussed with the teacher.  

 
b. The following shall be included by in-school administrators as part of 

phase one of the evaluation process:  
 
i)  a minimum of two observations;  
 
ii)  frequent conferencing; and,  
 
iii)  a formal written report shall be written by the school administration, 

based on the established criteria containing descriptive assessments 
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in the major performance area which may include areas of strength, 
directions for growth, and recommendations regarding permanent 
certification. This report will be forwarded to the Associate 
Superintendent of Personnel. Where remediation is necessary to 
raise the quality of a teacher‟s instruction to an acceptable level, the 
report shall make clear the expectations and opportunities for 
improved practice and set a reasonable time line for improvement.  

 
c.  In the event that remediation is necessary, a school based administrator, 

at the end of the time allotted for the teacher to make improvement, shall 
perform a minimum of two observations to assess performance level, 
following which a report containing the assessment, and 
recommendations regarding permanent certification, will be written and 
forwarded to the Associate Superintendent of Personnel.  

 
d.  Following the completion of this process, the teacher may appeal the 

contents of the evaluation report to the Associate Superintendent of 
Personnel. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: September 2007 
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ADMINISTRATIVE PROCEDURE NO. 406 
 
 

ADMINISTRATIVE APPOINTMENTS 
 

Background 
 
All Divisional administrative positions are leadership positions with the 
responsibility for educational and religious programs in the schools and are 
responsible to the Superintendent.  
 
Administrative positions refer to principal, vice-principal and assistant principal 
positions. 
 
Procedures 
 
1. The Superintendent shall advertise a vacancy in any administrative position 

within the Division and, if necessary, in the newspapers. 
 
2.  All administrative positions will be filled by Catholic candidates. 
 
3. The Superintendent shall initiate appointments to a leadership pool by 

requesting applications, developing a short list of suitable candidates and 
recommending the list to a committee consisting of two trustees and any 
other individuals the Superintendent feels are necessary. The committee shall 
make the appointments to the leadership pool from the list provided.    

 
1. The Superintendent shall have the authority to select and appoint individuals 

from the leadership pool to all positions up to and including that of vice-
principal. 

 
5. New vice-principals will be placed on a one-year probationary designation. 

However, a serving principal who accepts a position as a vice-principal will 
not be given a probationary period. 
 

6. Vice-principals will be assigned to different schools every 3 to 5 years. The 
Superintendent shall make the reassignment after consulting with the 
principal and considering Division, school and individual vice-principal needs. 
The reassignment shall not occur in a school which is in excess of 50 km. of 
the corporate center of the community in which they are presently assigned. 
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7.   For the position of principal, the Superintendent shall: 
 

a.   Prepare a short list of candidates for the interview; 
 
b.   Form a committee consisting of a minimum of two trustees plus any 

others that the Superintendent wishes to have included to interview the 
candidates; 

 
c. Make a final decision on the appointment in conjunction with a minimum of 

two trustees; 
 
d. Re-advertise the position if no applicant is found suitable; and 

 
e. If a suitable candidate is found, the Superintendent shall offer a one year 

probationary designation to the Division and not to a specific school. 
 
8.  The Board and Superintendent shall give preference to candidates for the 

principalship who have had successful teaching and/or administrative 
experience in Catholic schools in Alberta. Minimum academic qualifications 
shall be a Graduate Diploma in Educational Administration or its equivalent in 
graduate studies. Preference shall be given to experienced teachers and/or 
administrators who hold a Master‟s Degree in Education. 

 
9.   Principals are designated by the Board to the Division. Where possible, 

principals will be assigned to new schools, every 4 – 7 years, within a 50 km. 
radius of the corporate centre of the community in which they are now 
assigned. The Superintendent will review with the principals affected, the 
potential moves available. The Superintendent shall determine administrative 
transfers and advise the Board following consultation with the principals and 
the appropriate members of the school community. The reassignments will 
take into consideration Division, school and individual principal needs. 

 
10. Assistant principals shall be designated by the Superintendent for a one-year 

period in order to facilitate administrative experience for a greater number of 
professional staff. The Superintendent may provide a re-designation or 
extension. 

 
11. The Superintendent shall approve the appointment of relief principals that 

have been recommended by the principal and advise the Board of the 
appointment. 
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12. Where the Board initiates the transfer of an administrator, the administrative 
allowance shall be frozen at their present allowance for a period of three 
years unless the administrative allowance of the school to which the transfer 
has occurred is greater. In that case the higher administrative allowance will 
apply. After the three-year period, the administrator‟s salary will be governed 
by Article 4 of the Collective Agreement. 

 
1. The Superintendent shall appoint Curriculum Coordinators from within the 

Division Leadership Pool. These appointments will be for a two-year term, 
which may be renewed up to a further two years, with the mutual consent of 
both parties. Following the term of the appointment, the individual will return 
to a position with a similar designation to the one held prior to the Curriculum 
Coordinator appointment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: March 2007 
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ADMINISTRATIVE PROCEDURE NO. 407 

 
ADMINISTRATIVE TIME GRANTED THE PRINCIPAL 

 
Background 
 
It is recognized that the principal requires time away from actual classroom 
instruction in order to exercise effective instructional leadership and overall 
supervisory control within the school. 
 
Procedures 
 
1. The principal, in consultation with the Superintendent, shall determine the 

amount of administrative time by taking into consideration the size of the 
school plant, the number of staff and students, the instructional program and 
the administrative organization of the school. 

 
2. Normally, five to six minutes per week of administrative time should be 

allotted for each enrolled student in the school, including kindergarten 
children with a minimum of .75 FTE for principals in small schools. 

 
3. The Superintendent will utilize the following guide in determining the total 

administrative personnel for each school: 
 

a. Where an assistant principal is appointed they will receive .25 admin time; 
b. Where a vice-principal is appointed, they will receive a minimum of .50 

admin time. 
 
4.  The Superintendent may vary the administrative time available to the principal 

in special circumstances.  

 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: March 2007  
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ADMINISTRATIVE PROCEDURE NO. 408 
 
 

SUPERVISION AND EVALUATION OF SCHOOL 
ADMINISTRATORS 

 
Background  
 
The evaluation of the professional performance of school administrators to 
improve the quality of instruction offered to students is required.  The supervision 
process shall be continuous and designed to promote professional growth and 
development.  
 
An evaluation process will be necessary when a judgment is required because of 
employment, when the competence of an administrator is called into question, or 
at the request of the administrator to the Superintendent.  
 
General Procedures  
 
1.  Supervision of professional performance of administrators shall be guided by 

two different processes, namely:  
 

1.1  Supervision (formerly referred to as formative supervision), designed to 
perform a developmental function, the results of which are used to help 
improve performance, identify areas of strength and provide 
opportunities for growth; and,  

 
1.2  Evaluation (formerly referred to as summative evaluation), ultimately 

designed to perform judgmental functions, the results of which are used 
for making decisions for purposes of employment, when the competence 
of an administrator has been called into question, or at the request of the 
administrator.  

 
2.  Administrators have the primary responsibility for their own effectiveness and 

for the improvement of their instruction and administration.  
 
3.  Each administrator shall be informed of the particulars of the administrator 

supervision policy.  
 
4.  Supervision shall consist of a program (or programs) to improve the quality of 

instruction and administration and should support and maintain the collegial 
model.  

 
5.  Evaluation shall consist of a review of all aspects of an administrator‟s 

professional performance based on the Criteria For The Evaluation of 
Administrators.  
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6.  Evaluation shall be based on information gathered through observations, 

conferences with the administrator and school staff, reviews of documents, 
surveys, reports and plans, and other data gathered in accordance with the 
A.T.A. Code of Professional Conduct in situations appropriate to each 
administrator‟s assignment.  

 
7.  Administrators, at their discretion, shall be allowed to contribute data to the 

evaluation through personal portfolios or other materials or information of their 
choosing.  

 
8.  All reports generated during the evaluation process shall be signed by both 
parties and kept in the administrator‟s confidential file with a copy provided to 
the administrator being evaluated prior to it being filed.  

 
9.  The administrator may review his/her evaluation records contained in a 

personnel file. 
  
10. The administrator shall be given the opportunity to append additional 

comments to all written reports pertaining to his/her evaluation.  
 
Procedures For Supervision of School Administrators  
 
1.  Professional growth plans shall be developed and implemented on a yearly 

basis by all administrators employed by the Board. Administrators should 
view supervision as developmental and be willing to receive collegial advice 
and assistance to improve professional performance, identify areas of 
strength and provide opportunities for growth.  

 
2.  Administrators may meet with a colleague to mutually develop the procedures 

and expectations for their professional growth plan.  
 
3.  By October 31, the administrator shall share his/her professional growth plan. 

The administrator, if not a principal, shall share his/her plan with the principal. 
The principal shall share his/her plan with the Superintendent.  

 
4.  Supervision should include regular conferencing between the administrator 

and the person with whom he/she has shared his/her growth plan.  
 
5.  Each administrator shall have, as part of their professional growth plan, a 

section related to their own Faith Development Journey.  
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6.  If the administrator has mutually developed the procedures and expectations 
of his/her growth plan with a colleague, the administrator and colleague shall 
review and evaluate the plan at the conclusion of the supervision cycle. If a 
report is written, its control shall rest solely with the administrator whose 
professional performance was the subject of the supervision process.  

 
7.  At no time shall a professional growth plan be used for the purposes of a 

formal, judgmental evaluation process. 
  
Procedures For Evaluation of School Administrators  
 
1.  Beginning administrators or those new to the Division, shall undergo a formal, 

judgmental evaluation process within their first year in the position. Other 
administrators shall undergo a formal evaluation process when a judgment 
must be made for the purpose of employment, when the competence of an 
administrator has been called into question, or at the request of an 
administrator.  

 
2.  An evaluation may be initiated by the Superintendent, the immediate 

supervisor, or the administrator.  
 
3.  A formal evaluation of an administrator other than a principal shall be 

conducted by the principal of the school. The evaluation of a principal shall be 
conducted by the Superintendent‟s office, or an appropriate evaluator, 
mutually acceptable to both parties.  

 
4.  Prior to an evaluation being performed, the administrator to be evaluated shall 

receive or submit written notification, a copy of which shall be kept in the 
individual administrator‟s personnel file.  

 
5.  The evaluator shall convene a conference with the administrator, subsequent 

to notification and prior to formal observation, during which evaluation policy 
and procedure, performance criteria, reporting procedures, and appeal 
procedures shall be communicated and discussed with the administrator.  

 
6.  When the evaluator has completed a reasonable number of observations, 

collected data, conferenced with the administrator, and made a general 
review of the administrator‟s professional performance, a report shall be 
written and shall include the evaluator‟s recommendations pertaining to the 
administrator‟s employment (including designation) or remediation (if 
applicable).  

 
7.  Upon receipt of a satisfactory evaluation, the Superintendent will determine 

that the evaluation process ceases.  
8.  In the event that remediation is necessary, the following steps shall be taken:  
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8.1  A program of improvement will be undertaken by the administrator and a 
reasonable time line for improvement will be set.  

 
8.2 At the end of the time allotted, a subsequent evaluation will be 

undertaken by the original evaluator and a written report submitted to the 
Superintendent, with copies to the administrator and the evaluator.  

 
8.3  Upon receipt of the evaluator‟s report, the Superintendent will 

recommend, considering the best interests of the students, the 
administrator, the profession and the school system as a whole, that:  

 
8.3.1 The evaluation cease;  
 
8.3.2   The administrator‟s designation be removed by the Board; or,  
 
8.3.3   Another action deemed appropriate be undertaken.  

 
Appeal of Evaluation of School Administrators  
 
1.  An administrator may appeal an evaluation for procedure and/or content.  
 
2.  Such an appeal shall be made to the Board and shall include the reasons for 

the request.  
 
3.  If the Board decides to allow a re-evaluation, it shall assign a mutually 

acceptable person to conduct a re-evaluation and the new evaluator shall not 
be given the particulars of the previous evaluations.  

 
4.  The procedures for the re-evaluation shall conform with the procedures for a 

formal evaluation, and all aspects of the re-evaluation shall be subject to the 
rules of natural justice. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: March 2007 
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ADMINISTRATIVE PROCEDURE NO. 409 
 

TEACHING STAFF REDUCTION 
 

Background 
 
The Division recognizes its mandate (commitment) to provide quality Catholic 
education services to students enrolled in various schools and programs 
operated by the Division within a fiscally responsible framework.  The Division 
recognizes that a variety of factors may necessitate the reduction of teaching 
staff in a particular school, in a geographic region, or in the Division as a whole. 
 
Guidelines 
 

1. The Superintendent, or designate, has been given the responsibility for 
dealing with teacher reductions in accordance with these procedures and 
bringing recommendations to the Board. 

 
2. Factors that may give rise to a need for a reduction in the number of 

teachers include, either singularly, or in combination, changes, either 
current or projected, in any of the following: 

 
2.1 Student enrolment; 
 
2.2 Population patterns; 

 
2.3 Local and provincial financial support for education; 

 
2.4 Funding from all sources; 

 
2.5 Student enrolment needs; 

 
2.6 Curricular content or practices; 

 
2.7 Programs offered by the Division; 

 
2.8 Function of existing physical facilities; 

 
2.9 Other factors which the Superintendent, or Principal, consider 

relevant. 
 

3. The principal of each school who anticipates experiencing a surplus of 
staff will identify the situation to the school teaching staff, and will solicit 
such input from staff as the Principal may consider advisable as to 
possible solutions that may eliminate or reduce the anticipated 
requirement for staff reduction. 
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4. In recognition of the fiscal responsibilities conferred upon Principals under 
the school based management model employed by the Division, and 
mandated by Alberta Education, the Principal of each school will be 
responsible for determining the number of staff that the school can have 
within a balanced school budget.  In case reduction in teaching staff 
becomes necessary, the Principal will determine which staff members, in 
the Principal‟s opinion, will be able to maintain the greatest level of 
delivery of programs of all kinds and to meet student needs, within the 
school.  The Principal will also consider seniority of staff members. 

 
5. In considering seniority of staff the Principal shall confirm with the 

Superintendent the seniority of the teachers potentially affected.  The 
Superintendent will calculate seniority on the basis of years and full 
months of service with the Division or its predecessors.  For teachers on 
part-time contracts seniority will be calculated in the same manner as for 
full time contract teachers.  Service will include periods of 
maternity/parental leave, sabbatical leave, sick leave, receipt of EDB 
benefits, but, not include leaves of absence of more than thirty (30) days 
for personal reasons, such as, but not limited to, deferred salary leaves.  A 
break in service shall not reduce service accumulated prior to the break to 
zero. 

 
6. In the event that necessary reduction in teaching staff is not achieved 

through voluntary attrition and transfers, and it becomes necessary to 
terminate contracts of employment, the primary consideration of the 
Superintendent and the Principal shall be the maintenance of as great a 
level of service in delivery of the various programs offered by the Division 
to its students, and the fulfillment of their needs, as financial resources 
may reasonably permit. 

 
7. It is desirable, to the extent reasonably possible, bearing in mind program 

requirements and student needs, that temporary, probationary and interim 
contract teachers may be considered for reduction prior to continuing 
contract teachers. 

 
8. This administrative procedure shall apply to all teachers on leave of 

absence, subject to any legal considerations regarding return to work 
requirements under any statute, regulation or Board policy. 

 
9. The Superintendent may determine that a teacher should not be subject to 

the application of this administrative procedure, from time to time, due to 
the Superintendent considering it advisable that the teacher be exempt 
due to the subject the teacher teaches or due to particular experience. 
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Procedures  
 

1. Voluntary attrition, for purposes of this administrative procedure, shall 
include any of the following actions on the part of a teacher: 
 

¶ Resignation; 

¶ Retirement; 

¶ Taking a leave of absence; 

¶ Voluntary change in employment status (e.g. full time to part time); 

¶ Voluntary transfer. 
 
2.  If voluntary attrition does not result in the necessary staff reduction, the 

Superintendent will endeavour to effect required staff reduction through the 
transfer of teachers to other appropriate assignments, as determined by the 
Superintendent, or designate. 

 
2. Principals shall work in collaboration with the Superintendent and the 

representatives of the Alberta Teachers Association (ATA) Local regarding 
any transfers that may be necessary both from, and to, any school.  The 
Superintendent will make the final determination regarding any required 
transfers.   

 
3.1 Any transfers will be based upon considerations the Superintendent, 

or designate, deems appropriate, including the retention of staff to 
enable the school to meet its program requirements and the 
educational needs of students as determined by the Principal and the 
Superintendent; 

 
3.2 Transfers, and any appeals in respect of same, will be dealt with in 

accordance with the School Act.   
 

3. A teacher whose employment is subject to termination, will be advised in 
writing of the intention of the Superintendent to recommend to the Board that 
the teacher‟s contract of employment be terminated, and such notice shall 
set out the reason(s) for such termination.  The letter to the teacher shall 
include: 

 
4.1 The recommendation for termination; 
 
4.2 The reasons for the termination including the reason(s) that staff 

reduction at the school is required and basis used to determine that 
the teacher was surplus to the needs of the school; 

 
4.4 The date, time and place of the Board meeting at which the 

recommendation will be presented; 
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4.5 The teacher‟s right to (i) attend the Board meeting and be represented 
by a member of the ATA or legal counsel, or both, and (ii) to make 
submissions to the Board in person or through his or her 
representative or both. 

 
4. Any notice of termination shall be given in accordance with the School Act. 
 
5. The Board requests that recommendations to terminate contracts of 

employment be determined at least sixty (60) calendar days prior to the 
conclusion of a semester or school term.  Notwithstanding the above request, 
the Board recognizes that emergent situations may arise which do not permit 
strict adherence to the sixty (60) day time period.  In such instances, the 
Board will consider such recommendations provided they comply with 
provincial statute. 

 
6. The Superintendent may assign a teacher whose contract of employment 

may be terminated to a vacant position. 
 
7. Nothing in this administrative procedure requires that a teacher whose 

contract may be terminated be assigned to any vacant position if in the 
Superintendent‟s reasonable opinion such an assignment is not educationally 
sound. 

 
 
Reference:  Sections 104 & 107, School Act 
  Employment Standards Code 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: December  2007 
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ADMINISTRATIVE PROCEDURE NO. 410 
 

LEAVES OF ABSENCE 
 

Background 
 
Employees may, from time to time, require leaves of absence for personal or 
professional reasons. However, the needs and interests of students in the 
school, particularly with respect to continuity of instruction, must be considered 
paramount in all decisions regarding employees leaving their assignment for 
short or extended periods of time.  
 
Procedures 
   
I. General 
 
 1. No class may be left without the supervision of a teacher or substitute 

teacher. 
 
 2. All requests from employees for leave from their duties, for a period of 

five or more days, shall be directed, in writing, to the office of the 
Associate Superintendent-Personnel. 

 
 3. All requests for leaves of less than five days‟ duration may be approved 

by the school principal/supervisor, after having received the request on 
the prescribed form. After having signed the form and granting 
permission for the leave, the principal/supervisor will forward the 
document to the Payroll Clerk, at Central Office. 

 
  A. Notice of sick leave to be taken shall be directed by phone: 
   
  i) to the secretary at the administration office designated to take such 

calls. 
   Phone: 343-1055 day or night; and 
 
  ii) to the school principal/supervisor. 
 
  B. Applications for in-service leave for attendance at professional 

meetings, institutes, workshops or seminars require prior approval 
by the school principal/supervisor.  

 
  C. Emergency leave shall be arranged by phone with the 

principal/supervisor, and confirmed in writing after return from 
leave. If the leave is anticipated to be five or more days, telephone 
arrangements will be made with the Associate Superintendent-
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Personnel and will be followed by a written confirmation of the 
leave upon return. 

 
 4. All substitute employees shall be paid for their services by the Division 

office. Employees will not be required to reimburse substitute 
employees. Any deductions from an employee‟s salary for leave of 
absence without pay will be made at the Division office. 

 
II. Personal Leave: Sickness, Pregnancy, Birth of a Child,  
                  Adoption of a Child, Funerals, Jury Leave 
 
 1. Sick Leave 
 
  Provisions with regard to sick leave on the part of the teacher are 

governed by The School Act (Section 111) and the existing collective 
agreement regarding cumulative sick leave. 

 
Paid sick leave for non-teaching staff will be provided at the rate of 
two days per month for full-time employees. Provisions with regard to 
sick leave for non-teaching staff are as detailed in the Non-Teaching 
Staff Handbook.  

 
  When absence because of illness occurs for a period of more than three 

consecutive days, the employee must present a request, in writing, 
accompanied by a doctor's certificate, to the Associate Superintendent-
Personnel. 

 
  For illness necessitating absences of five days or less, the employee 

must complete a declaration countersigned by the principal/supervisor 
on a form provided by the Division. 

 
  The certificate or declaration shall be forwarded to the Division office 

through the principal/supervisor at the end of the month after the 
employee's return to work. 

 
  Notwithstanding the above, and in accordance with the collective 

agreement/non-teaching staff handbook between the Division and its 
teachers/non-teaching staff, a certificate of illness from a qualified 
medical or dental practitioner may be required by the Division to support 
request for leave of absence with pay from those employees whom the 
Associate Superintendent-Personnel believes are using excessive 
amounts of sick leave. Such employees will be warned by registered 
letter. In the case of a teacher, a copy of the warning will be sent to the 
president of the A.T.A. Local. 

 
 



33 
 

 2. Leave Because of Pregnancy 
 
  A. Employment Standards Code 
 
   In accordance with the Employment Standards Code, an employee 

who is pregnant and who has been employed by the Division for a 
period of twelve months or longer is entitled to maternity leave 
consisting  of: 

 
   (i) a period not exceeding fifteen weeks starting at any time 

during the twelve weeks immediately preceding the 
estimated date of delivery or such shorter period as the 
employee may request; 

 
   (ii) the period, if any, between the estimated date of delivery 

and the actual date of delivery; and 
 
   (iii) a period of at least six weeks immediately following the 

actual date of delivery, unless the employee and the 
Associate Superintendent-Personnel agree to shorten the 
period by the employee‟s giving the Associate 
Superintendent-Personnel a medical certificate indicating 
that resumption of work will not endanger her health. 

    
   The employee who is pregnant shall give the Division at least six 

weeks' notice in writing of the day upon which she intends to 
commence maternity leave together with a medical certificate 
certifying that she is pregnant and giving the estimated date of 
delivery. The employee returning from maternity leave shall give 
the Associate Superintendent-Personnel at least four weeks‟ 
written notice of the date she plans to return to work. 

 
  B. Extended Maternity Leave 
 
   The beginning and ending dates of extended maternity leave are 

established in accordance with the Division policy and are not 
related to the employee‟s rights under the Employment Standards 
Code (15  weeks only). 

 
   (i) An extended maternity leave of up to 18 months may be 

granted to an employee on continuous contract with the 
Division. 

 
   (ii) The employee must apply, in writing, to the Associate 

Superintendent-Personnel, at least two months before 
the intended beginning date of the leave. 
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   (iii) The Associate Superintendent-Personnel and the 

employee shall arrange the actual period of the leave. 
 

(iv) The Associate Superintendent-Personnel shall set the 
date of return to duties for the employee to coincide with 
any of the following: 

 
a) a natural break in the school year, such as 

Christmas, Easter, or Spring Break;  
 
    b) the beginning of a reporting period; 

 
    c) the beginning of a new semester in junior or senior 

high school; or 
 
    d) the beginning of a new school year. 
 
   (v) The employee will be guaranteed an equivalent position 

with the Division upon return to duties following the 
extended maternity leave. 

 
   (vi) The extended maternity leave shall be without normal 

salary and benefits for the period in question. 
 

(vii) Any employee taking extended maternity leave may 
arrange with the Personnel/Benefits Clerk to continue 
benefits during the period of leave at the employee's 
cost. The employee must inform the Personnel/Benefits 
Clerk, in writing, of her intention to continue benefits at 
her cost. 

 
(viii) Remuneration for the leaves described in Section II (2A) 

and (2B) of this policy shall be in accordance with Article 
15(3) of the collective agreement between the Division 
and the A.T.A. 

 
 3. Birth of a Child 
 
  Any employee whose wife gives birth to a child, during the school year, 

shall be entitled to two days of parental leave to attend to the birth of 
their child at no cost to the teacher. 
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4. Parental Leave 
 

Any employee who gives birth to a child, or whose wife gives birth to a 
child, who has been employed by the Board for a period of at least 52 
consecutive weeks, shall be entitled to parental leave, without pay, of 
up to 37 consecutive weeks. In the case of an employee entitled to 
maternity leave, parental leave would immediately follow the last day of 
maternity leave. In the case of an employee whose wife has given birth 
to a child, the employee is entitled to parental leave of up to 37 
consecutive weeks within 52 weeks after the child‟s birth.       
 
If both parents are employees of the Board, the Board is not required 
to grant parental leave to more than one employee at a time. 
Employees who intend to share parental leave must advise the 
Superintendent of their intention to share parental leave such that the 
total leave entitlement will not exceed 37 weeks. 

 
The employee must give the Associate Superintendent-Personnel at 
least 6 weeks‟ written notice of the date the employee will start 
parental leave. Written notice of commencement of maternity leave is 
deemed to be notice of parental leave unless the notice specifically 
provides that it is not notice of parental leave, in which case this 
section applies.  
 
An employee must provide at least 4 weeks‟ written notice of the date 
on which the employee intends to resume work.  

 
The employee will be guaranteed an equivalent position with the 
Division upon return to duties following the parental leave. 

 
 5. Adoption of a Child 
 

A. Any employee involved in the process of adopting a child shall be 
entitled to a maximum of two days' leave of absence with pay, 
should the adoption authorities demand his/her absence from the 
normal place of residence on school days. 

 
B. An employee of the Board, who has been employed by the Board 

for at least 52 consecutive weeks, is entitled to 37 consecutive 
weeks of parental leave, without pay, taken within 52 weeks after 
the child is placed with the adoptive parents for the purpose of 
adoption. 
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C. Extended Leave for Adoption of a Child 
 

(i) An extended leave, without pay, for the adoption of a child, 
for a period of up to one year, may be granted to an 
employee on continuous contract with the Division. 

 
(ii) Application for such leave must be made in writing to the 

Associate Superintendent-Personnel.  
        
(iii) The employee must arrange with the Associate 

Superintendent-Personnel, as far in advance as possible, the 
period of leave necessary to fulfil the requirements of the 
adoption agency. 

 
(iv) The date of return to duties shall be established to coincide 

with the end of a natural break in the school year (e.g. 
following Christmas or Easter vacation), or at the beginning of 
a new school year.      

 
   (v) The employee will be guaranteed an equivalent position with 

the Division upon return to duties following the extended leave 
for adoption of a child. 

 
(vi) The extended adoption leave shall be without pay and benefits 

for the period in question. 
 

(vii) Any employee taking extended adoption leave may arrange 
with the Personnel/Benefits Clerk to continue benefits during 
the period of leave at the employee's cost. The employee must 
inform the Personnel/Benefits Clerk, in writing, of his/her 
intention to continue benefits at his/her cost. 

 
(viii) The provisions of this leave do not apply to casual employees, 
as defined in the Division‟s Non-Teaching Staff Handbook. 

 
1. Critical Illness/Funeral 

 
 When it is necessary for an employee to take leave because of the death or 

critical illness of a member of the immediate family, the Division will pay the 
employee‟s salary and the substitute's salary, if required, for up to and 
including three days' leave within Alberta, and for up to and including five 
days' leave outside the province. The term "immediate family" shall refer to 
the employee's spouse, children, parents, mother-in-law, father-in-law,  
grandparents, sister, brother, brother-in-law, sister-in-law, or other relative 
who was a member of the employee‟s household at the time of death.  
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 The employee may apply to the principal/supervisor to attend the funeral of a 
close friend. The Division will pay the employee's salary and the salary of a 
substitute, if required, for one day, or for a half-day if the funeral is local. 

  
 The provisions of this leave do not apply to casual employees, as defined in 

the Division‟s Non-Teaching Staff Handbook. 
 
7. Jury Duty Leave 
 
 (i) An employee who must serve on a jury shall apply to the Associate 

Superintendent-Personnel as early as possible for jury duty leave, and, 
time permitting, such application shall be in writing. 

 
(ii) The salary of the employee will continue during the period of leave. 

 
 (iii) Any stipend received by the employee for jury services shall be 

submitted to the Division by arrangement between the employee and 
the Assistant Superintendent of Finance. 

 
 (iv) The Division shall supply a substitute employee, where necessary, and 

shall pay the salary of a substitute, if required. 
 
 (v) The provisions of this leave do not apply to casual employees, as 

defined in the Division‟s Non-Teaching Staff Handbook. 
 

III.  Leave of Absence for Education Purposes 
 
 1. Sabbatical Leave 
 
  A leave of absence may be granted to any teacher by the Division for a 

period not to exceed one year, subject to the following conditions: 
 
  (a) the teacher must apply to the Division in writing prior to April 1 of 

any year. The application must contain the reason for the request, 
and 

 
  (b) the teacher shall notify the Division prior to March 1 of the following 

year of his/her intention of returning to the Division. 
 
  (c) payment as per collective agreement. 
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2. Examination Leave 
 

The employee may apply to the principal/supervisor for a leave of 
absence to write an examination in an academic or educational course, 
and if granted, the Division will pay the employee's salary and the cost 
of a substitute, if required, on the basis of one half day per examination. 

  
 3. Professional Development Leave 
   

The employee may apply to the principal/supervisor for a leave of 
absence leave to attend a seminar, conference, institute, workshop, 
or other professional development opportunity, and, if granted, the 
Division will pay the employee‟s salary and the cost of a substitute, if 
required for the duration of the leave.  

 
Requests to attend non-credit seminars, etc., will be evaluated on the 
basis of benefit to our system by the Associate Superintendent-
Personnel. Expenses for approved seminars directly related to a school 
program of instruction will be reimbursed for the total cost of tuition 
fees, registration fees, books or materials, and accommodation and 
meals. 

 
4. Professional Development at the Board's Request 

 
 The Division may request that an employee attend a seminar, 

conference, or other meeting. The Division will pay the employee‟s 
salary and the salary of the substitute, as well as registration fees, 
accommodation and meals. The employee will be reimbursed by the 
Division for mileage at the rate authorized by the Division, if he/she 
must provide his/her own transportation. 

 
5.   Exchange Programs / D.N.D. Assignments 

 
Any teacher wishing to take part in an exchange program or D.N.D. 
assignment must first apply to the Associate Superintendent-
Personnel. 

 
  If the teacher is accepted by the agency organizing such a program, 

the Division will review all of the conditions laid down for such 
exchange of services, and will decide whether to approve all of the 
conditions which will include: the period of absence; payment of salary; 
and provisions for return to duties within the Division at the termination 
of the exchange period or D.N.D. assignment. 
 
In order for a teacher to be considered for such leave, a teacher must 
have served the Division a minimum of two years. 
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In considering teacher applications for recommendation for overseas 
assignments, the Division shall take into consideration the general 
good of the Division, including: possible effects on programs; the 
availability of suitable temporary replacement teachers; the 
specialization(s) of teacher applicants; and the relative seniority of all 
teacher applicants in a given year. 

 
6.  Early Leave or Late Return - for Summer Study 

 
  With the approval of the Associate Superintendent-Personnel, an 

employee may be granted leave of absence before the end of the 
school term, or at the beginning of a new school term to meet the 
regulations of an educational institution for a program of summer study. 

 
  In this case, the employee will be deducted one day's pay for each day 

of the school term in which the absences occur. 
 
IV. Other Leaves 
 

1. University Convocation 
 

  The Division will pay the employee‟s salary and the salary of a 
substitute to a maximum of one day in order that an employee may 
attend a university convocation at which he/she or his/her son or 
daughter or spouse is receiving a degree.    
      

 
 2. A.T.A. Executive Council Meetings 
 
  If a teacher is elected to the Executive Council of the Alberta Teachers' 

Association, the Division shall allow the teacher leave in order that 
he/she may attend necessary meetings, provided that arrangements 
regarding salary continuance and payment of substitute can be 
arranged between the Division and the Alberta Teachers' Association.   

 
 3. Leave of Absence - Less Than One Week 
 
  The principal/supervisor may grant leave of absence to an employee for 

a period of less than one week upon written application (preferably one 
week in advance) and presentation of sound reasons therefore, 
providing that a suitable substitute is available. The principal/supervisor 
will forward the completed request for leave form to the Payroll Clerk at 
Central Office. One day's pay will be deducted for each day of absence. 
The Division shall pay the cost of any necessary substitute. 
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4. Leave of Absence - One Week to One Month 
 

 The Associate Superintendent-Personnel may grant leave of absence to 
an employee ranging from one week to one month upon written 
application to the Associate Superintendent-Personnel (preferably one 
week in advance) and presentation of sound reasons therefore, 
providing that a suitable substitute is available. One day's pay will be 
deducted for each day of absence. The Division shall pay the cost of 
any necessary substitute.  The employee‟s benefits will remain in effect 
during this period without any additional cost to the employee. 

  
5. Leave of Absence - In Excess of One Month to One Year 
 

i) An extended leave in excess of one month but not longer than one 
year may be granted to an employee on continuous contract, upon 
application to the Associate Superintendent-Personnel and 
presentation of sound reasons therefor, providing that a suitable 
substitute is available.  

 
(ii) The employee must apply, in writing, to the Associate 

Superintendent-Personnel, at least two months before the intended 
beginning date of the leave. 

 
  (iii) The Associate Superintendent-Personnel and the employee shall 

arrange the actual period of the leave. 
 
  (iv) The Associate Superintendent-Personnel shall attempt to arrange 

a starting date for the extended leave that will coincide with any of 
the following: 

 
a) a natural break in the school year, such as Christmas or Easter 

vacation;  
 
b) the beginning of a reporting period in elementary school;  

 
c) the beginning of a new semester in junior or senior high school; 

or 
d) the beginning of a new school year. 
    

(v)  The Associate Superintendent-Personnel shall set the date of 
return to duties for the employee to coincide with any of (a) through 
(d) in (iv) above. 

              
(vi) The employee will be guaranteed an equivalent position with the 

Division upon return to duties following the extended leave. 
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(vii) The extended leave shall be without salary and benefits for the 
period in question. 

 
(viii) Any employee taking extended leave may arrange with the 

Personnel/Benefits Clerk to continue benefits during the period of 
leave at the employee‟s cost. The employee must inform the 
Personnel/Benefits Clerk, in writing, of his/her intention to 
continue benefits at his/her cost. 
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ADMINISTRATIVE PROCEDURE NO. 411 
 

EMPLOYEE ASSISTANCE AND WELLNESS PROGRAMS 
 

Background 
 
Staff members who are healthy physically, mentally, and psychology are 
productive employees, capable of providing the best services to children and 
students. 
 
An Employee Assistance Program will be available, with confidentiality 
guaranteed, to any employee and their immediate family experiencing problems 
that adversely affect their work performance.  
 
All employees will be provided opportunities from time to time to participate in a 
proactive wellness program, aimed at promoting employee health and fitness. 
Each activity within such a program will be funded by the Board and the 
participating employee. 
 
Procedures 
 
1. The employee seeking assistance must phone the referral agent, whose 

telephone number shall be available in all Divisional facilities. 
 
2. The referral agent will arrange for an initial consultation with the employee 

and shall determine the service that is required. 
 
3. The costs for services provided through the Employee Assistance Program 

(E.A.P.) shall be those normally covered by the Alberta School Employees 
Benefit Plan (A.S.E.B.P.) or Standard Life.  

 
4. Any difference in the cost of services obtained through the E.A.P. and the 

amount of coverage provide by A.S.E.B.P.  and Standard Life shall be paid by 
the Board and the employee on a 50/50 basis to a maximum of ten treatment 
sessions per employee, per annum. All cost of treatments beyond ten 
sessions shall be the total responsibility of the employee. The ten sessions 
includes those of family members as well. 

 
5. A special standing committee, (E.A.P. Fees Committee), consisting of one 

trustee, the Superintendent and two employees, shall hear recommendations 
from the referral agent regarding special cases and shall make 
recommendations to the Board for support of extraordinary costs for 
treatment. The E.A.P. Fees Committee shall be responsible for ensuring 
anonymity of those whose case is brought before the Committee.  
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6. The Division E.A.P. Coordinating Committee, which shall consist of one 
employee representing each Division school and one employee from the 
central office administration, is a standing committee with the following 
functions: 

 
a. Receive statistics and evaluation with respect to the E.A.P. 

 
b. Keep employees in all Division facilities informed on E.A.P. developments. 

 
c. Make recommendations to the Board regarding appropriate changes in 

the program and/or procedures. 
 

d. Plan and implement, with Board approval, appropriate Wellness program 
activities for all employees. 
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ADMINISTRATIVE PROCEDURE NO. 412 
 

SEXUAL HARASSMENT 
 

Background 
 
Sexual harassment in any form will not be tolerated. No employee or student will 
be subjected to sexual harassment in the school jurisdiction. 
 
Procedures 
 
1. The following definition has been adopted in order to guide staff members in 

dealing with incidents of sexual harassment. 
 

Sexual harassment is any repeated unwelcome behavior that is sexual in 
nature. Unwanted sexual advances, unwanted requests for sexual acts, and 
other verbal or physical conduct of a sexual nature constitute sexual 
harassment when: 
 
a. such conduct undermines another individual‟s personal dignity by causing 

embarrassment, discomfort, humiliation or offence; or 
 

b. such conduct interferes with an individual‟s work performance or learning 
opportunities by creating an intimidating or hostile work or learning 
environment; or 

 
c. submission to such conduct is made either explicitly or implicitly as a term 

or condition of employment or of educational services; or 
 

d. submission to or rejection of such conduct affects decisions regarding that 
individual‟s employment or educational advancement including matters 
such as promotion, salary, benefits., job security, grades, or employment 
references. 

 
Unequal treatment of equal members of Divisional staff may be viewed as 
sexual harassment when the gender of the individual becomes a factor. 
 
Sexual harassment includes unwanted touching, such as pinching, patting, 
rubbing, leering, sexist jokes, the display of sexually suggestive material, 
derogatory or degrading comments, sexually suggestive gestures, and 
unwelcome propositions, innuendoes, demands or inquiries of a sexual 
nature. 
 
The behavior giving rise to a complaint need not be intentional in order to be 
considered sexual harassment, it is sufficient that the offender knows, or 
ought reasonably to know, that the behavior is offensive and unwelcome. 
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2. Sexual harassment can also occur outside of the school or central office such 

as: 
 

a. at social functions; 
 

b.  on school-related travel or field trips; or 
 
c.  anywhere individuals involved have a work or school related relationship. 

 
3. These procedures apply to all individuals working for, or volunteering with, the 

Board or attending Division schools. Sexual harassment will not be tolerated, 
whether engaged in by employees, volunteers or students. 

 
4. Confidentiality will be maintained throughout the complaint procedure, and 

information relating to the complaint, including the identity of the parties 
involved, will only be disclosed to the extent necessary to investigate the 
complaint. 

 
5. The Superintendent shall: 
 

a. inform all employees, volunteers and students about the Division‟s 
position on sexual harassment and these procedures; 

 
b. take steps to educate employees, volunteers and students about sexual 

harassment, and the procedures for investigating complaints; 
 

c. discourage and prevent sexual harassment, even in the absence of formal 
complaints, for example, speaking with those who may be known to be 
violating the procedures; and 

 
d. support and assist any employee, volunteer or student who complains of 

sexual harassment by a person outside of the school jurisdiction, for 
example, sales persons, volunteers and visitors. 

 
6. Employees who have experienced sexual harassment, regardless of the 

identity of the harasser, are encouraged to: 
 

a. keep a written record of dates, times, the nature of the behavior, the 
names of people who may have witnessed the incidents, and the action 
taken to stop the harassment; 

 
b. if practicable, advise the offender, either verbally or in writing, that their 

behavior is unacceptable and unwelcome and ask that they stop; and 
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c. promptly report the incident to a trusted adult, the principal, or the 
Superintendent. 

 
7. Any employee or student who believes that a colleague has experienced, or 

is experiencing, sexual harassment or retaliation, is encouraged to notify the 
principal or the Superintendent. In the case of students, employees must 
always be aware that they stand in loco parentis to all students. 

 
8. These procedures do not preclude a complainant from reporting sexual 

harassment to the Alberta Human Rights Commission, or if the matter is 
perceived to be of a criminal nature, to the police. 

 
9. Substantiated complaints shall be resolved in the following manner: 
 

a. The principal or Superintendent may attempt to resolve the complaint in 
an informal manner, for example, through mediation with both parties, if 
this is deemed practicable in consideration of all of the circumstances; 

 
b. If the informal resolution fails, or is not practical under the circumstances, 

the Superintendent may impose appropriate disciplinary action after 
providing the alleged harasser with then opportunity to respond to the 
complaint; 

 
c. If the harasser has been disciplined, the relevant documentation will be 

retained in their personnel file. If the investigation fails to support the 
complaint, no record shall be retained in the alleged harasser‟s personnel 
file; and 

 
d. If the complaint was filed in good faith, no documentation shall be placed 
in the complaint‟s personnel file. However, any person who knowingly and 
willfully submits a complaint based on false allegations shall be subject to 
disciplinary action and the documentation will be retained on their 
personnel file. 

 
10.  Retaliation against an individual who: 
 

a. invokes a complaint on their own, or on another person‟s behalf, under 
these procedures; or 

 
b. participates in, or cooperates, with an investigation under these 

procedures; or 
 

c. associates with a person who has invoked a complaint under these 
procedures 
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will not be tolerated. Any retaliation against an individual who reports sexual 
harassment will be treated as sexual harassment and subject to the same 
disciplinary measures. 

 
11. Individuals found to have engaged in sexual harassment will be appropriately 

disciplined. Disciplinary action may include: 
 

a. a demand for a written apology; 
 

b. a written reprimand delivered to the harasser, and recorded in their 
personnel file; 

 
c. referral to counseling; 

 
d. transfer; 

 
e. withholding of promotion; 

 
f. demotion; 

 
g. suspension or termination of employees; or 

 
h. suspension or expulsion of students. 

 
12. The complaint and the alleged perpetrator shall have the right of appeal as 

outlined in Administrative Procedure No. 360 - Student Appeals. 
 
In the case of informal or verbal complaints regarding sexual harassment, the 
following shall apply: 
 
1. Students or employees who believe they have been subjected to sexual 

harassment may discuss the situation with a teacher, principal, counselor, or 
Superintendent; and 

 
2. These persons shall respect the confidence of the complainant and provide 

support and guidance in assisting the complainant to choose from among the 
alternatives that are available. 

 
In the case of formal or written complaints regarding sexual harassment, the 
following shall apply. 
 
1. Students or employees who believe they have been sexually harassed may 

submit a written complaint to a trusted adult, the principal, or the 
Superintendent. 
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2. A valid letter of complaint should normally contain: 
 

a.  who the alleged harasser was or is; 
 

b.  where the alleged harassment took place; 
 

d. when the alleged harassment took place; 
  
e. the nature of the alleged harassment; and 
 
f.  the names of witnesses, if any. 

 
3. The individual receiving the complaint may refuse to take action on a 

complaint, which is deemed to be frivolous or vexatious. In these cases, the 
trusted adult‟s decision may be appealed to the principal, the principal‟s 
decision may be appealed to the Superintendent, and the Superintendent‟s 
decision may be appealed to the Board. 

 
4. If the trusted adult believes action is necessary, the principal or 

Superintendent will be notified. 
 
5. The Superintendent will investigate the details of the complaint, hear 

evidence from the parties involved, and recommend solutions to identified 
problems. The Superintendent may take the following action: 

 
a. All documents and evidence submitted by the complainant shall be made 

available to the alleged harasser. All documents submitted by the alleged 
harasser shall be made available to the complainant; 

 
b. The Superintendent may wish to secure additional information from the 

files, records, or other documents. This information is to be shared with 
both parties; and 

 
c. The Superintendent shall make a decision on, or resolve, the matter within 

one month from the time of the initial contact by the complainant. 
 
6. Should the complainant so request, the investigation will be stopped at any 

point , except where the alleged harasser requests that the investigation 
continue. 

 
7. The Superintendent may choose at any time to close or suspend the 

investigation. Such a decision may be appealed to the Board. 
 
8. The Superintendent shall make a full report to the complainant and the 

alleged harasser, at the close of the investigation, indicating whether: 
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a. The alleged harasser is considered guilty or not guilty of sexual 
harassment; 

b. The harasser is to be disciplined or other action is to be taken; 
 

c. The matter has been referred to another agency, such as the Alberta 
Human Rights Commission; 

 
d. Administrative or other changes are to be made to avoid recurrence of 

similar conduct; and 
 

e. The complainant deliberately and knowingly made false allegations in an 
attempt to cause harm to the individual charged with sexual harassment 
and is specific sanctions are to be imposed on the complainant. 

 
9. Any sanctions imposed by the Superintendent will be set out in the written 

report to the parties involved in the alleged harassment. 
 
10. Any staff member, student or volunteer may make a complaint directly to the 

Alberta Human Rights Commission. Any complaint filed under the 
Individualôs Rights Protection Act must be lodged with the Alberta Human 
Rights Commission within six months of the alleged incident. 

 
11. Either party to the incident has the right to seek redress through the civil 

courts or to file a complaint with their union or association. 
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ADMINISTRATIVE PROCEDURE 413 
 

LONG SERVICE AWARDS 
 
Background 
 
The Division values our staff and practices servant-leadership.  In recognizing 
the sharing of our God given talents, the Division wishes to honour its 
employees.  The Division will recognize the service of staff and staff 
accomplishments with appropriate gifts and awards. 
 
Procedures 
 

1. The Board, along with the Alberta Teachers Association Local, shall hold 
an annual ñCelebration of Excellenceò or an appropriate occasion to 
recognize staff. 

 
2. The Board Chair or designate will present a Division plaque, years of 

service pin and gift (with value of gift determined as follows) at the annual 
òCelebration of Excellenceò according to the following schedule: 

- Ten Years Service – Engraved plaque 
- Fifteen Years Service – Plaque pin and gift ($150.00) 
- Twenty Years Service – Plaque pin and gift ($200.00) 
- Twenty-five Years Service – Plaque pin and gift ($250.00) 
- Thirty Years and over Service – Plaque pin and gift ($300.00) 

 
3. Recipients‟ names shall be published in an appropriate manner. 
 
4. Years of service shall be consistent with parameters of the Collective 

Agreement. 
 

5. The Division shall present an appropriate long service award to retiring 
employees. 

 
 
APPENDIX  „A‟ contains the guidelines for the Division‟s ñCelebration of 
Excellenceò. 
 
 
 
 
 
 
 
 
 
Revised: March 2008 
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ADMINISTRATIVE PROCEDURE 413 
 

LONG SERVICE AWARDS 
 

APPENDIX ‘A’ 
 

CELEBRATION OF EXCELLENCE 
 

¶ Provincial Model for the Teacher Excellence Awards be followed;   

¶ Dress for this event should be semi-formal (not black tie, but suit and tie);   

¶ Board Chair, Superintendent and ATA President to bring welcome and 
greetings; 

¶ The Board provides a gift for each long service recipient who attends the 
evening;   

¶ The ATA will provide the cost of dinner tickets for the retired teachers 
involved and guest;   

¶ We invite other teachers retired from our community to attend.  (I believe 
many would love to be part of our evening and would be honoured to 
continue to be included.) 

¶ The order and process of the evening is as follows: 
o Retirees should be recognized first.   

Á The retiree presentation should be a maximum of 10 
minutes, divided as below:  
× a suggested maximum of 5 minutes to introduce the 

teacher and recognize contributions. The person to 
introduce the retiree will be selected jointly by the 
ATA school rep and the principal;  

× a maximum of 5 minutes for the retiree if they choose 
to respond.  

o Long service awards would be next on the agenda.  
 

o Individual recognition for external awards for achievements next.  
 
The program for the evening should include: 
   

1. A brief biography of each retiree and their contributions to the 
profession, along with a photograph of the employee; 

2. A listing of long service employees who are attending the celebration; 
3. A listing and brief description of external awards and the Division 

recipient. 
 
All recipients following retirees will be announced by the M.C.   Awards will be 
presented by the Board Chair, Superintendent, and A.T.A. President. 
 
 
Revised: April 2007 
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ADMINISTRATIVE PROCEDURE 414 
 

ADMINISTRATOR LIEU TIME 
 

Background 
 
In recognition of the administrative responsibilities and time commitments that 
principals and vice-principals make, it is acknowledged that a degree of flexibility 
should exist with respect to the work schedules of school-based administrators.  
 
Procedures 
 
Effective March 1, 2002, principals shall be eligible to be absent from duty for two 
operational days during each school year, and vice-principals shall be eligible to 
be absent from duty for one operational day during each school year. 
 
These absences will be with full salary and benefits. These absences require 
notification and approval of the Superintendent of Schools. Written requests 
should be submitted to the Superintendent at least one week in advance. The 
Request for Leave of Absence Form for Certificated Staff has been updated to 
include this leave request, and administrators are asked to complete this form for 
submission to the Superintendent when requesting administrative lieu time. 



53 
 

ADMINISTRATIVE PROCEDURE 415 
 

EDUCATIONAL SUBSIDY PROGRAM 
 
 
TEACHERS‟ EDUCATIONAL SUBSIDY PROGRAM 

 
Guidelines – As per Article 10 of the Collective Agreement: 
 
1. The Board will commit ½ of 1% of the previous year‟s total instructional salary 
expenditures as gathered in Account 210 of the Board‟s Classification of 
Accounts for the purpose of implementing the Educational Subsidy Program. 

 
2. The Board will pay 75% of costs incurred for tuition fees and text books to a 

teacher for successfully completed Alberta courses approved by the Board. 
 
3. For non-Alberta courses, the reimbursement will be 75% of the cost of the 

course (tuition fees and books) or 75% of the equivalent cost of an Alberta 
undergraduate or graduate course, whichever is least. Clause (3) will not 
apply to teachers on staff enrolled in the Oregon Masters program by 
September of 1991, and who continue to take such courses while in the 
employ of the Board. 

 
4. The first priority will be given to teachers applying to take courses pertinent to 

their role as a teacher in the Division. The second priority will be given to 
university courses aimed at meeting the requirements of post-graduate 
certificate or degree. 

 
5. Application must be made in writing to the Associate Superintendent-

Personnel before enrollment. 
 
6. The subsidy will be paid upon proof of successful completion and 

presentation of documents relating to the cost of the course. 
 
7. The teacher shall return to the Board any subsidies received should he or she 

fail to work out the remainder of the school year. 
 

Additional Guidelines 
 
1. Application must be submitted to the Associate Superintendent-Personnel by 

May 1 for courses beginning July 1 and ending June 30. A second application 
date of December 1 may be considered if a balance of funds remains after 
the May 1 applications have been approved. 
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2. Applications will be recommended for approval/denial by the Educational 
Subsidy Committee, and given final approval by the Board.  Applicants will be 
informed by June 1. 

 
3. Teachers‟ Educational Subsidy Committee will be made up of: 
 

- 1 Admin Rep 
- 1 ATA Rep 
- Associate Superintendent-Personnel 

 
 
SUPPORT STAFF EDUCATIONAL SUBSIDY PROGRAM 

 
Guidelines 
 
1. One-half of one percent of the previous year‟s total support salary. 
 
2. The Board will pay 75% of costs incurred for tuition fees and textbooks to 

support staff for successfully completed Alberta courses approved by the 
Board. For non-Alberta courses, the reimbursement will be 75% of the cost of 
the course (tuition fees and books), or 75% of the equivalent cost of an 
Alberta course, whichever is least. 

 
3. Support staff must be employed by the Board for a minimum of two years to 

be eligible for the Educational Subsidy Program. 
 

4. First priority will be given to support staff applying to take courses pertinent to 
their role in the Division. 

 
5.  Application must be made to the Associate Superintendent-Personnel before 

enrolment. 
 

6. The subsidy will be paid upon proof of successful completion and 
presentation of documents relating to the cost of the course. 

 
7. Support staff shall return to the Board any subsidies received should he or 

she fail to work out the remainder of the school year. 
 

8. Applications will be recommended for approval/denial by the Support Staff 
Educational Subsidy Committee, and given final approval by the Board.   

 
9. Support Staff Subsidy Committee will be made up of: 
 

- Director of Special Education 
- Admin Rep 

- Associate Superintendent-Personnel 
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ADMINISTRATIVE PROCEDURE NO. 416 
 

STAFF TRANSFERS 
 
Background 
 
Under the School Act, the Superintendent may transfer a teacher from one 
school to another school operated by the Board at any time during the school 
year.  The Board  believes appropriate placement of teachers is a major 
consideration in delivering a quality education program.  Therefore, it may be 
necessary to transfer teachers in order to facilitate program, student and staff 
needs. 
 
Procedures 
 
1. Employee transfers shall be the responsibility of the Superintendent or 

designate in consultation with the school principal. 
 
2. Once the total teaching staff has been determined for a school, it is the 

responsibility of the principal, in consultation with the individual teacher, the 
Superintendent and other special program supervisors to assign educational 
responsibilities in accordance with the educational needs of the instructional 
program and in accordance with any criteria identified by the 
Superintendent. 

 

3. Teachers are hired to the division rather than a specific position or school.  
In deploying and transferring staff, any or all of the following criteria shall be 
considered: 

 

a. Student and school needs as perceived by division administrators, 
 
b. Experience, training and interests of the teacher, 
 
c. Contribution the teacher can make in the new position, 
 
d. Opportunity for professional growth, 
 
e. The need for balanced and equitable staffing for each school in the 

division in terms of staff experience, general qualifications, and 
background, 

 
f. The preference of the teacher, the prospective principal, and the 

immediate supervisor. 
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4. Teachers will be consulted prior to any notice of transfer being given with the 
needs of the system and the individual staff member discussed.  An 
opportunity will be provided for the staff member to express any concerns 
with the transfer with the Superintendent. 

 
5. Transfer of qualified teachers with a continuous contract may be considered 

before assignments are offered to outside candidates.  Transfers are subject 
to availability of a suitable position and the suitability of the teacher to the 
position. 

 
6. Teacher transfers will usually be undertaken in May and June to be effective 

for school opening in the following school year.  However, there may be 
occasions when a transfer may need to be made during the school year. 

 
7. Reasonable efforts will be made to minimize any negative impact on 

teachers due to factors such as travel distance and the location of the school 
as per the Collective Agreement. 

 
8. An appeal of the transfer may be made in accordance with the School Act 

and Board Policy 7: Hearings on Teacher Transfers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
February 2007 
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ADMINISTRATIVE PROCEDURE NO. 417    

 
PERSONNEL RECORDS 

 
Background 
 

The Division is required, under the Employment Standards Act, to maintain 
accurate and current employment records. The Division believes that the efficient 
operation of the Division requires that personnel files be maintained for each 
employee. The Division also believes that such records are to be accurate and 
retained in a secure manner. 
 

Personnel records will be established and maintained in accordance with the 
requirements of the Employment Standards Act and the Freedom of Information 
and Protection of Privacy Act. 
 

Procedures 
 

1. The employee's personnel file may contain: 

1.1 Pre-employment materials, including correspondence associated with 
the applications, curriculum vitae, transcripts, letters of reference, and 
placement documents. 

1.2 Copies of letters relating to Division actions respecting the employee, 
including initial appointment, sabbatical leaves, leaves of absence, 
administrative appointments, evaluations, etc. 

1.3 Correspondence pertaining to the employee. 

1.4 Materials respecting professional development and performance. 
 
2. A personnel file shall not contain any anonymous items. 
 
3. All personnel records shall be stored in secure locations. 
 

4. Access to personnel records, disclosure of personal information, and storage 
of records shall be in accordance with the Employment Standards Code, the 
Freedom of Information and Protection of Privacy Act, and Division 
procedures. 

Access to personnel files is restricted to the Superintendent or 
designate. 

Upon request to the Superintendent or designate, the employee, or 
his/her duly authorized representative shall have the right to examine 
the contents of his/her personnel file. Such examination shall be in the 
presence of the Superintendent or designate. The employee shall not 
be allowed to remove the personnel file, or any original part thereof, 
from Division office. 
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The employee shall have the right to include written comments 
regarding the employee‟s perception of the accuracy of the meaning of 
any of the contents of the personnel file. 

The employee may add relevant documents to the file. 
 

5. The retention and disposal of personnel records shall be in accordance with 
the Employment Standards Act, the Freedom of Information and Protection of 
Privacy Act, and Division procedures. 

 
Reference: Section 60, 61, 113 School Act 

Freedom of Information and Protection of Privacy Act 
Access to Information Bulletin 3.2.5 
Employment Standards Code 
Labour Relations Code 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
March 2008 
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ADMINISTRATIVE PROCEDURE NO. 418    
 

 
WORKPLACE VIOLENCE 

 
Background 
 
All individuals within the Division have the right to a safe and caring environment 
free of violence. All staff members must support a violence-free workplace, 
demonstrate respect to all with whom they come in contact and protect the 
dignity, worth and human rights of every person. Any act of violent conduct at 
work, whether on Division premises or at Division-sponsored activities, is 
unacceptable and will not be tolerated. The Division regularly completes 
workplace violence hazard assessments. 
 
The purpose of this procedure is to ensure that: 

È Individuals are aware of and understand that acts of workplace violence 
are considered a serious offence for which necessary action will be 
imposed; 

È Those subjected to acts of workplace violence are encouraged to access 
any assistance they may require in order to pursue a complaint; and 

È Individuals are advised of available recourse if they are subjected to, or 
become aware of, situations involving workplace violence. 

 
Definitions 
 
For the purpose of this administrative procedure, violence is defined (as per the 
Occupational Health and Safety Act) as “whether at a worksite or work related, 
means the threatened, attempted or actual conduct of a person that causes or is 
likely to cause physical injury.” Examples include, but are not limited to: 

È Threatening behaviour such as shaking fists, destroying property or 
throwing objects; 

È Verbal or written threats that express an intent to inflict harm; 

È Physical attacks; 

È Any other act that would arouse fear and/or anxiety in a reasonable 
person in the circumstances. 

 
A person in authority is defined as a supervisor or manager who has 
responsibility for completing performance assessments and/or initiating 
disciplinary actions on an individual.  
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Guidelines 
 
1. No employee or other individual shall engage in workplace violence or allow 

or create conditions that support workplace violence. 
 
2. Prior to filing a formal complaint, any individual subjected to workplace 

violence (complainant) is encouraged to make it clear to the alleged offender 
(respondent), directly or with the assistance of a person in authority, that the 
respondent‟s behaviour is unacceptable. Complainants are encouraged to 
bring incidents of alleged workplace violence to the attention of a person in 
authority and to make a complaint on an informal or formal basis where 
appropriate. 

 
3. Any person in a position of authority who receives a complaint is responsible 

for ensuring that the complaint is addressed. 
 
4. Complainants shall not knowingly and willfully submit complaints based on 

false allegations. 
 
5. Complainants can obtain advice and assistance regarding strategies for 

confronting violence at an interpersonal level by contacting the 
Superintendent or designate, who will appoint a resource person to provide 
assistance. 

 
6. Complaints regarding violence can be resolved through: 

6.1 An informal verbal complaint mechanism, which may involve voluntary 
mediation. 

6.2 Filing a formal written complaint with a person in authority. 
 
7. The respondent is entitled to know the name(s) of individual(s) making an 

informal or formal complaint. In the case of a formal complaint, the 
respondent shall receive a copy of the letter of complaint outlining the 
allegations. 

 
8. All reasonable efforts shall be made to respect the confidential nature of a 

complaint. However, absolute confidentiality cannot be guaranteed owing to 
the need for an investigation and the need to inform the respondent. 

 
9. Resolution procedures do not take away the right to file a complaint outside 

the organization with an Occupational Health and Safety officer, the Alberta 
Human Rights Commission, police, the Alberta Teachers‟ Association, the 
support staff association or through civil or criminal court. 

 
10. An employee who reports an injury or adverse symptom resulting from 

workplace violence or who is exposed to workplace violence is advised to 
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consult a health professional of the employee‟s choice for treatment or 
referral. 

 
Procedures 
 
1. Personnel Assisting in a Violence Complaint 

1.1 Persons in Authority 

Not all incidents of violence require formal complaints before they are 
addressed.  

Where there is a complaint, persons in authority must: 

1.1.1 Ensure that there is fair treatment for all parties involved. 

1.1.2 Provide support throughout the complaint process. 

1.1.3 Protect the complainant against possible reprisals. 

1.1.4 Assist, if required, in the fact-finding process. 
 
2. Informal Complaints 

2.1 Receiving an Informal Complaint 

2.1.1 The person in a position of authority who receives an informal 
verbal complaint shall take action to ensure the complaint is 
addressed within ten (10) working days from the date the 
complaint is received. 

2.1.2 The person in a position of authority shall take the following 
actions: 

2.1.2.1 Provide the complainant and respondent with Division 
procedures. 

2.1.2.2 Discuss issues of confidentiality and limits to 
confidentiality when a complaint is received. 

2.1.2.3 Assist the complainant in speaking to the respondent 
directly, or speak to the respondent on the complainant‟s 
behalf to outline the allegations and attempt to resolve 
the complaint informally. 

2.1.2.4 Monitor the status of the complaint to see that it is 
satisfactorily resolved. 

2.2 Voluntary Mediation 

2.2.1 If the individual in a position of authority is unable to resolve the 
complaint, the complainant and respondent will be asked whether 
they are willing to enter into voluntary mediation. 

2.2.2 Voluntary mediation shall occur within fifteen (15) working days 
from the date the informal complaint is received. 
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2.2.3 The focus of the mediation process is educational and 
preventative, rather than punitive. 

2.2.4 If the complainant and respondent agree, the individual in a 
position of authority shall act as or appoint a neutral third party 
acceptable to both. 

2.2.5 If the informal complaint is not resolved through voluntary 
mediation, a formal complaint may be filed. 

2.3 Outcome of an Informal Complaint 

2.3.1 If a complainant confronts the respondent directly and resolves 
the problem at that level, further investigation may be required 
and/or sanctions may still be applied by the Division. 

2.3.2 If an individual in a position of authority is asked to speak to the 
respondent and the behavior appears to be in violation of Division 
expectations for employees, further action may be initiated by the 
person in authority. 

2.3.3 If the informal complaint is not satisfactorily resolved, a formal 
complaint may be filed. 

 
NOTE: As part of the informal complaint process, a secured file will be created 

which includes: 

È The name of the complainant(s) and respondent(s). 

È The nature of the alleged violence. 

È A record of all meetings to date which specifies meeting dates and 
names of attendees, and includes the nature or details of the 
discussions. 

È The present disposition of the complaint. 
 
3. Formal Complaint Process 

3.1 Making a Formal Complaint 

3.1.1 A formal complaint made by the complainant to a person in 
authority must consist of a signed written statement outlining the 
charges against the respondent, describing the specific 
incident(s), the dates and any witness(es) who may have been 
present. 

3.1.2 A formal complaint may be filed up to three (3) months from the 
date of the most recent incident cited in the letter of complaint. 

3.1.3 The complainant is requested to notify the person in authority 
immediately if a complaint is filed with an Occupational Health 
and Safety officer, the Alberta Human Rights Commission, police, 
the Alberta Teachers‟ Association, a support staff association, or 
if civil or criminal court action is initiated while the charges are still 
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under review by the Division. The Superintendent or designate 
may elect to process the complaint or stay the procedures 
pending the outcome of the other investigation. 

3.2 Receiving a Formal Complaint 

3.2.1 An individual in a position of authority shall: 

3.2.1.1 Accept the formal complaint provided no more than three 
(3) months have elapsed since the most recent incident 
outlined in the complaint. The Superintendent or 
designate may elect to consider a complaint received 
after this time. 

3.2.1.2 Verify that the charges may represent a violation of 
Division expectations for employees. 

3.2.1.3 Notify and provide a copy of the complaint to the 
respondent. 

3.3 Resolving a Formal Complaint 

3.3.1 An individual shall be appointed by the Superintendent or 
designate to conduct an investigation regarding the complaint. 
Every attempt will be made, throughout investigative proceedings 
on the part of all parties concerned, to respect the confidential 
nature of the information. 

3.3.2 The complainant and respondent shall have the opportunity to: 

3.3.2.1 Provide written submissions to the investigator. 

3.3.2.2 Respond to the other party‟s written submission. 

3.3.2.3 Appear before the investigator to provide oral 
submissions. 

3.3.2.4 Respond to one another‟s statements. 

3.3.2.5 Have someone present to provide advice and assistance 
(i.e., legal counsel, association/union representative, 
Division office representative). 

3.3.3 The investigator shall have the right to ask questions of the 
complainant, respondent and others who may have knowledge of 
the circumstances that led to the complaint. 

3.3.4 The investigator‟s findings shall address all pertinent 
circumstances, including corrective action to be taken to prevent a 
recurrence, and shall be detailed in a report to the Superintendent 
or designate. 

3.3.5 Resolution of a formal complaint shall occur within three (3) 
months of the date on which the complaint was filed. 
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3.3.6 Complaint files will be secured for a period of two (2) years 
following the resolution and/or last Division procedure pursued by 
the complainant or respondent. Documents may be retained in a 
secured location for a period of longer than two (2) years when it 
is reasonable to do so in the circumstances. 

3.4 Outcome of a Formal Complaint 

3.4.1 If the results of the investigation support allegations in the letter of 
complaint, a range of sanctions may be imposed on the 
respondent by the Superintendent or designate. The sanctions 
depend upon the nature and seriousness of the offence. The 
range of sanctions include a verbal warning, a written reprimand 
with a copy retained in the respondent‟s file, transfer, demotion, 
suspension or termination of employment.  

3.4.2 If the results of the investigation do not support the allegations, 
the complaint will be dismissed and a letter will be issued 
indicating that the respondent has been cleared of all allegations. 
An individual cleared of allegations has the option of requesting 
that a copy of the letter be place in the personnel file. 

3.4.3 If the evidence indicates that the complainant knowingly and 
willfully made false allegations in an attempt to cause harm to the 
respondent, a range of sanctions may be imposed on the 
complainant by the Superintendent or designate. The sanctions 
depend upon the nature and seriousness of the offence. The 
range of sanctions include: a verbal warning, a written reprimand 
with a copy retained in the complainant‟s file, transfer, demotion, 
suspension or termination of employment.  

4. Appeals 
4.1 Employees who are not satisfied with the action taken with respect to a 

complaint may appeal the decision to the Superintendent. 
4.2 Either party has the right to seek civil or criminal redress through the 

courts or to file a complaint with an Occupational Health and Safety 
officer, the Alberta Teachers‟ Association or the Alberta Human Rights 
Commission. 
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5. Retaliation 

5.1 No employee shall take retaliatory action with the intent of dissuading or 
punishing an individual for participating in the complaint resolution 
process. Sanctions may be imposed for retaliation.  

5.2 Retaliation against individuals participating in the complaint resolution 
process is not to be confused with sanctions imposed for violence or 
making false allegations. 

6. Role of the Superintendent or designate 

6.1 Provide support, information and in-servicing to employees with respect 
to violence and Division procedures. 

6.2 On request, help the complainants and/or respondents with advice and 
discussion on ways to: 

6.2.1 Determine whether or not incidents described constitute violence. 

6.2.2 Resolve a violence complaint. 

6.2.3 Clarify concerns. 

6.2.4 Assist in bringing both parties to a meeting where mediation of the 
complaint or exploration of optional routes toward conflict 
resolution can be considered. 

6.2.5 Facilitate maintenance and ongoing monitoring of the Violence 
Administrative Procedure. 

6.2.6 Assume responsibility for the securing of complaint files 
following discontinuation/resolution of a complaint. 

 
7. Role of a Person in Authority 

7.1 Ensure that the workplace under his/her jurisdiction is free from violence 
and that complaints of such behaviors are investigated promptly, seriously 
and in as strictly a confidential manner as possible. 

7.2 Speak to the respondent on behalf of the complainant. 
 
 
References: Section 45, 60, 61 School Act 

Occupational Health And Safety Act 
Occupational Health And Safety Regulation (AR 62/2003) 
Occupational Health And Safety Code (AR 321/2003) 
Criminal Code 

 
 
 
 
 
May 2008 
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ADMINISTRATIVE PROCEDURE NO. 419    
 

EMPLOYEE CONFLICT OF INTEREST 
 

Background 
 
The Division believes that the public has a right to educational services which are 
conducted with efficiency, impartiality, and integrity. It is this special obligation 
which demands that there not be any conflict of interest between the private 
interests of employees and their responsibility to the public. 
 
The Division requires its employees to avoid any situation which could be 
construed as a conflict of interest. 
 
Procedures 
 
1. This administrative procedure applies to all salaried employees and all 

persons employed on a contractual basis. 
 
2. A conflict of interest arises when an employee, because of knowledge, 

responsibilities, or authority associated with the employee's position with the 
Division is perceived as, directly or indirectly, providing benefit to: 

 Himself or herself personally, or 

 A member of the employee's family, or 

A business or an organization in which that employee, or a member of the 
employee's family, has an interest or holds a position; or when 

An employee's relationship, employment or position with or interest in, 
another person, business, or organization affects the exercise of the 
individual's duties or responsibilities as an employee of the Division. 

 
3. A conflict of interest exists in the above situations irrespective of whether the 

Division, under the particular circumstances, has been disadvantaged or 
receives a benefit. 

 
4. An employee shall not accept a gift, favour, or service from any individual, 

organization, or corporation with which the Division does business or 
potentially may do business, other than normal exchanges of gifts between 
friends, the normal exchange of hospitality between persons doing business 
together, tokens exchanged as part of protocol, or the normal presentation of 
gifts to persons participating in public functions. 

 
5. Employees who exercise a regulatory, inspectional or other discretionary 

control over others shall, wherever possible, disqualify themselves from 
dealing with relatives with respect to those functions. 
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6. Employees may not take supplementary employment including self-

employment, which may cause an actual or apparent conflict of interest. 
 
7. The Superintendent is responsible for: 

Ensuring that all employees are familiar with and adhere to this administrative 
procedure; 

Reviewing conflict of interest situations and interpreting and applying this 
administrative procedure as appropriate; and 

Keeping the Board informed on conflict of interest situations and their 
resolution. 

 
8. Employees are responsible for exercising reasonable care to ensure that they 

avoid conflict of interest situations. 
 
9. Where an employee does find himself or herself in an actual, perceived or 

potential conflict of interest, the employee must: 

Disclose in writing to his/her supervisor and the Superintendent the nature 
and extent of the conflict of interest; and 

Refrain from acting in connection with the conflict of interest unless, and to 
the extent that, the Superintendent may in writing otherwise permit. 

 
 
Reference: Section 60, 61, 113, 121, School Act 

Freedom of Information and Protection of Privacy Act 
Human Rights Citizenship and Multiculturalism Act 
Individual Rights Protection Act 
Canadian Human Rights Act 
Canadian Multiculturalism Act 
ATA Code of Conduct 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
May 2008 
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ADMINISTRATIVE PROCEDURE 419  
 

APPENDIX 

 
CONFLICT OF INTEREST 

 
Situations which may be construed as a conflict of interest include the following: 
 
1. Accepting lavish meals, entertainment, trips, flights, hotel accommodation, or 

car rentals from any individual or organization with which the Division does 
business or plans to do business; 

 
2. Giving a gift or favour of other than nominal value to any individual or 

organization with which the Division does business or plans to do business; 
 
3. Soliciting or receiving any gift, prize, donation or sponsorship of any amount 

from any third party as a participant in, or organizer of, a charitable, 
recreational, cultural, or social activity which is associated with, or uses the 
name of the Division; 

 
4. Using Board time, materials, facilities, or information for one's personal gain; 
 
5. Pursuing personal gain by using the time, materials, or facilities of those 

doing business, or seeking to do business, with the Division; 
 
6. Acquiring ownership or any significant financial interest in an organization 

with which the Division does business, or in anticipation of its doing business 
with the Division; 

 
7. Using one's influence or authority to gain a benefit for any relative or friend, 

including an offer of employment (nepotism); and 
 
8. Using one's influence or authority as an employee of the Division to solicit 

from organizations, with which the Division does business, contributions to 
charitable, recreational, cultural, or social associations. 

 
 
 
 
 
 
 
 
 
 
May 2008 
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ADMINISTRATIVE PROCEDURE NO. 420  
 
 

THE ROLE OF THE TEACHER 
 
Background  
 
Teachers shall demonstrate the academic and professional competence 
necessary to work cooperatively in providing general instruction to pupils, 
motivated by a Catholic Christian perspective and the general educational goals 
of the Division. Teachers have the responsibility for constructive consultation with 
the parents of the students entrusted to their care and to obtain informed consent 
in writing from parents when necessary, as outlined in the Standards for Special 
Education (Amended June 2004).  
 
Procedures  
 
1.  The teacher shall model involvement in a faith community and teach within a 

Catholic faith perspective. 
 
2.  The teacher is directly responsible to the principal of the school in all matters 

affecting the welfare of students and the smooth running of the school.  
 
3.  The teacher shall become familiar with those sections of the School Act which 

apply directly to the duties and responsibilities of teachers, the A.T.A. Code of 
Ethics, the Teaching Profession Act, and the Standards for Special Education 
(Amended 2004). 

 
4.  The teacher is responsible to carry out duties as required by their profession 

and as assigned by the principal.  
 

4.1.  Arrive at school at a reasonable time before school opening for the 
morning and afternoon sessions as required by the principal. 

 
4.2.  Within reason, stay at school to participate in activities as requested by 

the principal.  
 
4.3.  Inform the principal, if in an emergency, the teacher has had to leave 

the classroom or a teaching station, during a period of instruction.  
 
4.4.  Teach diligently and faithfully those subjects which the principal 

assigns, paying due attention to the regulations and guidelines of 
Alberta Education.  

 
4.5.  Keep exact records of student attendance in a manner approved by 

the school.  
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4.6.  Record cases of irregular attendance by students in a manner 

prescribed by the school.  
 
4.7.  Report to the principal and verbally inform the parents/guardians of any 

cases of student suspension from a class.  
 
4.8.  Report on the attendance, conduct and progress of all students in the 

teacher‟s charge to parents at such times as the Division requires.  
 
4.9.  Recommend to the principal students for promotion or placement from 

one grade or course to another.  
 
4.10.  Report to the principal any damage or needed repairs to the school 

property.  
 
4.11.  Attend meetings called by the principal.  
 
4.12.  Carry out such supervisory duties, other than specific classroom 

supervision, as may be assigned by the principal, who shall post a 
supervision schedule in a conspicuous place within the school.  

 
4.13.  The teacher‟s language, dress, and deportment, as per Division 

standards and established culture, are expected to be such that they 
serve as a good example to student. (Dress Code Appendix „A‟) 

 
4.14.  Teachers are required to teach the assignment as designated by the 

school principal. 
 

4.14.1  Only teachers of the Catholic faith shall teach religious studies 
courses. 

  
4.14.1.1  Religious studies teachers must be baptized 

Catholic and be active members of a Catholic parish 
community. Religious studies teachers should have 
completed courses in Catholic doctrine, exhibit 
knowledge of Catholic doctrine or avail themselves 
of the opportunity to learn/study about the Catholic 
faith. 

 
 
 

 
 
 
Revised: February 2007 
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APPENDIX „A‟ 
 

Professional Dress 
 

For all administrators, we have an expectation that they dress at a business 
casual level at the very least. At public gatherings or school presentations, 
business formal would be the standard. 
 
Business formal for men would be suit jacket and tie, and for women, it would be 
a dress or suit (skirt and jacket, or pants and jacket, or dress and jacket). 
 
Business casual for men would be dress pants, shirt with collar and tie, and for 
women, it would be dress, dress pants, below the knee Capri pants or dress 
(walking) shorts with appropriate footwear, skirt, blouse, sweater. 
 
For teaching and school support staff, we have an expectation of business 
casual. The tie is at the discretion of the school administration. 
 
Physical Education teachers may wear shorts in the gym or on the outside 
playing fields, but are expected to wear track suits while teaching in the 
classroom. 
 
We expect there will be times when exceptions are needed, and leave those 
exceptions to your good judgment. Casual Fridays that are communicated to 
parents and require a donation of the staff to a charity are one of those 
exceptions. Please restrict these days to Fridays, as the practice will be common 
in all schools. 
 
It is important that all staff members look and dress professionally. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: April 2007 
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ADMINISTRATIVE PROCEDURE NO. 421 
 

THE ROLE OF THE PRINCIPAL 
 

Background 
 
The principal is directly responsible to the Superintendent for the total 
administrative organization and religious direction of the school. The principal is 
required to demonstrate those qualities of Christian leadership in curricular and 
extra-curricular activities which will result in a healthy educational environment 
for all students in attendance at the school. 
 
Procedures 
 
1. The principal shall model involvement in a faith community. 
 
2. The principal shall work with the central office administration, the school staff, 

and the parents and students of the school to develop and maintain an 
effective Christian educational program. 

 
3. The principal shall undertake to become thoroughly familiar with those 

sections of the School Act that deal with the responsibilities of teachers, 
principals and students, as well as those that deal with the operation of 
schools. 

 
4. In addition to those responsibilities prescribed in the School Act, the principal 

shall be responsible for: 
 

a. Registering all pupils for school; 
 

b.  Organizing all classrooms and timetables prior to the beginning of the 
school term; 

 
c.  Reporting on buildings, equipment and school grounds that are under the 

responsibility of the principal to the facilities manager; 
  
d. Reporting any serious damage to school facilities, equipment and grounds 

to the facilities manager; 
 

e. Supervising the school from the time pupils arrive in the morning until they 
have all left the building at the end of the school day;  

 
f. Assigning one or more teachers to supervise students during each recess 

and noon hour, and during the period after school when students are 
boarding buses; 
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g. Soliciting parent volunteers to assist the assigned teachers in the 
supervision of students at recess, noon and during the boarding of buses; 

 
h. Supervising all programs offered in the school involving students including 

both curricular and extracurricular; 
 

i. Supervising all professional staff in the school and carrying through the 
formative staff supervision policy which has been developed for the 
Division; 

 
j. Holding regular staff meetings and ensure that minutes are taken and 

filed; 
 

k. Reporting to the Superintendent all serious accidents to pupils, teachers, 
or other personnel over which the principal has responsibility; 

 
l. Completing all forms required by the Superintendent or Alberta Learning; 

 
m. Organizing non-certificated personnel in the most effective and efficient 

manner; 
 

n. Holding several fire drills immediately following school opening in order to 
familiarize staff and students with the appropriate procedures. Fire drills 
need to be held at reasonable regular intervals throughout the school 
year; and 

 
o. Accepting responsibility for Off-Campus Education Programs including 

approving all work stations and work sites annually. 
 
4. Principals are expected to participate in in-service activities dealing with 

supervisory techniques such as: 
 

a. Attending seminars dealing with the role of the principal which may be 
organized by the A.T.A. specialist councils or other agencies; and 

 
b. Increasing their academic qualifications in Educational Administration 

and/or Curriculum and instruction through enrolling in university graduate 
studies. 

 
5.  Each Division principal is expected to earn a Master‟s Degree in either 

Educational Administration or Educational Curriculum and instruction at an 
Alberta University or a university of equivalent standard within a reasonable 
time following appointment.  Financial assistance may be provided from the 
Division‟s Educational Subsidy Fund.  
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ADMINISTRATIVE PROCEDURE NO. 422 

 
THE ROLE OF THE SCHOOL SECRETARY 

 
Background 
 
The school secretary is directly responsible to the principal of the school. 
 
Procedures 
 
1. Secretarial staff time allocated to schools shall be based on the size of the 

school and the extent of the educational programs offered. 
 
2. The principal shall, where there are two or more secretaries, designate one to 

be the senior secretary. The division of secretarial tasks shall be arrived at 
through consultation between the senior secretary and the school principal. 

 
3. The school secretary shall: 
 

a. prepare purchase orders, banking, keep school accounts by general and 
department ledger, and prepare bank reconciliation; 

 
b. provide receptionist duties, including mail and parcels; 

 
c. assemble, prepare and analyze statistical data; 

 
d. type Alberta Learning forms and reports required by central office; and 

 
e. provide secretarial duties for school administration and staff. 

 
4.  The principal shall arrange the hours of work to consist of seven and one-half 

hours per day. 
 
(Please refer to our Non-Teaching Staff Handbook.) 
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ADMINISTRATIVE PROCEDURE NO. 423 
 

THE ROLE OF THE LIBRARY TECHNICIAN 
 

Background 
 
The library technician is responsible directly to the principal for the administration 
and general operation of the school library, and must be able to work 
cooperatively with the staff and students of the school. 
 
Procedures 
 
1. The library technician, in consultation with the principal, shall determine the 

hours of work which are to consist of seven and one-half hours per day. 
 
2. The library technician shall be responsible for: 
 

a. Routine desk duties, including charging and discharging books, registering 
borrowers, and preparing overdue notices; 

 
b. Assisting students in the use of library facilities; 

 
c. Helping teachers in the supervision of library facilities; 

 
d. Maintaining all library records, including computerized library system; 

 
e. Mending books and library materials; 

 
f. Maintaining and upgrading audio-visual and picture files; 

 
g. Requisitioning reference books, material, and periodicals, after consulting 

with the principal; 
 

h. Requisitioning library supplies through the principal; and 
 

i. Performing other duties, as assigned from time to the by the principal. 
 
 
(Please refer to our Non-Teaching Staff Handbook.) 
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ADMINISTRATIVE PROCEDURE NO. 424 
 

THE ROLE OF CLASSROOM, BEHAVIOR MODIFICATION, AND 
OTHER SPECIAL TEACHER ASSISTANTS 

 
Background 
 
Teacher assistants may be assigned to schools by the Superintendent and are 
under the direction of the principal. 
 
Procedures 
 
1. All teacher assistants shall be employed on a continuous, interim, 

probationary, or interim contract, with the total assignment being deemed to 
be the number of teacher days in a specific school year. 

 
2. Salary will be based on 200 days of employment per year, 6.5 hours per day, 

and includes vacation pay and statutory holidays, as per the Employment 
Standards Code. Teacher assistants working more than 6.5 hours per day will 
have their salary adjusted accordingly. 

 
3. The principal may request an aide to attend workshops or seminars 

associated with the responsibilities of their assignment that will be considered 
as part of the 200-day requirement. 

 
4. Employee benefits for assistants will be the same as those of Division support 

staff. 
 
(Please refer to our Non-Teaching Staff Handbook.) 
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ADMINISTRATIVE PROCEDURE NO. 430 
 

THE ROLE OF THE FAITH DEVELOPMENT TEACHER 
 

Background 
 
This position is responsible to the Superintendent to provide support in Catholic 
education. 
 
Procedures 
 
The duties of this position are: 
 
1. To assist in calling the Division to prayer and faith sharing; 
 
2. To act as a liaison within the Division boundaries; 
 
3. To serve as a contact for local and provincial networks in Catholic Education; 
 
4. To shepherd the Division‟s religion team; and  
 
5. To assist with the locating or resources to support and enhance the religion 

curriculum. 
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ADMINISTRATIVE PROCEDURE NO. 435 
 

THE ROLE OF THE ASSOCIATE SUPERINTENDENT-
PERSONNEL 

 
Background 
 
The Associate Superintendent-Personnel is responsible to the Superintendent. It 
is intended that the Associate Superintendent-Personnel will be sufficiently 
informed with respect to all aspects of the school system to be able to assume 
the functions of the Superintendent in his or her absence.  
 
Procedures 
 
1. The Associate Superintendent-Personnel is required to attend all Board 

meetings. 
 
2. Areas of responsibilities assigned to the Associate Superintendent-Personnel 

are: 
 

a. Staff Personnel 
i.  Interviewing with the assistance of the school principals, 
i. Recommending individuals to the Superintendent for hiring, 
iii. Staff relations,  
ii. Staff transfers, and 
v.  Professional staff development; 

 b.  Community Liaisons – Various school/community and interagency 
associations; 

c. Provincial Consultants and Supervisors; 
d. C.A.S.S. Zone 4 and provincial C.C.S.S.A.; 
e. Foster and encourage administrator in-service and development; 
f. Maintain liaison with A.C.S.T.A.  projects such as Blueprints, SPICE, and 

Religious Education; 
g. Oversee: 

i.  Technology Department staff, Technology Coaches, and Video 
Conferencing; 

ii. Educational Subsidy program; 
iii. St. Gabriel Cyber School; and 
iv. Field Trip Safety Committee. 

 
3.  The Superintendent shall evaluate and assess the performance of the 

Associate Superintendent-Personnel at least once a year and prepare a 
written report. The Associate Superintendent-Personnel will be provided with 
an oral and written assessment by the Superintendent following the 
completion of the evaluation and assessment. The evaluation and 



79 
 

assessment will be based upon the duties assigned to the Associate 
Superintendent-Personnel and the goals and objectives of the Division. 

 
4. The Superintendent shall authorize those professional organizations in which 

the Associate Superintendent-Personnel is encouraged to hold membership. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised: November 2006



80 
 

ADMINISTRATIVE PROCEDURE NO. 436 
 

THE ROLE OF THE ASSOCIATE SUPERINTENDENT-STUDENT 
SERVICES 

 
 
Background 
 
The Associate Superintendent-Student Services is responsible to the 
Superintendent. It is intended that the Associate Superintendent-Student 
Services will be sufficiently informed with respect to all aspects of the school 
system to be able to assume the functions of the Superintendent in his or her 
absence.  
 
Procedures 
 
1. The Associate Superintendent-Student Services is required to attend all 

Board meetings. 
 

2. Areas of responsibilities assigned to the Associate Superintendent-Student 
Services are: 

 
a. Supervise and coordinate the activities of the Director of Special 

Education, Lead teachers, counselors and special education staff 
which may be appointed from time to time; 

b. Program development in the areas of special education, counseling, 
Aboriginal Frontline Program, and the Outreach Program; 

c. Pupil Services; and 
d. Employment of Student Services personnel. 

 

3.   The Superintendent shall evaluate and assess the performance of the 
Associate Superintendent-Student Services at least once a year and 
prepare a written report. The Associate Superintendent-Student Services 
will be provided with an oral and written assessment by the Superintendent 
following the completion of the evaluation and assessment. The evaluation 
and assessment will be based upon the duties assigned to the Associate 
Superintendent-Student Services and the goals and objectives of the 
Division. 

 
4. The Superintendent shall authorize those professional organizations in 

which the Associate Superintendent-Student Services is encouraged to hold 
membership. 

 
 
 
November 2006 
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ADMINISTRATIVE PROCEDURE NO. 437 
 

THE ROLE OF THE ASSOCIATE SUPERINTENDENT-LEARNING 
SERVICES 

 
 
Background 
 
The Associate Superintendent-Learning Services is responsible to the 
Superintendent. It is intended that the Associate Superintendent-Learning 
Services will be sufficiently informed with respect to all aspects of the school 
system to be able to assume the functions of the Superintendent in his or her 
absence.  
 
Procedures 
 
1. The Associate Superintendent-Learning Services is required to attend all 

Board meetings. 
 

2. Areas of responsibilities assigned to the Associate Superintendent-Learning 
Services are: 
a) Supervise and coordinate the activities of the Curriculum Coordinator, 

Faith Development Coordinator, and learning support staff which may be 
appointed from time to time; 

b) Program development in the areas of special education, counseling, 
Aboriginal Frontline Program, and the Outreach Program; 

c) Pupil Services; and 
d) Employment of Student Services personnel. 

 

3.   The Superintendent shall evaluate and assess the performance of the 
Associate Superintendent-Student Services at least once a year and 
prepare a written report. The Associate Superintendent-Student Services 
will be provided with an oral and written assessment by the Superintendent 
following the completion of the evaluation and assessment. The evaluation 
and assessment will be based upon the duties assigned to the Associate 
Superintendent-Student Services and the goals and objectives of the 
Division. 

 
4. The Superintendent shall authorize those professional organizations in 

which the Associate Superintendent-Student Services is encouraged to hold 
membership. 

 
 
 
November 2006 
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ADMINISTRATIVE PROCEDURE NO. 438 
 
 

THE ROLE OF THE SECRETARY-TREASURER 
 

Background 
 
The Secretary-Treasurer is the senior financial officer of the Board and is 
responsible directly to the Superintendent. 
 
Procedures 
 
1. The Superintendent has delegated to the Secretary-Treasurer the 

responsibility and authority necessary to administer the financial, property, 
and related instructional support services of the Board. 

 
2. The Secretary-Treasurer shall serve as the secretary to the Board and shall 

be responsible for the taking of minutes at all regular, special, and committee 
meetings of the Board. 

 
3. The Secretary-Treasurer may delegate the performance of assigned duties to 

the staff that report directly to that position but shall remain accountable to the 
Superintendent for the proper discharge of those duties. 

 
4. The Secretary-Treasurer has been designated by the Board as the 

Coordinator in accordance with the provisions of the Freedom of Information 
and Privacy Act. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised: November 2006 
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ADMINISTRATIVE PROCEDURE NO. 439 
 

THE ROLE OF THE FINANCE MANAGER 
 
Background 
 
The Finance Manager shall report directly to the Secretary-Treasurer. 
 
Procedures 

 
Specific duties are as follows: 
 
1. The preparation of monthly financial reports and the general ledger; 

 
1. To receipt all incoming revenue and prepare any invoices for third party 

billing; 
 
2. Prepare bank deposits and reconciliation of statements on a monthly basis; 
 
3. Provide direct supervision and guidance for all accounts payable and payroll; 
 
4. Prepare monthly analysis of all accounts and reconciliation of all school 

budgets; 
 

5. Assist the Secretary-Treasurer in the carrying out of assigned duties; 
 
6. Act as the Secretary-Treasurer in the absence of that individual; and 
 
7. Other duties as assigned by the Secretary-Treasurer. 
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ADMINISTRATIVE PROCEDURE NO. 440 
 

THE ROLE OF THE RECEPTIONIST 
 
Background 
 
This position reports directly to the Secretary-Treasurer. Under limited direction 
of the Secretary-Treasurer, the Receptionist provides office receptionist and 
other administrative support for Central Office 
 
Performance Responsibilities 
 
Á Projects a positive image with staff, visitors and callers; 
Á Answers, screens and refers inquiries, addresses when possible and/or 

takes messages from parents, students, educators and public using a 
multi-line switchboard; 

Á Provides receptionist services for Central Office and acts as a contact for 
assistance/maintenance of the Central Office phone and voice mail 
system; 

Á Receives and distributes all mail and courier deliveries; 
Á Processes all outgoing mail and maintains the district postage system; 
Á Provides assistance with distribution of publication and information to 

schools; 
Á Processes orders, maintains inventories and distributes all office supplies; 
Á Orders supplies and places service calls for office equipment 

maintenance; 
Á Updates notice message board on a daily basis; 
Á Maintains phone lists and manages telephone listing in published 

directories; 
Á Processes all facilities rentals; 
Á Schedules meeting rooms for Central Office and provides catering for 

meetings; 
Á Maintains the publication of the Professional Development calendar for the 

Division; 
Á Processes and maintains all student CUM files as they come into Central 

Office; 
Á Orders all photocopy paper for the school division; 
Á Ensures that the coffee station is maintained and clean; 
Á Manages use of parking stalls; 
Á Distributes weekly facility booking schedules for the school division; and 
Á Performs other assigned duties that are within the area of knowledge and 

skills required by the job description. 
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Performance Appraisal 
 

1. Regular appraisal of the performance of the Receptionist is a responsibility 
of the Secretary-Treasurer.  In carrying out this responsibility, it is 
recognized that the Receptionist is entitled to such a review in an 
objective, fair and straightforward manner so that his/her performance 
may be as effective as possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Receptionist as outlined above. 

3. The Secretary-Treasurer and the Receptionist will develop and agree 
upon the procedures for carrying out an effective performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 441 
 

THE ROLE OF THE BENEFITS ADMINISTRATOR 
 
Background 
 
This position reports directly to the Associate Superintendent-Personnel. Under 
limited direction of the Associate Superintendent-Personnel, the Benefits 
Administrator administers benefits for all staff, maintaining confidentiality in the 
performance of duties. 
 

Performance Responsibilities 
 

Á projects a positive image with staff, visitors and callers; 
Á establishes and updates master files; 

Á creates and runs reports for other departments as requested; 

Á reconciles staff health spending accounts; 

Á assembles and assists with hiring forms for update to master files; 

Á reviews benefits and assists staff in completing forms for Division 

benefits package; 

Á acts as a resource person for staff regarding Division benefit plan;  

Á communicates with Standard Life, ASEBP staff and Masterworks; 

Á is a member of Health Steering Committee; 

Á is a member of Benefits Advisory Committee; and 

Á performs other assigned duties that are within the area of 

knowledge and skills required by the job description. 

 
Performance Appraisal 
 

1. Regular appraisal of the performance of the Benefits Administrator is a 
responsibility of the Associate Superintendent: Personnel.  In carrying out 
this responsibility, it is recognized that the Benefits Administrator is 
entitled to such a review in an objective, fair and straightforward manner 
so that his/her performance may be as effective as possible for the 
system. 

 
2. The performance appraisal shall derive primarily from the responsibilities 

of the Benefits Administrator as outlined above. 
 
3. The Associate Superintendent: Personnel and the Benefits Administrator 

will develop and agree upon the procedures for carrying out an effective 
performance appraisal. 

 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 442 
 

THE ROLE OF THE PAYROLL ADMINISTRATOR-SUPPORT 
SERVICES 

 
Background 
 
The Payroll Administrator – Support Services reports directly to the Secretary-
Treasurer. The Payroll Administrator – Support Services is primarily responsible 
for the accurate preparation of the support staff and teacher payroll on a timely 
basis, and keeping the support staff master files current and complete. 
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Prepares payroll for Division support staff and substitute teachers; 

Á Verifies accuracy of monthly time sheets; 

Á Logs vacation time, sick time, and overtime, and input into payroll 

system; 

Á Calculates and pays accumulated overtime based on the policies of 

employment standards and internal overtime agreements; 

Á Reconciles monthly benefits to Standard Life statements; 

Á Establishes and updates support staff profiles;  

Á Creates new payroll profiles at end of school and calendar year;  

Á Assists in the preparation of internal audits and provides information as 

required; 

Á Assists in the preparation of working papers for the external audit; 

Á Resource person for employee inquiries; 

Á Resource person for Senior Administration for employment and payroll 

issues; 

Á Prepares records of employment for support staff; 

Á Prepares correspondence to Division personnel for payouts; 

Á Prepares correspondence for third parties regarding Division 

personnel, letters of experience and letters of employment; 

Á Backup person for Senior Payroll Administrator; 

Á Backup person for substitute teacher booking; and 

Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
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Performance Appraisal 
 

1. Regular appraisal of the performance of the Payroll Administrator Support 
Services is a responsibility of the Secretary Treasurer.  In carrying out this 
responsibility, it is recognized that the Payroll Administrator Support 
Services is entitled to such a review in an objective, fair and 
straightforward manner so that his/her performance may be as effective as 
possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Payroll Administrator Support Services as outlined above. 

3. The Secretary Treasurer and the Payroll Administrator Support Services 
will develop and agree upon the procedures for carrying out an effective 
performance appraisal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

January 2008  
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ADMINISTRATIVE PROCEDURE NO. 443 
 

THE ROLE OF THE SENIOR PAYROLL ADMINISTRATOR 
 

Background 
 
The Senior Payroll Administrator reports directly to the Secretary-Treasurer. 
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Prepares payroll for division school-based certificated staff; 

Á Reviews and submits all monthly payroll remittances; 

Á Processes electronic payroll deposits, CSB transmissions; 

Á Reconciles ASEBP and AHC monthly statements to payroll records; 

Á Calculates ATRF and ATA contributions and transmit 

reports/contributions to ATRF and ATA; 

Á Reconciles LAPP and RRSP contributions and transmit reports to 

LAPP and RRSP holders; 

Á Supervises the payroll administrator-support staff in the execution of 

his/her duties; 

Á Creates new payroll profiles at end of school and calendar year;  

Á Balances information and report to external agencies (Statistics 

Canada, WCB and Revenue Canada )on an ongoing basis; 

Á Assists in the preparation of Internal audits and provide information as 

required; 

Á Assists in the preparation of working papers for the external audit; 

Á Acts as a resource person for employee enquiries; 

Á Acts as a resource person for Senior Administration for employment 

and payroll issues; 

Á Prepares, balances and submits T4‟s and T4A‟s including government 

reporting requirements; 

Á Tracks educational subsidy reimbursements and submit to accounts 

payable for processing; 

Á Processes early retirement allowances, deferred salary leave, WCB 

claims, EDB salaries, sick leave and maternity top-up plans; 

Á Tracks personal leave day entitlements and cost and communicate to 

employees;  

Á Prepares correspondence to Division personnel for salary increments 

and payouts; and 

Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
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Performance Appraisal 
 

1. Regular appraisal of the performance of the Senior Payroll Administrator is 
a responsibility of the Secretary-Treasurer.  In carrying out this 
responsibility, it is recognized that the Senior Payroll Administrator is 
entitled to such a review in an objective, fair and straightforward manner 
so that his/her performance may be as effective as possible for the 
system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Senior Payroll Administrator as outlined above. 

3. The Secretary Treasurer and the Senior Payroll Administrator will develop 
and agree upon the procedures for carrying out an effective performance 
appraisal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
January 2008  
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ADMINISTRATIVE PROCEDURE NO. 444 
 

THE ROLE OF THE EXECUTIVE ASSISTANT TO THE 
SUPERINTENDENT AND THE BOARD 

 
Background 
 
The Executive Assistant to the Superintendent and the Board assists the 
Superintendent with the day-to-day operational planning and preparedness and 
provides secretarial assistance to the Superintendent. The Executive Assistant to 
the Superintendent and the Board reports directly to the Superintendent. 
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Assists the Superintendent team by preparing correspondence and 

projects as requested; 
Á Prepares the Superintendent‟s Division Accountability Report and 

Division Newsletter, and distributes as appropriate; 
Á Prepares the agenda packages for all Board, Administration, and ad 

hoc meetings; 
Á Acts as recording secretary at all Board and Administration meetings; 
Á Prepares and distributes the minutes of the Board and Administration 

meetings as appropriate and ensures that they are filed accordingly; 
Á Prepares the Annual Education Results Report and Three-Year 

Education Plan for submission to Alberta Education; 
Á Provides a copy of adopted reports and plans to the Technology 

Department to be placed on the jurisdiction website; 
Á Assists with policy and administrative procedure development by 

distributing draft and adopted policies and procedures, and sending 
adopted policies and procedures for inclusion in electronic format; 

Á Updates policies, administrative procedures, forms and manuals on the 
school division website; 

Á Provides research support for Superintendents as required; 
Á Performs higher level clerical tasks in support of the Board and 

Superintendents; 
Á Prepares Board self-evaluation and Superintendent‟s evaluation 

reports; 
Á Liaises with Board members to assist with their scheduling, duties and 

distribution of information; 
Á Coordinates School Administration Team review meetings, prepares 

agendas, etc. 
Á Assists and coordinates the organization of special events; 
Á Maintains confidentiality in all administrative, correspondence, and 

legal matters; 
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Á Performs other assigned duties that are within the area of knowledge 
and skills required by the job description. 

 
Performance Appraisal 
 

1. Regular appraisal of the performance of the Executive Assistant – 
Superintendent/Board is a responsibility of the Superintendent. In carrying 
out this responsibility, it is recognized that the Executive Assistant – 
Superintendent/Board is entitled to such a review in an objective, fair and 
straightforward manner so that his/her performance may be as effective as 
possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Executive Assistant – Superintendent/Board as outlined above. 

3. The Superintendent and the Executive Assistant – Superintendent/Board 
will develop and agree upon the procedures for carrying out an effective 
performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 445 
 

THE ROLE OF ACCOUNTS PAYABLE ADMINISTRATOR 
 
Background 
 
The Accounts Payable Administrator reports directly to the Secretary-Treasurer. 
The Accounts Payable Administrator will accurately process vendor payable 
invoices for payment on a timely basis, and will provide consistent and precise 
coding for accuracy of financial records. 
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Collates vendor invoices, purchase orders and receiving 

documentation and input on a timely basis; 
Á Verifies purchase orders for evidence of order placement and proper 

signing authority; 
Á Verifies receiving documentation for evidence of receipt of goods; 
Á Prepares invoices with proper coding including the distribution of the 

GST to the GST distribution account; 
Á Maintains up-to-date vendor master file; 
Á Prepares bi-weekly cheque runs; 
Á Verifies WCB contractor clearances; 
Á Reconciles vendor statements; 
Á Reconciles the Accounts Payable sub-ledger to the General Ledger; 
Á Issues Visa cards; 
Á Administers the Visa accounts ensuring proper paperwork is 

submitted; 
Á Posts Visa transactions to the General Ledger; 
Á Resource person for school staff for coding, general ledger, and 

Masterworks queries; 
Á Administers professional development funds of principals; 
Á Administers and co-ordinates the issuance of cell phones; 
Á Administers on-line payments; 
Á Completes year-end procedures for Accounts Payable system; 
Á Ensures the accuracy of the monthly Telus invoice; 
Á Provides switchboard relief over coffee breaks and lunch; 
Á Sends out collection letters for unpaid school fees; 
Á Photocopies invoices for IMR accounts; 
Á Reconciles High School CEU‟s; 
Á Updates Utility spreadsheets; 
Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
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 Performance Appraisal 
 

1. Regular appraisal of the performance of the Accountants Payable 
Administrator is a responsibility of the Secretary Treasurer.  In carrying out 
this responsibility, it is recognized that the Accounts Payable Administrator 
is entitled to such a review in an objective, fair and straightforward manner 
so that his/her performance may be as effective as possible for the 
system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Accountants Payable Administrator as outlined above. 

3. The Secretary Treasurer and the Accountants Payable Administrator will 
develop and agree upon the procedures for carrying out an effective 
performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 446 
 

THE ROLE OF THE EXECUTIVE ASSISTANT – STUDENT 
SERVICES 

 
The Executive Assistant – Student Services reports to the Associate 
Superintendent of Student Services, providing administrative assistance and 
support under limited direction from the Associate Superintendent - Student 
Services. 
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Performs the preparation and creation of various documents, reports 

and confidential correspondence for distribution in a timely manner; 
Á Maintains accurate budget spreadsheets;  
Á Assists in the organization of meetings and special events; 
Á Supports the initiation and implementation of programming for Student 

Services; 
Á Tracks monthly Visa receipts and code to appropriate accounts; 
Á When needed, orders equipment, consumable items and testing 

materials; 
Á Maintains filing system of reports, correspondence, educational 

assistants, staffing, etc.; 
Á Books facilities and coordinates catering for meetings; 
Á Assists in the coordination and implementation of transportation for 

special education students; 
Á Responsible for processing accounts payable; 
Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
 
Performance Appraisal 
 

1. Regular appraisal of the performance of the Executive Assistant – Student 
Services is a responsibility of the Associate Superintendent: Student 
Services.  In carrying out this responsibility, it is recognized that the 
Executive Assistant – Student Services is entitled to such a review in an 
objective, fair and straightforward manner so that his/her performance 
may be as effective as possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Executive Assistant – Student Services as outlined above. 

3. The Associate Superintendent: Student Services and the Executive 
Assistant – Student Services will develop and agree upon the procedures 
for carrying out an effective performance appraisal. 

 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 447 
 

THE ROLE OF THE EXECUTIVE ASSISTANT – LEARNING 
SERVICES 

 
The Executive Assistant – Learning Services reports to the Associate 
Superintendent - Learning Services, providing administrative assistance and 
support under limited direction from the Associate Superintendent- Learning 
Services. 

 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Reconciles previous years‟ Learning Services and AISI budgets to 

actual, and assists in the preparation of new budgets;  
Á Processes and codes accounts payable and receivable invoices for 

Learning Services and AISI; 
Á Processes and codes visa slips via Cardholder program for Learning 

Services and AISI; 
Á Prints financial information via Masterworks and analyzes Learning 

Services and AISI financial information;  
Á Imports and collates Provincial Achievement Tests, Diploma Exam, 

and Accountability Pillar results via Extranet into a format for analysis; 
Á Creates and maintains the master calendar for the Learning Services 

and Student Services departments; 
Á Co-ordinates student teacher program with University of Alberta and 

Red Deer College; 
Á Provides administrative support for Learning Services committees and 

Administrative meeting support;  
Á Processes requests from certificated staff for Learning Services and 

religion resources; 
Á Co-ordinates professional development requirements with substitute 

replacement administrator for AISI and Learning Services; 
Á Assists with major Division functions (Division Opening, Division 

Opening Professional Development Day, New Teacher Orientation, 
Faith Day, Division Professional Development Day); 

Á Prepares and assists in the approval of AISI proposals and reports via 
Extranet as required by Alberta Education; 

Á Books conferences as required; 
Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description 
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Performance Appraisal 
 

1. Regular appraisal of the performance of the Executive Assistant - 
Learning Services is a responsibility of the Associate Superintendent - 
Learning Services.  In carrying out this responsibility, it is recognized that 
the Executive Assistant - Learning Services is entitled to such a review in 
an objective, fair and straightforward manner so that his/her performance 
may be as effective as possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Executive Assistant – Learning Services as outlined above. 

3. The Associate Superintendent - Learning Services and the Executive 
Assistant - Learning Services will develop and agree upon the procedures 
for carrying out an effective performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 448 
 

THE ROLE OF THE EXECUTIVE ASSISTANT – PERSONNEL 
 

The Executive Assistant – Personnel reports to the Associate Superintendent –
Personnel, providing administrative services for the Associate Superintendent - 
Personnel This position has a dual responsibility in facilitating human resources 
processes and in supporting portions of the accounting/finance functions for the 
Division. Under limited direction from the Associate Superintendent – Personnel, 
the Executive Assistant - Personnel administers human resources processes for 
all staff, maintaining confidentiality in the performance of all duties.  
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Performs personnel requirements for all staffing groups, including the 

generation and preparation of various documents and maintaining 
personnel data including reports and confidential correspondence; 

Á Manages information and statistics for all staffing groups to generate 
reports, including reporting to outside agencies; 

Á Liaises with schools and departments for staffing information pertaining 
to multiple groups; 

Á Provides support for recruitment and selection of staff; 
Á Prepares Board meeting reports and information items for relevant 

staffing groups; 
Á Liaises with payroll department; 
Á Processes all resume and job offer documentation; 
Á Answers, screens and refers inquiries regarding Division policies, 

administrative procedures and Collective Agreement; 
Á Maintains a centralized personnel filing system; 
Á Upon approval, issues all contracts to staff members; 
Á Oversees and supports Alberta School Employee Benefit Plan and 

Standard Life benefits; 
Á Coordinates materials for Career Fairs in the Division; 
Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
 
Performance Appraisal 
 

1. Regular appraisal of the performance of the Executive Assistant – 
Personnel is a responsibility of the Associate Superintendent - Personnel.  
In carrying out this responsibility, it is recognized that the Executive 
Assistant – Personnel is entitled to such a review in an objective, fair and 
straightforward manner so that his/her performance may be as effective as 
possible for the system. 
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2. The performance appraisal shall derive primarily from the responsibilities 
of the Executive Assistant – Personnel as outlined above. 

3. The Associate Superintendent - Personnel and the Executive Assistant – 
Personnel will develop and agree upon the procedures for carrying out an 
effective performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 449 
 

THE ROLE OF THE EXECUTIVE ASSISTANT – STUDENT 
INFORMATION SERVICES 

 
The Executive Assistant – Student Information Services reports to the Secretary 
Treasurer, and under limited direction from the Secretary-Treasurer and 
Supervisor of Support Services, manages the student data and transportation 
software systems to meet school, Division and Alberta Education requirements. 
The Executive Assistant – Student Information Services provides support to 
school-based personnel for use of the student data system and other related 
items.  
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Creates and manages security of the student data system ensuring 

data confidentiality and system integrity; 
Á Coordinates and manages the electronic transfer of student grades; 
Á Manages, verifies and responds to queries about student data; 
Á Transfers data electronically between schools, the Division and Alberta 

Education; 
Á Supports school-based staff on the utilization of the student data 

system;  
Á Generates and customizes various reports from the student data 

system; 
Á Provides recommendations for system development and the transfer of 

information implementing and coordinating changes with Central Office 
and schools; 

Á Researches and collects materials regarding better use of the student 
data system; 

Á Maintains a record of incoming and outgoing student files; 
Á Researches, creates and maintains all insurance and lease inquiries; 
Á Provides FOIPP support to school administrators and secretaries; 
Á Assists in the development of capital contracts and agreements; 
Á Ensures that Versatrans data is formatted and extracted correctly; 
Á Assists with the implementation, training, management and support of 

the Elementary/Middle School Report Card; 
Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
 
Performance Appraisal 
 

1. Regular appraisal of the performance of the Executive Assistant – Student 
Information Systems is a responsibility of the Secretary-Treasurer.  In 
carrying out this responsibility, it is recognized that the Executive Assistant 
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– Student Information Systems is entitled to such a review in an objective, 
fair and straightforward manner so that his/her performance may be as 
effective as possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Executive Assistant – Student Information Systems as outlined 
above. 

3. The Secretary-Treasurer and the Executive Assistant – Student 
Information Systems will develop and agree upon the procedures for 
carrying out an effective performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 2008
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ADMINISTRATIVE PROCEDURE NO. 450 
 

THE ROLE OF THE SUBSTITUTE TEACHER PLACEMENT 
COORDINATOR 

  
The Substitute Teacher Placement Coordinator reports to the Associate 
Superintendent – Personnel, and coordinates the placement of substitute 
teachers throughout the school division. 
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Receives and records substitute teacher requests; 
Á Contacts and books substitute teachers; 
Á Compiles and processes new applicants‟ files for approval; 
Á Records teacher absences in Masterworks; 
Á Creates, forwards and edits substitute teacher proof reports; 
Á Exports substitute teacher data to payroll; 
Á Collects and creates all invoices and sends to appropriate locations; 
Á Creates, edits and maintains substitute teacher record system; 
Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
 
Performance Appraisal 
 

1. Regular appraisal of the performance of the Substitute Teacher Placement 
Coordinator is a responsibility of the Associate Superintendent - 
Personnel.  In carrying out this responsibility, it is recognized that the 
Substitute Teacher Placement Coordinator is entitled to such a review in 
an objective, fair and straightforward manner so that his/her performance 
may be as effective as possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the as Substitute Teacher Placement Coordinator outlined above. 

3. The Associate Superintendent - Personnel and the Substitute Teacher 
Placement Coordinator will develop and agree upon the procedures for 
carrying out an effective performance appraisal. 

 
 
 
 
 
 
 
 
January 2008 
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ADMINISTRATIVE PROCEDURE NO. 451 
 

THE ROLE OF THE HEALTH AND SAFETY COORDINATOR 
 

Background 
 

The Health and Safety Coordinator reports directly to the Supervisor of Support 
Services, and will be required to promote safety attitudes, safe work practices 
and environments as well as manage, maintain, and administer the Health and 
Safety program with the objective of minimizing accidents, injuries and 
environmental damage.   
 
Performance Responsibilities 
 

Á Develop, organize, manage, maintain and administer the Health and 
Safety Program in collaboration with Health and Safety Committees; 

Á Relay required safety information to all new hires; 
Á Identify safety training requirements, make recommendations to Safety 

Committees and schedule the training as approved and required; 
Á Assist in the identification, development and provision of appropriate 

health and safety related information, instruction and training (ie., 
health and safety handbook and newsletter); 

Á Conduct safety training within the scope of his/her experience and 
certification; 

Á Complete internal audits as required; 
Á Complete hazard assessments of all Division job functions; 
Á Coordinate all the Division‟s requirements for achieving COR 

Certification; 
Á Maintain a WHMIS Program, including a current MSDS and staff 

training; 
Á Contribute positively in creating a safe and secure environment to 

support student learning; 
Á Liaise with local fire authorities to ensure fire code compliance; 
Á Assist in the development, coordination and maintenance of 

emergency preparedness plans; 
Á Be Familiar with Workers‟ Compensation Board regulations and 

policies and provide support; 
Á Maintain good relationships with Workplace Health and Safety field 

officers; 
Á Ensure appropriate and sufficient safety equipment is available to all 

employees; 
Á Work closely with the managers, principals and contractors ensuring 

their workers comply with safety legislation while at work; 
Á Coordinate the review of health and safety related policies and 

procedures; 
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Á Monitor and advise on legislative and technical changes relating to 
health and safety; 

Á Provide information to employees on health and safety; 
Á Maintain and expand upon professional competence; 
Á Be an active member of the Health and Safety Committee. 

 
Performance Appraisal 
 

1. Regular appraisal of the performance of the Health and Safety 
Coordinator is a responsibility of the Supervisor of Support Services.  In 
carrying out this responsibility, it is recognized that the Health and Safety 
Coordinator is entitled to such a review in an objective, fair and 
straightforward manner so that his/her performance may be as effective as 
possible for the system. 

2. The performance appraisal shall derive primarily from the responsibilities 
of the Health and Safety Coordinator as outlined above. 

3. The Supervisor of Support Services and the Health and Safety 
Coordinator will develop and agree upon the procedures for carrying out 
an effective performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 2008 
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ADMINISTRATIVE PROCEDURE NO. 452 
 

THE ROLE OF THE FACILITIES MANAGER 
 

Background 
 
This position reports directly to the Supervisor of Support Services and is 
responsible to ensure that the physical facilities are operated effectively, 
maintained at a maximum level and there is continued preventative maintenance. 
Properly maintained facilities are essential to establishing and maintaining a vital 
learning atmosphere throughout the Division. 
 
Procedures 
 

1. While the position reports directly to the Supervisor of Support Services, it 
is expected that the Facilities Manager will work closely with the principal 
of each school in order to establish priorities and a maintenance plan for 
each school and for the Division. 

 
2.  The principal of each school is to make all requests for maintenance work 

to the Facilities Manager.  
 

3. The Facilities Manager is required to develop a working relationship with 
the staff of contracting companies with which the Division has engaged. 
Problems, which have been identified, should be discussed with the field 
supervisor of the contracting company.  

 
4. The Facilities Manager is responsible for bringing all complaints regarding 

cleaning to the attention of the field supervisor of the contracting company. 
Therefore it is essential that the principal bring any concerns regarding 
maintenance and cleaning to the attention of the facilities manager. 

 
5. If issues arise that cannot be resolved through consultation between the 

Facilities Manager and the principal, both parties can bring the matter to 
the attention of the Supervisor of Support Services. 

 
6. Specific responsibilities include: 

 
a.  Carry out routine inspection, for all plants, of heating, lighting, 

hardware, cleaning and school yards. 
 
b.  Establish work procedures in both routine inspection and district 

maintenance priorities for himself and the maintenance department. 
 
c.  Make recommendations to the Supervisor of Support Services 

regarding necessary work that has not been included in the budget. 
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d. Prepare annual and long-range budget estimates and programs for 

recommendation to the Supervisor of Support Services. 
 
e.  Prepare all requisition forms for maintenance purchases in accordance 

with administration office purchasing procedures. 
 

f. Invite and scrutinize all bids from outside contractors on projects not 
exceeding $5,000 for recommendation to the Supervisor of Support 
Services. Projects exceeding $5,000 require Board approval. 

 
g. Consult, on the Board‟s behalf, with the field supervisor of any company 

whose services are contracted by the Board in all matters which are in the 
Board‟s best interest. 

 
h.   Present relevant information and recommendations on unbudgeted 

proposals to the Board as a whole at a regular Board meeting.  
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ADMINISTRATIVE PROCEDURE NO. 453 
 

THE ROLE OF THE TRANSPORTATION SUPERVISOR 
 

Background 
 
This position reports directly to the Supervisor of Support Services and is 
responsible for the overall administration of all student transportation for the 
Division. 
 
Performance Responsibilities 
 

1. The duties for both urban and rural transportation shall be: 
 

a.  Supervision of the operation of school buses and school bus routes, 
which includes: 

 
 i.    student conduct; 
 
 ii.   parent communication; 
 

 iii.  procedures for school bus drivers; 
  
 iv. general condition of school buses;  

 
v. route planning and organization, including the operation of the 

electronic school bus routing system (Versatrans); and 
 

vi.  adherence to timetables, route maps, provincial and local policies, 
regulations and by-laws. 

 
      b.  Liaison with the principals of all schools with respect to transportation; 

 
c. Liaison with the Superintendent regarding the cancellation of bus service 

during inclement weather; 
 

d. Ensure that all buses are properly maintained and in possession of a 
current semi-annual inspection certificate, in accordance with the C.V.S.A. 
(Canadian Vehicle Standards Association); 

 
e. Investigate and report all accidents to the Supervisor of Support Services; 

 

f. Investigate and document all complaints related to busing; 
 

g. Confirm the eligible student load for each bus; 
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h. Monitor/Supervise the school bus drivers‟ routine driving monthly or more 
frequently if deemed necessary; 

 
i. Hiring of bus drivers;  

 
j. Discipline bus drivers using the following positive discipline procedures: 

 
       Step 1 – Coach and counsel, 
 Step 2 – Letter placed on personnel file, 
                Step 3 – Letter, with copy to Supervisor of Support Services, giving 

the driver a day with pay to consider whether the driver wishes to 
remain with the Division, and 

 
k.  Organize/Administer Bus Safety Program 

 
2.  For city transit, the Transportation Supervisor shall act as the Division‟s liaison 

with the City of Red Deer Transit Department. 
 

3.  The Transportation Supervisor shall provide routing information for all special 
needs students and coordinate all special needs vehicles such as handi vans, 
taxis and the Parkland School. 
 

4.  The Transportation Supervisor shall: 
 
a.  Ensure that all Division vans are in possession of a current semi-annual 

inspection certificate; 
 
 b. Maintain vans to ensure safety of students and drivers; and 
 
 c.  Report all accidents involving Division vans to school principals and the 

Supervisor of Support Services. 
 
5.  The Transportation Supervisor shall prepare the Alberta Learning 

Transportation Grant submissions in conjunction with the Supervisor of 
Support Services. 

 
6.  The Transportation Supervisor shall be responsible for budget preparation for 

submission to the Supervisor of Support Services. 
 
7.  Other duties to be assigned by the Supervisor of Support Services. 
 
 
 
 
 
Revised: November 2006 
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ADMINISTRATIVE PROCEDURE NO. 454  
 

THE ROLE OF THE PROGRAM MANAGER - INTERNATIONAL 
SERVICES 

 
Background 
 
The Program Manager of International Student Services provides administrative 
and managerial services for the Superintendent, Associate Superintendent-
Student Services, and Division in all areas related to international student 
services.  The Manager reports to the Associate Superintendent-Student 
Services and is responsible for the following areas. 
 
 
General areas of responsibility: 
 

1. General Manager of the program; 
2. Develop, maintain and execute an international marketing plan for  

RDCRD; 
3. Identify and develop key partnerships in international activities with other 

agencies in Central Alberta (Red Deer College-Red Deer Public); 
4. Act as the liaison with the Alberta International Student Program and 

Alberta Education in the area of international students services; 
5. Development of Three Year budget plan; 
6. Budgeting - short and long term planning for growth; 
7. Develop marketing and recruitment materials. Coordinate marketing 

initiatives including website development, print resources for the program 
and for schools. 

8. Attend international conferences and student fairs to attract students and 
agents to our Division; 

9. Coordinate links with Embassies and Consulates as part of marketing 
strategy; 

10. Liaison with school-based personnel who are our links to the program; 
11. Coordinate the Home Stay Program in conjunction with the Red Deer 

International Education Alliance; 
12. Assume guardianship for all under-age students as necessary; and 
13. Review all applications and administer applications in conjunction with 

school liaison. 
 
 
Specific duties would be determined in consultation with the Senior 
Administration designate responsible for the Division international program. 
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ADMINISTRATIVE PROCEDURE NO. 455 
 

THE ROLE OF THE SUPERVISOR OF SUPPORT SERVICES 
 
 
Background 
 
This position reports directly to the Superintendent of Schools and is responsible 
for the overall administration of student transportation for the Division and 
facilities within the Division. 
 
Performance Responsibilities 
 

1. Facilities Management: 
 

a) Provides leadership in the development of the Division‟s Capital Plan, 
including the Facility Master Plan for both Instructional and Support 
facilities. 

b) Provides leadership in the Supervision of the Division‟s construction 
program and maintenance department. 

c) Ensures that building assets are maintained in accordance with Alberta 
Education / Infrastructure requirements, as well as any provincial or 
municipal requirements. 

 
2. Transportation Management 

 
Ensures the provision of student transportation services in accordance 
with Alberta Education requirements and Division Administrative 
Procedures. 

 
3. Occupational Health and Safety Program 

 
Provides leadership in the development of the Division‟s OH&S plan and 
ensures that the plan meets the requirements of all provincial/municipal 
legislation. 

 
4. Personnel Functions 

 
Provides for supervision and evaluation of the Transportation Manager, 
Facilities Manager, and Health and Safety Coordinator. 

 
5. Leadership Practices 

 
The Supervisor of Support Services will model advocacy for Catholic 
Education and the Division‟s Principles of Practice, and be supportive of 
the senior management team of the Division. 

January 2008
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ADMINISTRATIVE PROCEDURE NO. 456 
 

THE ROLE OF THE PROGRAM ADMINISTRATOR– STUDENT 
SERVICES 

 
 
The Program Administrator – Student Services reports to the Associate 
Superintendent of Student Services, providing administrative assistance and 
support to Student Services and the International Services Program. 
 
 
Performance Responsibilities 
 

Á Projects a positive image with staff, visitors and callers; 
Á Performs the preparation and creation of various documents, reports 

and confidential correspondence for distribution in a timely manner; 
Á Assists in the organization of meetings and special events; 
Á Supports the initiation and implementation of programming for Student 

Services (including Early Childhood Services) and International 
Services; 

Á Tracks monthly Visa receipts and code to appropriate accounts; 
Á When needed, orders equipment, consumable items and testing 

materials; 
Á Maintains filing system of reports; 
Á Books facilities and coordinates catering for meetings; 
Á Assists in the coordination and implementation of International 

Services activities; 
Á Maintains accurate budget spreadsheets;  
Á Responsible for processing International Services accounts payable; 
Á E.A. Staffing – track and maintain spreadsheets by school (including 

coding); 
Á Performs other assigned duties that are within the area of knowledge 

and skills required by the job description. 
 
 
Performance Appraisal 
 
1. Regular appraisal of the performance of the Program Administrator – 

Student Services is a responsibility of the Associate Superintendent: 
Student Services.  In carrying out this responsibility, it is recognized that 
the Program Administrator – Student Services is entitled to such a review 
in an objective, fair and straightforward manner so that her performance 
may be as effective as possible for the system. 

 
2. The performance appraisal shall derive primarily from the responsibilities of 

the Program Administrator – Student Services as outlined above. 
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3. The Associate Superintendent: Student Services and the Program 

Administrator – Student Services will develop and agree upon the 
procedures for carrying out an effective performance appraisal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
September 2008 
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ADMINISTRATIVE PROCEDURE NO. 457 
 

THE ROLE OF THE COMMUNICATIONS DIRECTOR 
 
The goal of the Communications Director is to maintain effective internal and 
external communications and public relations between Red Deer Catholic 
Regional Schools, our staff, our parents, and our communities.   
 
Primary Focus: 
 
Facilitate positive communications between Red Deer Catholic Regional Schools 
internal and external publics.  This role focuses on: 
 - profiling the good news about Catholic education in our Division;  

- informing external publics about choices available at Red Deer Catholic 
Regional Schools; 

- communicating and promoting the unique identity and key benefit of 
Catholic education generally and Red Deer Catholic Regional Schools 
specifically; 

- fostering and facilitating a sense of community; 
- assisting Trustees, senior administrators, principals, etc. in fulfilling their 
community relations objectives; and 

- establishing networks with the media to profile the „good news‟ of the 
Division. 

 
Primary Duties and Responsibilities: 
 
1.  Develop, implement and assess a division communication plan that provides 

direction for promotional materials, marketing strategies and events.  Develop 
evaluative tools to monitor the effectiveness of the Division‟s communication 
plan and the use of division resources. 

 
2.  Facilitates Division initiatives, services, programs, events, etc., in order to 

increase the public awareness of Catholic Education.  
 
3.  Design and monitor effective communication networks internally involving 

schools, students, staff and parents and externally involving parishes, the 
media and businesses to profile the good news about our Division. 

 
4.  Work closely with schools and departments to advise in the development of 

communication and promotional programs and materials.  
 
5.  Produce a variety of written communications, materials, including speeches, 

news releases, letters, briefing notes, documents, etc. 
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6.  Prepare the Chair of the Board and/or Superintendent to meet with media to 
ensure accurate, timely and consistent information is released during 
promotional, crises or incidental events.  Provide communications input and 
support to the Division and to schools during crisis and sensitive times.  
Ensure media are handled fairly and are given appropriate, accurate and 
consistent information, in a timely manner.  Coordinate school and Division 
responses to ensure consistent and appropriate messages flow to the public. 

 
7.  Co-ordinate media relations opportunities including news releases, photo 

opportunities, news conferences, etc. to profile initiatives, activities, and 
events in the Division. 

 
8.  Develop and maintain community linkages (e.g. Chamber of Commerce) and 

interagency collaboration opportunities (e.g. School Resource Officer 
Program) to promote Division initiatives. 

 
9.  Develop and monitor a division community relations services budget. 
 
10.  Identify emerging issues and trends that may impact the Division. 
 
11.  Available to assist with crisis communications as needed. 
 
12.  Facilitate two way communication between the Division and the community 

by: providing information to the community from the division regarding 
priorities, plans and programs; and bringing information from the community 
to the division about trends, opportunities and challenges to enhance division 
planning and decision making. 

 
13.  Provide training and support for Division personnel on various 

communication-related topics. 
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ADMINISTRATIVE PROCEDURE NO. 458 

 
DUTY TO REPORT 

 
Background 
 
Red Deer Catholic Regional Division #39 is committed to providing quality 
education in a Catholic environment.  The Division has a duty to conduct its 
operations in a transparent manner and to ensure all practices are consistent 
with legal statutes and requirements as established by Alberta Education and as 
guided by the Alberta Catholic Bishops.   The Superintendent and senior 
leadership team are responsible for maintaining a system of management 
controls which detect and deter misconduct.  
 
Every staff member has the responsibility to use available resources to focus on 
our mission through clarity of purpose and to work in the best interest of the 
Division.  To this end, all staff members shall conduct themselves personally and 
professionally in a Catholic moral and highly ethical manner so as to not bring the 
Division or other staff members into public disrepute or ridicule.  This 
Administrative Procedure is intended to assist individuals who believe they have 
discovered serious wrongdoings provided they make disclosure in accordance to 
the administrative procedure and applicable codes of ethics.  Employees must be 
able to confidentially express their reasonable concerns about unlawful, 
dishonest or misuse of Division property.  Every employee must have the means 
to report such conduct to the appropriate person. 
 
Many Division staff are members of the Alberta Teachers Association (A.T.A.) 
and are guided by a Code of Professional Conduct and the Teaching Professions 
Act.  Other Division staff that interact with teachers throughout the course of their 
daily activities are not members of the A.T.A. and thus have no legislated or 
formal list of standards to which they must adhere.   
 
Scope of Procedure 
 
A number of policies and procedures are already in place including grievance, 
discipline, complaints and harassment.  This procedure is intended to cover 
concerns which are in the public interest and may (at least initially) be 
investigated separately but might then lead to the using of such procedures.   
These might include: 
 

a. Financial malpractice or impropriety or fraud 
b. Failure to comply with legal obligation 
c. Dangers to health and safety of the environment 
d. Improper conduct or unethical behaviour 
e. Attempts to conceal any of the above. 
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This is not intended to be a comprehensive list and any matters raised under this 
procedure will be considered seriously. 
 
 
Procedures 
 

1. Any staff member who believes another member of the Division has acted 
in an illegal or unethical manner has a duty to follow their code of 
professional ethics or, if they are not part of a professional organization 
with a code of professional ethics, report the matter directly to their direct 
supervisor. 
 

2. Upon initial investigation, the supervisor who receives the report shall 
decide if it must proceed to the Superintendent or if the matter can be 
dealt with at a local level. 
 

3. The Superintendent or designate shall thoroughly investigate any such 
reported conduct. 
 

a. Investigations shall not be carried out by individuals who may 
ultimately be required to make a decision on the matter. 
 

b. The person against whom the allegation is made will be afforded 
the opportunity to hear the allegation and the evidence supporting 
it, and to provide rebuttal before a decision is made. 

 
4. No staff member shall take retaliatory action with the intent of dissuading 

or punishing an individual for participating in this process.  Sanctions may 
be imposed for retaliation. 
 

a. Staff who believe they have suffered retaliation or interference for 
reporting misconduct may file a written complaint to the 
Superintendent.  

 
5. Confidentiality of the parties involved shall be maintained throughout the 

process.  Information relating to the matter will only be disclosed to the 
extent necessary to investigate the allegation. 
 

6. In the event of a report involving the Superintendent, the informant shall 
report their concerns in writing to the Chair of the School Board who shall 
appoint two individuals to investigate and report on the complaint. 
 

Reference: School Act: Section 18, 20, 60, 96, 113, 116, 117  
  Teaching Professions Act 
  ATA Code of Professional Conduct 

 
March 2009 
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