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AUTHORITY

Policy 101

Authority for the operation of all Catholic Independent Schools in the Diocese of Prince George is vested in the

Catholic Independent Schools Diocese of Prince George (CISPG), a legal body incorporated under the Societies

Act, December 10th, 1957, as a Society.

As the sole legal entity for all Catholic schools in the Diocese of Prince George the CISPG is legally responsible for

all negotiations and litigation involving diocesan schools.

Reason for Policy

The CISPG is recognized by the government of Briti s h Col umbi a as t h elndépaendenthSchodlst y 6 u

Act and as such is solely responsible for relations with the Ministry of Education as represented by the Inspector of
Independent Schools.

As a Catholic institution within the Diocese of Prince George, the CISPG is subject to Canon Law and the policies
and directives of the Diocese of Prince George.
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BOARD OF DIRECTORS

Policy 102

The Board of Directors of the CISPG is vested with the administration of the affairs of the Society. It has and
exercises all the powers of the Society, except for the revision, alteration, and addition to the bylaws.

Reason for Policy

As a Catholic institution within the Diocese of Prince George, the CISPG is subject to Canon Law and the policies
and directives of the Diocese of Prince George. The constitution of the CISPG stipulates that the Board of
Directors has the responsibility and authority to manage the affairs of the Society.




CISPG BOARD OF DIRECTORS: MEMBERSHIP AND ROLE DESCRIPTION OF ELECTED AND APPOINTED

DIRECTORS

Policy 103

Members of the Board of Directors have the responsibility to serve the best interests of the diocesan school
community when serving on the Board. This does not preclude members from presenting their interests on

pertinent issues.

Reason for Policy

The function of the Board of Directors is to exercise its authority in the management of the affairs of the Society. In

this respect the members are not deleg at e s

serve the needs of the diocesan community. However, as members of the local councils they do bring a local

perspective to the Board.

Reference: Regulation 103
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CISPG BOARD OF DIRECTORS: MEMBERSHIP AND ROLE DESCRIPTION OF ELECTED AND APPOINTED
DIRECTORS

Guidelines and Regulations:

1.

2.

Submit a written report to the Board of Director s.0

Visit each of the School councils within his/her region during each school year and request to be on the agenda
of one regular meeting to discuss concerns, requests and any other issues.

Make monthly contact with the Chairperson of each School Council to keep abreast of information that may be
of interest to the Board of Directors.

Relay any pertinent information from the Board of Directors to School Councils.

regu
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CISPG BOARD OF DIRECTORS: APPOINTMENT AND TERM OF OFFICE

Policy 104

Lay members of the Board of Directors are elected from the constituencies of the Northern Region of Dawson
Creek/Ft. St. John; Central Region of Vanderhoof/Prince George; Western Region of Smithers, Kitimat, Terrace,
and Prince Rupert; and one or more appointments- to represent post secondary education or other mandates made

by the president of the Society (The Bishop).

Lay members to the Board of Directors may serve for a (2) year term twice renewable for a six-year period.

Appointments by the Bishop are according to his pleasure.

The Board of Directors has three (3) permanent members: the president (the Bishop); the vicar general and the

chancellor.

The Chairperson of the Board is the President or his delegate.

Reference

Society Constitution
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NOMINATION OF CIS BOARD MEMBERS

Policy 105

The Constitution of the Catholic Independent Schools identifies the Bishop, Vicar General and the Chancellor as
Directors to the CIS Board. In addition provisions exist for the appointment of Directors by the Bishop as well as
election of at least three additional Directors. The election of the additional Directors is achieved through a
nomination and election process conducted by the Vicar General and the Chancellor according to the following

guidelines and regulations.

Reference: Regulation 105
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Guidelines and Regulations:

1.

10.

11.

Directors from the Regions are four in number; one from the Northern Region, one from the Western
Region, Smithers, and one from the Central Region.

These Directors serve for two-year terms renewable twice for a total of six consecutive years. Directors
may seek re-election after they have been off the Board for one term.

Each Region nominates suitable candidates no later than August 31% and submits the names on the
nomination sheets to the Nomination Committee of the Vicar General and Chancellor.

Each nomination form must be properly signed by the local nominators and the Pastor.

Each candidate must be approved and meet the criteria for a Practising Catholic.

Each candidate seeking election should have some previous School Council experience.

Each candidate must present a brief resume to the Annual General Meeting at the time of election.

Each eligible member of the Catholic Independent Schools Society has a vote for each Regional Candidate
Position.

If a Director is unable to complete the term of office the Bishop may appoint a replacement to complete the
balance of the term of office.

No candidates may be nominated from the floor of the Annual General Meeting.

Notwithstanding the above, if at the time of the vacancy there are no candidates presented for the position
from the Region the Bishop may appoint a Regional Director.



Catholic Independent Schools Diocese of Prince George

BOARD OF DIRECTORS

NOMINATION FORM

Name:

Address:

Phone:

Parish member (at this Parish) for

School Council Member Yes

Name of School Council

Number of Years

Signature of Nominee

Signature of Nominator

Signature of Nominator

Signature of Pastor

PASTOR: Please review terms of reference and Catholicity Requirements of Position
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CODE OF ETHICS FOR CATHOLIC INDEPENDENT SCHOOLS BOARD AND SCHOOL COUNCIL MEMBERS
Policy 106
Board Members and School Council Members

The effectiveness of our Catholic schools is strengthened by the clergy and lay people who work together with faith
and commitment for the education of our young people. Such an expression is found in the philosophy of Catholic
Education as promulgated by the Catholic Bishops of British Columbia. It is therefore essential for those who
accept the call to serve on School Councils to understand the expectations of the office and conduct themselves in
a way that will foster collaboration and Christian community. Further, all members are charged with strictly
supporting the role of the Catholic Independent Schools Society of Prince George, its policies and directives, and
the policies and directives of the local school council.

Whereas the aim of Catholic Education is the development of each student towards personal fulfilment and
responsible citizenship motivated by the Spirit of the Gospel and modeled on the example of Jesus Christ, the
Catholic School Council member shall within the duties described in Policies and Regulations and reflecting a
Ministry within the Church:

Reason for Policy
The governing bodies of CISPG are church ministries within the Diocesan and parish communities. As such, a

standard of conduct, similar to the expectations of members of other church ministries, is required of members of
these bodies.
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CODE OF ETHICS FOR CATHOLIC INDEPENDENT SCHOOLS BOARD AND SCHOOL COUNCIL MEMBERS
REGULATIONS:
As a member of a Catholic School Council, 1 will

1. acknowledge that Catholic schools are a significant expression of the teaching mission of the
Catholic Church and function within its structure;

2. provide witness to the Catholic community by active participation in the communal life of a parish,
and by a personal lifestyle that reflects the teaching of the Church;

3. endeavour to become more knowledgeable about Catholic education, its mission, and educational
and religious goals;

4, provide the best possible Catholic education according to the programs approved by the Canadian
Conference of Catholic Bishops and the provincial Ministry of Education;

5. recognize the need for continuous education about my responsibilities and know that | do not
represent the council officially unless explicitly authorized to do so.

6. Be fully prepared for each meeting by doing the required readings and completing necessary tasks
for committee work and reports.

7. attend regular, extraordinary, and committee meetings of the council and participate in discussions
and decisions to the best of their ability;

8. share and utilize their knowledge and experience for the betterment of the Council and the school
as a whole;
9. be alert to alternate solutions to problems and keep an open mind.
10. Be loyal to council decisions even when personally differing from the final recommendations and
decisions;
11. strictly ensure the confidentiality of the Counci l
12. be familiar with and comply with the mandate, policies, and bylaws of the local school council;
13. ensure the affairs of the council are conducted with openness, justice, and compassion;
14. ensure that all complaints are to be made directly to the person involved and if to the council, in

writing to the Chairperson;



15.

16.

17.

18.
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support and recognize the Principal as the chief administrator of the day to day operation of the
school and avoid intruding into administrative detail unless requested to do so;

Pray often for other members of the Council, Catholic schools, and the community they serve;
Complete an authorization form for a Criminal Records Search;

Disqualify myself from all discussion and voting on any issue where there is a conflict of
interest with my family or business interests or if the outcome will grant me any pecuniary
or material benefits. If and when such an issue arises | shall excuse myself from that part of
the meeting that deals with such issues. My exclusion will be requested to be recorded in
the minutes.
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DELEGATION REPRESENTATION TO CISPG BOARD OF DIRECTORS OR LOCAL SCHOOL COUNCILS

Policy 107

The local school council meetings are open to the public and opportunities are available for individuals or groups to
make representation to the council through a presentation of a written text. Such presentations must be in
accordance with the attached regulations.

The Board of Directors of CISPG Society will entertain written presentations at its regular meetings provided such
presentations are made within the regulations governing this policy.

Reason for Policy

The local school council, as a matter of principle, is very interested in becoming informed regarding the views of

individuals, or delegations of stakeholders on educational matters at public meetings provided written texts are
provided in advance.

Reference: Regulation 107
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DELEGATION REPRESENTATIONS TO CISPG BOARD OF DIRECTORS OR LOCAL SCHOOL COUNCILS

Regulations

1.

Delegations to appear must:

1.1 notify the Superintendent of Schools or Principal in writing at least one week prior to the
meeting date.

1.2 name the spokesperson and subject presentations.

1.3 present a written statement in advance for circulation with the agenda.

A delegation, which presents itself at a meeting without prior notice, will be scheduled to appear at
the next regular meeting.

The chairperson of the council/CISPG Board will be responsible to initiate and close the delegation
representation process.

Normally the council/CISPG Board will only seek clarification on issues raised. A response will be
provided, in writing, at a later date, usually prior to the next regular meeting.

The chairperson will not entertain any debate on the issue between members of council/CISPG
Board and the presenters.

Delegations will be limited to a spokesperson and two (2) supporters.
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THE SUPERINTENDENT OF SCHOOLS: HIRING

Policy 108

The Board of Directors and the Bishop hire The Superintendent of Schools.

Reason for Policy

The person holding the position of Superintendent of Schools is directly responsible to the Bishop and the Board of
Directors for the educational and professional administration of the Catholic Independent Schools of the Diocese.

Reference: Regulation #108
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THE SUPERINTENDENT OF SCHOOLS: HIRING
Regulation
1. With respect to the qualifications for the Superintendent of Schools

The following minimum qualifications will be required for candidates for the position of
Superintendent of Schools:

1.1 practising Catholic;

1.2 graduate degree in educational administration or equivalent;

1.3 at least five (5) years administration experience at school or district level in a
Catholic school system;

1.4 demonstrated commitment to the aims and goals of Catholic education.

2. With respect to the appointment of the Superintendent of Schools
The appointment is the responsibility of the Board of Directors who will:

2.1 review the role of the Superintendent of Schools;
2.2 prepare and place initial advertisements in Catholic and secular press;
2.3 appoint a selection committee which will:

2.3.1 prepare a suitable short-list of qualified candidates;

2.3.2 check references

2.3.3 prepare for the interviewing of the short-listed candidates;

2.3.4 interview the candidates;

2.3.5 present the name of the successful candidate to the Board of
Directors for approval;

2.3.6 finalize contractual arrangements and appointment;

2.3.7 notify unsuccessful candidates.
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SUPERINTENDENT OF SCHOOLS: APPRAISAL

Policy 109

The Bishop of the Diocese of Prince George will be responsible for the appraisal of the Superintendent of Schools.

Reason for Policy

Regular evaluation of the Superintendent of Schools will ensure that the objectives of CISPG Society are being
met . Further, regular review of the Superintendentds
and that areas of strength are recognized and areas requiring attention are identified.
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SUPERINTENDENT DESIGNATE
Policy 110
Rationale

In the event of a short term absence o f the Superintendent of
appointed to fill in.

Policy:

The Superintendent Desighate must:
1. be a BC certified teacher
2. be an experienced principal (former or current) of CISPG in good standing
3. have training and experience with Safe Schools
4. be knowledgeable of and able to implement the policies of the CISPG Board
5. have credibility with the CISPG Board, Pastors and Principals

Duties are as follows:
1. Communicate with schools regarding any emergency situations.
2. Handle all press related communication.
3. Liaison with Superintendent.

The Superintendent Designate will receive a daily stipend in addition to their regular salary amount.

School s

a
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EXECUTIVE ASSISTANT: ROLE

Policy 115

The Executive Assistant works under the direction of the Superintendent of Schools and in co-operation with the
Director of Instruction.

Reason for Policy

To provide secretarial and support services to the Superintendent of Schools, to effectively and efficiently provide

confidential secretarial services to the CISPG6s admi ni strative offices, and to pr
as required for the Diocesan Pastoral Centre.

Reference: Regulation 115
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EXECUTIVE ASSISTANT: ROLE
Regulations
Specific Duties Related To CISPG
1. The Executive Assistant will:

1.1 attend Pri nci pal and Board of Directorso meet.i
distributing the minutes of these meetings.

1.2 process all documentation on government grants and forms and mail information and
appropriate documents to the schools.

1.3 assist in the smooth organization and operation of special events including principal
meetings and other gatherings, AGM, Board of

14 prepare confidential personnel reports, correspondence and other documents for internal
and external uses.

1.5 process accounts payable including processing documentation, preparing cheques,
allocating expenses, and maintaining accurate records and documentation.

1.6 process accounts receivable including preparing deposits for banking and providing
accurate documentation for billing.

1.7 disburse and account for petty cash.

1.8 assist with accounting procedures associated with CISPG.

1.9 use effectively and efficiently computer software including word-processing, spreadsheets,
database, and other applications as required.

1.10 use effectively and efficiently, office equipment including the fax machine and photocopier

EDUCATION POLICY MANUAL
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to prepare documents, reports, and correspondence.

n
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1.20
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provide receptionist services for CISPG telephone calls. Assist the receptionist in
answering the Diocesan Pastoral Centre telephones on a timely and co-operative basis.

open incoming correspondence, assign priority, and direct to the Superintendent of
Schools or Director of Instruction for further action. Post outgoing mail.

maintain personnel files on all teaching staff in the Diocesan schools.
maintainall CISPGand Board of Directorso6 files.
order and maintain all CISPG office supplies.

order and process materials for the Superintendent of Schools and the Director of
Instruction.

maintain files on teacher applications including the preparation of a database as time
warrants.

maintain and process documents of an archival value or documents that must be retained
by the Society and system.

maintain a calendar of dates for annual recurring responsibilities.

carry out other related duties as assigned from time to time by the Superintendent of
Schools or assist other personnel on a timely and needs basis.
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ADMINISTRATIVE COUNCIL

Policy 118

The CISPG Board of Directors advocates regular meetings of the administrative council from which the CISPG
Board of Directors can expect the Superintendent of Schools and the Director of Instruction to bring

recommendations on such matters as general administration, curriculum, instruction, and student welfare.

Reason for Policy

As the leaders within the schools the administrators are a valuable resource to the CISPG and serve as an advisory
committee to the Society. The Society recognizes the need for the principals of the Diocese to meet on a regular

basis to discuss similar issues, and to foster communication.

Reference: Regulation 118
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ADMINISTRATIVE COUNCIL
Regulations
1. The administrative council will be responsible for the following:
1.1 to initiate, revise, or review policy statements and guidelines, which have a common
application throughout the CISPG schools, and to submit such policies to the CISPG Board
through the Superintendent of Schools.
1.2 to consider the effectiveness of the total educational program and recommend steps that
could be taken to promote improvements.
1.3 to facilitate the co-ordination of educational activities between the schools within the
Diocese.
1.4 to carry out professional activities aimed at developing administrative skills among the
members.
2. With respect to membership of the administratorso
2.1 The membership of the administratorsé counci l
2.1.1  all principals;
2.1.2 the Director of Instruction;
2.1.3 the Superintendent of Schools.
2.2 It is expected that the principals will attend all meetings.
3. With respect to the meetings of the council:

3.1 The council will meet three (3) times on a regular basis per year.

3.2 The Director of Instruction or designate will chair the meetings.

3.3 The Executive Assistant of the Superintendent of Schools and Director of Instruction will
record the business of the meetings.

3.4 Agenda items may be forwarded by any member one (1) week prior to the meeting.

3.5 Items should be provided as early as possible to the Director of Instruction in order that
such items can be dealt with on the agenda.

3.6 Copies of the agenda will be forwarded to each member prior to the meeting.

3.7 The outcome of the meetings will be sent to all members along with an action sheet if
follow up action is to occur.
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TRAVEL EXPENSE REIMBURSEMENT

Policy 120

Representatives of the CIS Board of Directors and Directors shall be reimbursed for reasonable out of pocket
expenses incurred when travelling and working on CIS business. Representatives of the CIS Board of Directors

shall include central office administrators and others who are approved by the Superintendent of Schools for
specific tasks.

Note: School Councils may develop their own Local Policy for Employee Travel Expenses.

Reference: Regulation 120
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Regulations:

1. Reimbursement rates shall be established by the CIS Board of Directors at the first meeting after
September 1%

2. Rates approved become effective immediately.

3. Claims should be submitted on a current basis.

4. Claims shall be on the CIS form to which is attached appropriate receipts and documentation. Claim sheets
must be signed by the claimant.

5. Advances for registration, accommodation, and transportation may be approved by the Superintendent of
Schools. (Remove the following 7 up to 75% of identifiable costs).

Procedures:

These procedures do not preclude the establishment of mutually agreeable rates of travel reimbursement for
attendance at professional development activities.

1. Accommodation

When a representative, or director is required to travel on CIS business and overnight accommodation is
necessary, the recovery of costs may be claimed as outlined on the approved rate schedule.

2. Meals and Incidental Expenses

A representative or director may claim the currently approved rate upon submission of receipts and the
employee will be compensated for expenses incurred to the maximum allowed in the schedule of approved
rates.

Meals may be claimed as follows:

Day of departure

1 To claim breakfast i depart from home/work before 7:00 am
1 Toclaim lunchi depart from home/work before 11:00 am

1 Toclaim dinneri depart from home/work before 6:00 pm

On day of return

I To claim breakfasti arrive at home/work after 7:00 am
9 Toclaimlunchi arrive at home/work after 12:00 noon
1 Toclaim dinner i arrive at home/work after 7:00 pm
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A claim for incidental expenses as outlined in the approved schedule will be paid for each night that the
representative or director claims overnight accommodation.

Travel

The most economical mode of transportation shall be used unless otherwise approved by the Superintendent of
Schools. Automobile rental may be approved subject to pre-authorization by the Superintendent of Schools.

Vehicle Expenses

When private vehicles are used, compensation will be based on map distances in the schedule of rates. Ferry
costs and tollbooth charges are costs that require a receipt.

When private vehicles are used in lieu of air transportation meals and accommodation en route will be paid for
a one 24-hour period.

Hospitality Expenses and Meeting Costs

Hospitality and entertainment of guests are the responsibility of the Superintendent of Schools. The
Superintendent of Schools may delegate this responsibility from time to time. This type of hospitality is used
nominally and is usually extended to maintain positive relations.

Meeting costs represent coffee, tea, light lunches, and/or snacks associated with meetings within the CIS
jurisdiction.

Approvals

All approved expenses for hospitality or claims in excess of rates or car rentals requires approval from the
Superintendent of Schools.

Travel claims and advances must be approved by the Superintendent of Schools and the Superintendent of
Sc h ool srustbd approved by the Bishop or delegate.

Receipts are required for accommodation, business telephone calls, hospitality, car rental, airport/hotel parking,
air travel, and ground transport.

In the absence of receipts for meals and/or ground transportation, approved rates will apply.
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Within the Diocese

Destination KM/Round Trip $.46/KM
Burns Lake 458 210.68
Dawson Creek 806 370.76
Fraser Lake 300 138.00
Fort St. John 952 437.92
Hazelton 884 406.64
Houston 620 285.20
Kitimat 1270 584.20
Prince Rupert 1446 665.16
Smithers 748 344.08
Terrace 1150 529.00
Vanderhoof 200 92.00

Destination Outside of the Diocese

Destination KM One Way KM Round Trip $ .46/KM
Calgary 793 1,586 729.56
Edmonton 738 1,476 678.96
Kamloops 529 1,058 486.68
Kelowna 692 1,384 636.64
Penticton 751 1,502 690.92
Quesnel 123 246 113.16
Seattle 902 1,804 829.84
Vancouver 798 1,596 734.16
Vernon 645 1,290 593.40
Victoria 829 1,658 762.68
Williams Lake 240 480 220.80

NOTE:

Travel out of the Diocese: Where economy air fare plus ground transportation are cheaper than the approved rates
for personal vehicle travel the representative or director shall be reimbursed the lower of the two sums if a personal
vehicle is used. This will be based on a 10-day advance booking rate for air fare.
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Schedule of Approved Rates

Meals Maximum with No Receipt Maximum for Receipted Expenses
1. Each full day $56.00 $67.00
2. Partial days
- Breakfast 13.00 15.00
- Lunch 17.00 20.00
- Dinner 26.00 32.00
Incidentals $ 10.00 Max
Accommodation 1. by receipt

2. private accommodation $25.00
Vehicle Expenses $.46 cents/km
Ground Transportation
In absence of receipts a max of $15.00/round trip
Parking - $8.00/day

Receipts presented for repayment will be honoured only to the maximum allowable inclusive of all taxes.



CATHOLIC INDEPENDENT SCHOOLS

DIOCESE OF PRINCE GEORGE

EXPENSE CLAIM FORM
for SINGULAR Reimbursements

Policy No. 120
Date of Travel (mo/day/yr)
Details of Travel
DATE(S) INCURRED EXPENSES AMOUNT
Air Fare
Kms (fuel etc.)
( km x /km)
Housing
Meals
Tolls
Taxi
Parking
Incidentals
TOTAL :
Name
Address
Phone

Remarks (if any)

Date Submitted
Cl ai mant ds Si gn

Date Approved
Signature for Approval
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PERSONAL INFORMATION PRIVACY POLICY
Policy 121
Safeguarding personal information of parents, students and staff is a fundamental concern of Catholic Independent

School s. Cl'sS is committed to meeting or exceeding the
Personal Information Protection Act (PIPA).

Reference: Regulation 121
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PERSONAL INFORMATION PRIVACY POLICY
Regulations:
1. In pursuit of this objective Catholic Schools in the Diocese of Prince George will maintain policies which
conform to the requirements of PIPA.
2. Catholic Schools in the Diocese of Prince George will develop privacy policies based on the model policies
prepared by the Federation of Independent Schools Associations, which are attached to this policy. They
are:
2.1 6Personal I nformati on Privacy Policy for Parents .
2.2 6Personal Il nformation Privacy Policy for Empl oyee:
3. In developing School based Privacy Policies schools may insert school specific information in the

designated places as follows:
3.1 PERSONAL INFORMATION PRIVACY POLICY FOR PARENTS AND STUDENTS

Page 17 Name and address of School

Page 4 (i) i Name and address of Privacy Officer

Page 4 (ii) T Review list of purposes and add if necessary

Page 5 (i) 1 Review list of purposes and add if necessary

Page 5 (ii) i Add one or more of the type of information, which is collected
Page 6 (i) 1 Review list to ensure disclosures are applicable

Page 6 (ii) T Review list to ensure disclosures are applicable

Page 6/7 7 Consider example

Page 91 Use sample language on Employee and Volunteer Forms
Page 107 (i) use if applicable

Page 107 (ii) Use sample language on Registration Forms

Page 107 (iii) consider other forms
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3.2 PERSONAL INFORMATION PRIVACY POLICY FOR EMPLOYEES AND VOLUNTEERS

Page 17 Name and Address of School

Page 4 (i) i Name and Address of Privacy Officer

Page 4 (ii) i Review list of purposes and add if necessary

Page 5 (i) i Review list of purposes and add if necessary

Page 5 (ii) i Add one or more of the type of information, which is collected
Page 6 (i) i Review list to ensure employee disclosures are applicable
Page 6 (ii) i Review list to ensure volunteer disclosures are applicable
Page 6/7 i Consider example

Page 917 Include the sample language on Employee and Volunteer Forms

Access to Policy

4.1 A copy of the School 6s Personal I nformation Priva
staff and volunteers.
4.2 A copy of the School ds Personal I nf ormation Pri v:

who request a copy.
4.3 A copy of both of the above policies should be filed with the Superintendent of Schools.

Individual School Policy

51 When individual School booklets have been completed a copy of both the Parents/Students booklet
and the Employees/Volunteers booklet will be given to the CIS Office.
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LOCAL SCHOOL COUNCILS: ROLE

Policy 201

Each Catholic School under the authority of Catholic Independent Schools may have a School Council, which will
assume authority at the local level for those areas of governance delegated by the Board of Directors and in
accordance with the Constitution and Bylaws of the CISPG and the policies and regulations of the Board of
Directors. Notwithstanding the foregoing two or more schools may be under the local authority of one school

council or a Regional School Council.

Reason for Policy

The policies of CISPG allow for the delegation of authority to the local School Councils.
subsidiarity acknowledges that the decision-making process should be influenced by those responsible for

implementing the decision and those who are affected by the implementation.

The principle of
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LOCAL SCHOOL COUNCILS: ELIGIBILITY

Policy 203

Each school council must have a minimum of six elected members from the parish. To become a member of the

Local School Council interested candidates must meet the following criteria:

Eligibility of Membership

The nominee to the local school council or person seeking election to the council must:

=4 =4 =4 48 -84 _4_9_9_-°

Be a good practicing Catholic;

Be nineteen years of age or older;

Be an active supporter of Catholic education;

Be an active member of the parish or parishes which support the school;

Be approved by the pastor prior to entering the election;

Not be an employee or a spouse of an employee of CIS, or any school council;
Be available for regular and committee meetings of the council held monthly;
Work under the guidelines of CISPG;

Completeanominaton f orm which requires the
Take the Oath of Office, if elected.

If married, provide a valid certificate of marriage within the Catholic Church

nomi

needs,

nomi
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LOCAL SCHOOL COUNCILS: MEETINGS

Policy 204

An annual general meeting of the local school council shall be held each year. School councils in the same region
should establish a similar time for the annual meeting.

Regular monthly meetings of the school council should be held during each month that the school is operational.

Half of the voting members of the school council will constitute a quorum.

Reason for Policy

The annual general meeting provides an opportunity for the council to report its activities to the local community
and for the election of new members.

Effective and efficient monthly council meetings can energize, focus and provide significant opportunities, not only
in the life of individual council members, but also in the life of the school itself.
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DEVELOPMENT OF A LOCAL SCHOOL COUNCIL OPERATING POLICY

Policy 205

A local school council may issue regulations covering the operation of the school provided such policies are

consistent with:

the teaching of the Catholic Church;

ooop

where the latter exists;
e. the Teachersd Empl oyment

Reason for Policy

In order to best serve members of the local school community, and in keeping with the principles of subsidiarity and
collaboration, it is appropriate and often necessary for local school councils to develop policies relating to the

operation of the local school.

This provides opportunity for members of the local school community to collaborate in the formation of local policy

directives.

The procedure for the development of local school policy parallels that at the diocesan level. The school principal
assumes the responsibilities assigned by the Superintendent of Schools (i.e. drafting the policy statement,
researching the background, formulating administrative regulations and procedures once the policy is approved).

Reference: Regulation #205

Independent School Act and Ministry of Education policies and regulations;
policies and regulations approved by CIS Board of Directors of the Diocese of Prince George;
current terms and conditions of employment for school employees and/or collective agreement

Pl an
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DEVELOPMENT OF LOCAL SCHOOL POLICY

Regulations:

1. The local school council may assign a committee to research issues inherent in proposed policy; the
committee submits the proposal to the full council for analysis and approval.

2. The following outline identifies the steps involved in the policy-making process:

- identification of need (PIN)

- collection of data (by committee)

- preparation of draft policy with rationale (principal)

- check legality

- submission of draft policy to full council

- first reading (committee explains policy to council)

- consultation as required (Superintendent of Schools, parents, teachers, parish etc.)
- second reading (council discusses and votes on policy);

- approval by Superintendent of Schools or Board of Directors

- third reading and vote by council

- promulgation (council and principal notifies the community of the policy and
- evaluation (council and principal periodically review progress of the policy.

3. The school council may assign one or more persons who know the council s thi
council s responsibility to write policy. The-polic
ambiguous language. In practice this is usually the school principal.

4, Not all perceived needs will require policy. Policy should be written in order to:

-underscore a goal deemed significant;

-modify or shape a broader policy or regulation to the local situation;
-make certain that an issue is known to the local school community; and
-emphasize unique aspects of the local school

5. The devel opment and evaluation of school policy are
responsibility to question each action of the principal nor is it proper for council to set forth in detail how the
principal should administer the school or implement the policy.

6. A well-organized policy manual will assist councils in writing new policy that does not conflict with or
contradict existing or previous policy. ldeally, this manual is in the form of a loose-leaf binder for ease of
adding policy and for revisions. Each policy is typed and appears in its appropriate section.

7. Where regulations are required these should be inserted immediately behind the appropriate policy.

8. Local School Council policies must be approved by the Board of Directors when such policies have

ramifications beyond the local school or are contradictory to CIS policy.
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PARENT SUPPORT GROUPS

Policy 206

Principals and School Councils are encouraged to promote the formation of Parent Support Groups. Such groups
are to be guided by a constitution and a set of bylaws which identify and emphasize its supportive function to the
school and School Council. Historically, parent support groups have undertaken both small and major fundraising
activities. It is essential that the use of funds thus generated be a cooperative undertaking by the Parent Support
Group, the school Principal, and the School Council who will have established a priority list for the needs of the
school. A separate account must be set up for money coming through Direct Access Grants and dollars that
originate from provincially operated gaming accounts. In order to promote a close working relationship between the
Parent Support Group and the school, it is suggested that at least one meeting per school term be planned with the
Principal, Chair of the Parent Support Group and the School Council Chair.
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BUSINESS PROCEDURES: SCHOOL BUDGET
Policy 207

Rationale

In order to ensure good fiscal practice, all CISPG schools will submit an annual budget.

The annual school budget is an estimate of the annual financial resources and commitments of the school and it is an
essential tool for the successful operation of the school. In addition, school budgets provide CISPG with data required
to prepare its preliminary budget in June and its final budget in the Fall.

Policy

CISPG School Councils will submit a draft preliminary and a final budget annually.

Procedures

School Councils will submit their preliminary yearly budgets, on the prescribed budget format spreadsheets, to the
CISPG Finance Officer by May 31% each year. School Councils will submit their final yearly budgets, on the

prescribed budget format spreadsheets, to the CISPG Finance Officer by October 30" each year.
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BUSINESS PROCEDURES: BRIDGE FINANCING

Policy 208

The Board of Directors of Catholic Independent Schools encourages all school councils to carefully budget their
revenue to meet the expenditures of operating the school within a balanced budget. Notwithstanding this mandate,
the Directors recognize that because of the timing of the funding available to the schools from government,
shortfalls in cash flow may occur in some situations where sufficient funds have not been accumulated to cover the
period prior to funds being received at the end of January. If such situations are expected to occur, the Pastor and
his School Council must prepare documents to support an application for Bridge Financing from the Diocesan
Development Fund in accordance with the regulations attached to this policy.

Reason for Policy

Bridge Financing is the product of a process of careful and detailed preparation of financial information to support
an application to the Diocesan Development Fund (DDF) for short term financial assistance to meet the
expenditures incurred between the depletion of existing reserves and the receipt of new funding allocations, which
begin February 1% of the school year. Applications for Bridge Financing are serious loan documents that require
specific repayment terms with interest.

The need for Bridge Financing is a signal of concer

budgeting and financial management. Cash shortfalls are indicative of the need to monitor and adjust revenue and
expenditures during changing conditions over short and longer terms. Serious cash flow problems do not occur
without the presence of noticeable indicators of an impending problem. Serious cash flow problems must be
addressed locally as soon as possible to prepare the necessary documentation that is required to obtain a Bridge
Financing loan from the Diocesan Development Fund Board of Directors.

Reference: Regulation #208

n

t

(
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BRIDGE FINANCING

Regulations:

1. Bridge Financing wildl only be considered if the schoo
considered.

2. Bridge Financing requires a complete application inclusive of all supporting documentation and appropriate
signatures. All loan applications must be signed by the Pastor prior to processing. The following documents
must be included with the application:

1 Annual operating budgets (cannot be deficit budgets) for each of the next three years.

1 Monthly cash flow for the first year.

1 Most recent year-end financial statements (ie. June 30").

1 Most recent year to date financial statements.

1 A refined spreadsheet identifying all staffing costs inclusive of qualifications, experience, salary and
benefits, and employer costs.

1 Any other information that may be deemed necessary to the processing of the application.

1 Anyincomplete applications will be returned to the school for completion prior to processing.

3. Bridge Financing Applications including all documents and signatures must be submitted to the Superintendent
of Schools no later than March 15" of the preceding school year.

4. The Superintendent will review the documents with the Finance Department prior to the application being
presented to the CIS Board of Directors for review and approval for consideration. More information may be
requested from the School to support the application.

5. The Superintendent will work with the Pastor, School Council and Staff to facilitate a detailed and careful review
of the school ds budgeting and financi al management .

6. The Superintendent will have the loan applications, the CIS Board of Directors recommendation, and the
findings o f t he school 6s budgeting and financi al managemen

Development Fund Board of Directors no later than May 1* of the preceding school year.
7. The Bishop must sign approval for review by the DDF Board.
8. The final loan agreement must be signed by the Pastor.

9. Loan repayments must be made to the DDF within one week of receiving the Provincial Government Grant
funds.

Note: Capital Loans i Please use the information in the Diocesan Administrative Reference Manual for information
and forms.
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BUSINESS PROCEDURES: FINANCIAL ACCOUNTING
Policy 210

Each school council will maintain financial records in accordance with the policies, regulations, and directives of
CISPG Board of Directors.

Reason for Policy

Schools are responsible for their financial management that entails keeping records of all financial transactions,
restricting spending to approved budgetary limits, and preparing their financial records for an annual audit and
annual budget.
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BUSINESS PROCEDURES: AUTHORIZED SIGNATURES

Policy 212

The CISPG Board of Directors has delegated the authority to sign cheques on behalf of the local school council to

the pastor, the school principal and other school council members who have been authorized by resolution of the

council. Authority to sign cheques is governed by Diocesan policy.

Reason for Policy

The efficient operation of the | ocal school council 6s bu

for banking purposes.

Reference: Regulation 212
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BUSINESS PROCEDURES: AUTHORIZED SIGNATURES

Regulations

1. The signatures of two (2) of the following are required to sign on all bank-related documents or
school council cheques.
1.1 local Pastor
1.2 local school council chairperson
1.3 local school council vice-chairperson
1.4 local school council treasurer
1.5 local school principal

2. This excludes the signing of any loan documents or those documents that are the responsibility of
the Bishop of the Diocese of Prince George.

3. The names of signatories must be submitted to the Superintendent of Schools once they are

designated no later than September 30th and following anytime a new signatory is added.

4, All signing authority is governed by Diocesan Policy.
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BUSINESS PROCEDURES: FINANCIAL REPORTS AND STATEMENTS

Policy 215

Local school councils are required to prepare financial reports and statements in accordance with policies,
regulations, and directives of the CISPG Board of Directors.

Reason for Policy

Local school councils are required to prepare monthly financial statements that clearly show funds expended and
funds remaining in each of the diocesan approved accounts in order to adequately manage finances.



EDUCATION POLICY MANUAL

Category: SCHOOL COUNCIL
Policy: 218
Approved Date: Working Policy Sept 9, 2002

Revised Date:

Page: lof 1

BUSINESS PROCEDURES: OVERDUE ACCOUNTS
Policy 218

Local school councils will develop procedures for the collection of delinquent accounts.

Reason for Policy

Local school councils require that each family attending a school pay the tuition unless arrangements have been
made to partially reduce the fees through work, bursaries, parish subsidy, or other means. The local school council
should have a committee of lay people whose responsibility it is to resolve this issue for all concerned.
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BUSINESS PROCEDURES: PURCHASING PROCEDURES

Policy 220

The school principal is authorized, subject to the requirements of the law and CISPG policy, to purchase materials,
supplies, equipment, and services to the extent of the authorized annual school budget.

Reason for Policy

The school principal is considered the manager of the school; and thus is given the responsibility for the purchase
of materials, supplies and services, subject to the limits of the approved annual budget.

Reference: Regulation 220
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BUSINESS PROCEDURES: PURCHASING PROCEDURES

Regulation

The purchasing of goods, materials, equipment, supplies, and services must conform to the following:

1.

2.

The above items must meet the safety standards required by legislation or as required by health and
safety standards.

Quality and price as well as being acceptable to use in a working with children environment shall be
considered when purchasing items or services.

Purchases must comply with Diocesan policy regarding spending limits that require the completion of
Diocesan forms and the signature and approval of the Bishop.

Approval to purchase items for reimbursement must be authorized in advance of the purchase by the
Principal of the school.

Unauthorized purchases are the liability of the purchaser.
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BUSINESS PROCEDURES: SALARY DEDUCTIONS

Policy 225
Fees and dues will be deducted and remitted on behalf of employees as required by legislation.

Where the deduction is not mandatory wunder |l egislation o
obtained prior to the deduction being in effect.
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BUSINESS PROCEDURES: SCHOOL COUNCIL TRAVEL EXPENSES

Policy 226

Teachers, support staff, principals, and members of local school councils who are required to travel on school or
school council business shall be reimbursed for reasonable out of pocket expenditures in accordance with the
following guidelines:

Reference: Regulation 226
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BUSINESS PROCEDURES: SCHOOL COUNCIL TRAVEL EXPENSES

Guidelines and Regulations:

1.

Local School Councils shall establish and set a budget to meet the anticipated travel needs of teachers,
support staff, Principal and council members.

Reimbursement of expenses may cover accommodation, meals, and vehicle gas and oil.

Reimbursement of travel may be approved on a kilometer rate or ticket rate of bus, plane or train where
available.

Reimbursement of expenses should be on a current basis.
Claims should be submitted along with receipts on the standard form

Expense claims from teachers and support staff must be authorized and approved by the Principal prior to
submission.

Principal claims must be submitted and approved by the Chairperson of the Council.
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Date of Travel (mo/day/yr)

Details of Travel
DATE(S)

INCURRED EXPENSES
Air Fare

AMOUNT

Kms (fuel etc.)

( km x /km)

Housing

Meals

Tolls

Taxi

Parking

Name

TOTAL :

Address

Phone

Remarks (if any)

Cl ai mant ds Si gn

Date Submitted

Signature for Approval

Date Approved
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BUSINESS PROCEDURES: BENEFIT PROGRAMS

Policy 227

In addition to participation in those programs required by law, CISPG Board of Directors recognizes the need for
local school councils to provide health, leave, and retirement benefits to their employees through participation in

benefit plans wherein there may be cost sharing of premium between the council and employees.

The CISPG Board of Directors believes that provision for benefit programs contribute positively to employee well
being and positively impact future job preference. Health, leave, and retirement benefits provide employees an

expanded range of employment and staff development opportunities.
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BUSINESS PROCEDURES: TUITION FEES

Policy 230

Local school councils will review the tuition fee structure annually and establish rates for the following school year.

Reason for Policy

Due to the differing needs of individual schools, local school councils will review and set annual tuition rates.
establishing rates councils are encouraged to base their need on local socioeconomic conditions and some
comparative analysis with other similar schools and communities. Councils are encouraged to plan small tuition

increases over a number of years rather than no increases followed by a large increase in one (1) year.
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BUSINESS PROCEDURES: AUDITED FINANCIAL STATEMENTS

Policy 238

School financial statements shall be audited annually and a copy forwarded to the Superintendent of Schools,
CISPG.

Reason for Policy

Audited per pupil costs are required by the Ministry of Education as one of the conditions of funding. In addition,
the nature and size of the financial operation and activities in the school require that checks and balances are in
place to ensure funds are accounted for and expended in accordance with policies of the Ministry of Education, the
CISPG, and the local school council.
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BUSINESS PROCEDURES: INVENTORY RECORDS

Policy 242

Each school shall maintain an inventory record of all equipment and furniture and the principal shall be responsible
for an annual review and update of the inventory. Further, if the inventory changes significantly the principal shall
inform the Superintendent of Schools in order that adequate insurance coverage is in place.

Reason for Policy

Inventories provide essential information for planning, budgetary, and insurance purposes.

Reference: Regulation 242
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BUSINESS PROCEDURES: INVENTORY RECORDS

Regulations
1. The school principal shall develop procedures for providing an annual inventory of equipment and
furniture within his/her school.
2. The inventory shall be recorded on diocesan forms supplied by CISPG.
3. A copy of the inventory shall be forwarded annually to the Superintendent of Schools at the end of

each school year.
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BUSINESS PROCEDURES: PETTY CASH ACCOUNTS

Policy 245

CISPG Board of Directors recognizes that all financial transactions cannot be identified in advance because of the
emergent nature of the day-to-day operation of a school. To facilitate small purchases of goods and services local

school councils are encouraged to provide the principal with an appropriate petty cash account.

Reason for Policy

Small purchases that may be required on a day-to-day basis should be paid for out of petty cash rather than using
a cheque process, which is inefficient, and not cost effective. Petty cash is for purchasing of items which usually

cost less than twenty-five dollars ($25.00) per unit.

Reference: Regulation 245
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PETTY CASH ACCOUNTREGULATIONS:

1.

The minimum level of petty cash shall not be less than:

11 1-100 students $200.00
1.2 101- 150 students $300.00
1.3 151- 250 students $400.00
1.4 251 plus students $3.00 per student.

Petty cash accounts are not monthly entitlements but are to be used as the need arises.

All monies expended through petty cash accounts must be receipted and be charged against the

proper line item of the budget.

Petty cash cannot be used for the purchase of capital items.

Each month the petty cash account should be balanced and submitted in order that unexpended
funds are deposited, receipts are properly entered by the bookkeeper and a new petty cash

allotment is provided to the principal for the month.

If petty cash is depleted prior to month end an additional petty cash advance should be made once

the accounting is completed on the depleted amount.

All petty cash accounts must be cleared at the end of June each year.

All petty cash accounts are the responsibility of the principal who is accountable for safekeeping.

Petty cash accounts are subject to audit at any time.
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BUSINESS PROCEDURES: AUDITORS

Policy 246

The CISPG Board of Directors recognizes that in accordance with the requirements of the Ministry of Education
and the Societies Act of BC an annual audit by a chartered accountant firm is required. To maintain the most
reasonable cost the auditor services shall be tendered every three (3) years.

Reason for Policy

The Board of Directors requires the services of an auditor to meet statutory conditions as a Society. The auditor
appointed should have a (3) three-year appointment prior to review thus allowing the Society the opportunity to

review the service, as well as, the costs.

Reference: Regulation 246
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BUSINESS PROCEDURES: AUDITORS

Regulations:

Guidelines

1. Auditor services will be reviewed every three (3) years.

2. Administration will prepare a list of accounting and auditing requirements for the Society inclusive
of time guidelines.

3. The audit service requirements will be sent to at least three (3) preferred firms for a quote on the
services required. One of the firms will be the incumbent firm.

4, The Board of Directors will appoint the auditor of its choice once the Board has reviewed the
tenders.

5. The auditor competition must be completed by May 31st with the selected auditor being

responsible for the year commencing on July 1st.
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BUSINESS PROCEDURES: CONTRACTS AND AGREEMENTS OF THE BOARD OF DIRECTORS

Policy 250

The CISPG Board of Directors recognizes that from time to time legal contracts and agreements are entered into in
order to achieve a service or consideration. While the Board recognizes that its interests must be protected in all
contracts, it further recognizes that its powers are restricted to those powers specified in legislation and its place
within the structure of the Diocese. When contracts of any kind are presented to the Board for approval and
signature they should be reviewed by legal service to ensure they conform to legal requirements and that they are
clear in their intent.

Reason for Policy
As lay people working often in areas involving legal matters it is important and prudent to obtain professional advice

prior to signing documents rather than seeking advice on how to void an agreement.

Reference: Regulation 250
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BUSINESS PROCEDURES: CONTRACTS AND AGREEMENTS OF THE BOARD OF DIRECTORS

Regulations:
Guidelines
1. Every matter does not have to be considered by legal counsel especially where contracts have
been prepared for generapriusei palchd acsontenahtes sd a
2. A legal opinion should be sought when doubt exists on a contract or where the language is
complex and legalistic.
3. All contracts shall address the following requirements:
3.1 there exists mutual consent or assent
3.2 the parties are competent
3.3 there is lawful consideration
3.4 there is valid subject matter
3.5 it is in a form required by law
4, The Superintendent of Schools will obtain a set of standard contracts for the employment of

teachers and Principals that are developed to clearly reflect the terms and conditions required by
the Diocese. These contracts are to be reviewed by legal counsel and modified to meet the needs
of the Society.
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BUSINESS PROCEDURES: PAYMENT OF ACCOUNTS

Policy 253

The CISPG Board of Directors recognizes that in order to conduct its business, and for local school councils to
operate, the schools numerous business transactions are necessary to provide the educational and support
services of education. The Board deems it important that local school councils, as well as, its own administration

maintain payment of their accounts on a current basis.

Need for Policy

The operation of CISPG and the schools of the diocese requires the careful expenditure of funds especially on an

accurate and timely basis so as to avoid over-payment of accounts and/or service charges for late remittances.

Reference: Regulation 253
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BUSINESS PROCEDURES: PAYMENT OF ACCOUNTS

Regulations:

1. All payment of accounts are made on the basis of invoices received for verified goods and/or services
provided.

2. All accounts must be approved by the Superintendent of Schools for CISPG or by the school principal
or designate for the local school council.

3. All cheque lists should be ratified at the regular monthly meeting of the local school council.
Procedures

1. Alllocal accounts and expense claims shall be processed as soon as possible after receipt.

2. Utilities and credit card accounts shall be paid prior to penalty application dates.

3. All accounts shall be paid within thirty (30) days provided a correct invoice has been received. Only
invoices that have been verified for goods received shall be paid.
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BUSINESS PROCEDURES: TRAVEL SUBSISTENCE ACCOUNTABLE ADVANCE

Policy 255

The Superintendent of Schools may apply for an accountable advance in the amount of five hundred dollars
($500.00). The employee is responsible and accountable to the Board of Directors of CISPG for the advance that
must be paid at the time of termination of employment.
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BUSINESS PROCEDURES: CREDIT CARDS: USE AND CONTROL

Policy 260

The CISPG Board of Directors recognizes that certain major credit cards may be of assistance in increasing the
efficient use of CIS budget allocations and individual funds in meeting current travel and subsistence requirements
of employees during the conduct of CISPG business. The Board supports the use of limited credit cards for

business use.

Reference: Regulation 260
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BUSINESS PROCEDURES: CREDIT CARDS: USE AND CONTROL

Regulations:
1. The Superintendent of Schools will be issued with a VISA Credit Card.
2. The VISA card maximum limit shall not exceed five thousand dollars ($5,000.00).
3. Telephone calling cards will be issued to the Superintendent of Schools if required.
Procedures:
1. All charges are the responsibility of the cardholder until accounted for in detail to the

Superintendent of Schools and Chancellor.

2. Cardholders shall submit receipts for all fuel purchases.
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BUSINESS PROCEDURES: BUSINESS EXPENSES

Policy 262

The CISPG Board of Directors recognizes that from time to time the Superintendent of Schools may be expected to
extend courtesies to diocesan personnel during the course of visits to the schools of the diocese or when meeting
with significant business contacts with the jurisdiction. The Board recognizes that occasional nominal business

expenditures may be made in such instances.

Reference: Regulation 262
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BUSINESS PROCEDURES: BUSINESS EXPENSES
Regulations:
1. Nominal business expenditures may be incurred by the Superintendent of Schools.
2. A detailed account of the expenditure, inclusive of names and receipts, will be submitted on regular
travel and subsistence claim forms.
3. Al l ocation of a nominal hospitality budget wi

b
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BUSINESS PROCEDURES: RETENTION OF BUSINESS DOCUMENTS

Policy 265

The CISPG Board of Directors recognizes that, in the conduct of business affairs, a wide variety of official
administrative documents, records, and materials are accumulated by the Society and the schools. The Board of
Directors supports the retention, weeding, and disposition of documents in accordance with a schedule of
appropriate retention time lines. Local school councils are expected to follow a similar schedule of retention.

Reference: Regulation 265
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BUSINESS PROCEDURES: RETENTION OF BUSINESS DOCUMENTS

Regulations:
1. Documents retained over time shall be secured in an orderly, systematic manner.
2. All documents considered for disposition shall be deemed to be of no material consequence to the
Society, Board of Directors, or local school councils and schools.
3. Established retention time schedules shall be reviewed in terms of legislation or other
requirements.
Procedures
1. The Superintendent of Schools and the Chancellor or designate shall be responsible for the review
of business documents presented for disposition to ensure that they meet the retention timelines as
outlined in (3) above.
2. Disposition of documents shall be by shredding unless supervised burning is allowed.
3. Schedule for Retention of Business Documents: (a copy to be added here).

Attached Table of Retention of Business Documents



RETENTION OF BUSINESS DOCUMENTS

RETENTION (IN YEARS)

SUBJECT FINAL
GROUP SUBJECT DESCRIPTION ACTIVE SEMI- DISPOSITION
ACTIVE
ACCOUNTING Accounts Capital Expenditures 6 Indefinite
General 2 4 Destroy
Banking Cash Books 2 4 Destroy
Cheque Registers 2 4 Destroy
Receipts 2 5 Destroy
Deposit Slips 2 5 Destroy
Bank Statements 2 4 Destroy
Cheques 2 5 Destroy
General Appropriates 2 4 Destroy
Disbursements 2 4 Destroy
Encumbrances 2 4 Destroy
Signing Authorities 2 4 Destroy
Financial Auditorsbéo Re
Statements Sheets/Income Statements PERMANENT PRESERVATION
Journals General Ledger PERMANENT PRESERVATION
& Ledgers General Journal PERMANENT PRESERVATION
Subsidiary A/P & A/IR 2 4 Destroy
Inventories Perpetual Records
Physical Count Sheets 2 4 Destroy
CORPORATE Minute Books | Board Minutes & Equivalents PERMANENT PRESERVATION
(School Councils)
Boundaries Documents pertaining PERMANENT PRESERVATION
(Physical) to Catholic Independent DIOCESAN LEVEL
Schools boundaries
Taxation Original  assessment & PERMANENT PRESERVATION
GST/PST taxation records
General General Correspondence 3 4 Destroy
relative to the Catholic
Independent Schools
INSURANCE Accident
Fidelity
Fire Group Policies & related 4 6 or until
Liability suspended
Property
Claims Incident Report and other 3 14 10

documents




RETENTION OF BUSINESS DOCUMENTS i continued

RETENTION (IN YEARS)

SUBJECT FINAL
GROUP SUBJECT DESCRIPTION ACTIVE | SEMI-ACTIVE | DISPOSITION
LEGAL Claims Releases PERMANENT PRESERVATION
Compensation PERMANENT PRESERVATION
Cases (WCB) PERMANENT PRESERVATION
Contracts Government PERMANENT PRESERVATION
Employee PERMANENT PRESERVATION
Union Labor PERMANENT PRESERVATION
Vendor/Supplier 5 | 10 Destroy
Deeds/ PERMANENT PRESERVATION
Easements DIOCESAN LEVEL
Leases/ PERMANENT PRESERVATION
Mortgages DIOCESAN LEVEL
PERSONNEL Applications Persons employed by 70 years from date of birth
Catholic Independent at Local Level
Schools
Applications Persons interviewed but not 1 1 Destroy
hired
Earnings PERMANENT PRESERVATION
Payroll PERMANENT PRESERVATION
Summaries
Position
Descriptions UNTIL SUPERSEDED
Taxation
6 years in total 2 4 Destroy
PROPERTY Appraisals PERMANENT (DIOCESAN LEVEL)
Inventories Land, equipment, etc. PERMANENT (DIOCESAN/LOCAL LEVEL)
Plans/Specs Plans & Specifications PERMANENT (DIOCESAN/LOCAL LEVEL)
Repairs Major repairs as updated PERMANENT PRESERVATION
PURCHASING Vendors Acknowledgements 2 Destroy
Contracts (see Legal) PERMANENT
Correspondence 2 3 Destroy
Credit & Debit Memos 2 4 Destroy
Incoming invoices 2 ) Destroy
Price quotations 1 2 Destroy
Price catalogues 1 2 Destroy
General P.O. 0 2 3 Destroy
Capital P. O. 6 2 3 Destroy
Receiving Reports 2 4 Destroy
Purchase Requisitions 2 2 Destroy
Taxes Sales Tax Returns 2 4 Destroy
Customs Entries 2 5 Destroy
Traffic Bill of Lading
Freight bills/claims 2 4 Destroy
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DONATIONS FOR SCHOOLS

Policy 270

RATIONALE:

Catholic Independent Schools Diocese of Prince George (CISPG) encourages support from the community in the
form of donations of equipment and funds to assist CISPG schools and support student success.

DEFINITIONS:

i Do n at maamsdmoney, goods or services given to a school or CISPG without expectation of reciprocal
provision of goods or services to the donor.

This policy sets out basic procedures for the acceptance of donations and sponsorship over $10,000 to CISPG
schools. School fundraisers like galas, auctions, and dinners include multiple donors and are exempt from this
policy, as long as individual donations are less than $10,000.

GUIDELINES:

1. Donors may provide money, goods or services.

2. Donors may support school teams, bands, clubs, drama productions and other school activities, as well as
diocesan wide events, programs and activities.

3. Commercial enterprises identified with products that relate to alcohol, tobacco or enterprises deemed by
the Principal and/or the Superintendent of Schools to be harmful to the health and/or morals of youth will
not be accepted as sponsors.

4. The terms of the donation will be as agreed upon by the donor and the principal(s) of the school in receipt
of the donation. The principal shall consult with the school council prior to the donation.

5. When a donation is for the benefit of the CISPG, the terms will be agreed upon by the donor and the
Superintendent of Schools. Education partners will be consulted prior to finalizing sponsorship
arrangements in areas of a perceived sensitive nature.

6. Donors may be recognized in a manner that is mutually agreed upon by the sponsor and principal(s). The
principal(s) will consult with the Superintendent prior to agreeing on the form of recognition.

7. No portion of any donations made to schools or CISPG may be given to any employee of CISPG, player,
team coach, club/activity sponsor or volunteer. No funding may be used to recruit players for a school
team.

8. The Superintendent of Schools reserves the right at any time to review the terms of a donation, and if

deemed appropriate, require that it be revised or terminated.
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PROCEDURES:

1.

Donations become the property of CISPG or the specific school the donation was intended for, whichever is
listed in the application or agreement.

. New and used equipment, whether for in-school or out-of-school use, must be of a standard acceptable for use

in classrooms and schools and meet CISPG and Ministry of Education specifications.

The school and/or CISPG must consider costs for installation & ongoing maintenance, where applicable, to
ensure that funds are available.

Equipment must be installed according to the standards of CISPG and Ministry of Education.

Upon request, the Parish (for a school) or Diocesan Finance Office (for CISPG) will issue a receipt for the donor
for a charitable donation in accordance with Canada Customs and Revenue Agency regulations for registered
charities. In the case of a service being provided as a donation, the donor will submit an invoice for the service
and the school or CISPG will pay the invoice, and then donor can donate the value of the service back in a
written cheque to the school or CISPG, and then receive a charitable receipt for the amount of the donated
cheque.

The principal will notify the Superintendent of any item valued at more than $10,000 that is to be donated.

If the purchase involves installation of equipment, a plan for the installation must be submitted to ensure that it
meets the specifications approved for the type of installation being considered, i.e. playground equipment.

All cash donations are to be properly accounted for.

Official receipts will be issued through the Parish or Diocesan Finance Office.
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PRINCIPAL: ROLE

Policy 301

The principal is the spiritual leader, educational leader, and manager within the school. The Principal is responsible
for the day to day operation of the school in collaboration with the school staff, and in a manner consistent with the
expressed philosophy of education and policies of the CISPG, the local school councils, and Ministry of Education.

Reason for Policy

All schools are required by the Ministry of Education to designate one (1) teacher as principal.
schools the principal, in addition to being the educational leader and manager of the school, is required to assume

the position of spiritual leader of the school.

Reference: Role of Principal Part lll i C

In the Catholic
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PRINCIPAL: ROLE

Regulations:

The Principal of the school has the following responsibilities:

1. As Educational Leader of the School, the Principal will:

1.1 in matters of school climate:

111
1.1.2

1.13
1.14
1.15
1.1.6

develop and maintain an atmosphere of respect, interest, and enthusiasm within the school.
develop and maintain a positive spirit among staff, students, and public by facilitating ideas and
activities oriented to that purpose

create a positive image of the school and promote the best learning and teaching climate possible.
assume the responsibility for communication and bulletins with students and teachers.

counsel parents, students, and staff as required.

encourage parent and student involvement in the operation of the school using individuals or group
consultation, meetings, surveys, etc.

1.2 in matters of school program:

121

1.2.2

123

1.2.4
1.25
1.2.6

1.2.7
1.2.8

develop a program of instruction, in consultation with the teaching staff that is designed to ensure
maximum educational benefits for the students within the potential of the school, according to their
interests, degree of motivation and academic ability.

provide | eadership to the staff in expandin
school 6s needs and objectives wusing individ
the potential of the school.

promote the implementation of desirable educational innovations for the improvement of
instruction.

develop an efficient system for pupil and program appraisal.

recommend changes to the existing appraisal programs to meet the needs of the students.

review student evaluation programs and student progress determinants at set intervals with
members of the staff.

provide leadership in the area of curriculum implementation.

initiate and co-ordinate plans to utilize community resources in the instructional program.

g
u

1.3 in matters relating to students:

131
1.3.2

133
1.3.4

develop and implement operational guidelines in the maintenance of discipline and student control.
maintain standards of student discipline designed to command respect of students and parents and
minimize school and classroom interruptions.

provide for adequate recognition of student accomplishments.

maintain an efficient student progress reporting system to parents.
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1.4 in matters relating to staff:

1.4.1 maintain his/her own personal program of professional growth.

1.4.2 keep informed about current administrative, instructional, and organizational trends in education.

1.4.3 promote the professional growth of the school staff.

1.4.4 organize staff meetings and in-service activities for the staff, which reflects the Catholic school
mission.

1.4.5 conduct personal evaluations for all staff in accordance with established policies and regulations.

1.4.6 serve as a mentor to the vice-principal and promote a team approach to the administration of the
school.

1.4.7 provide responsibilities and rights that enhance the position of the vice-principal.

1.5 in matters relating to the community:

1.5.1 provide for liaison and communication between the school and community and staff and students,
including parent/teacher and parent/school organizations.

1.5.2 provide for liaison with other community organizations such as parish groups, service clubs,
community health organizations, etc.

1.5.3 interpret the philosophy, policy, and regulations of the school to the community.

1.6 in matters relating to the local school council and the CISPG Board of Directors:

1.6.1 implement those policies and directives of the CISPG Board of Directors and the local school
council that apply to the school.

1.6.2 assist the local school council by interpreting school concerns and needs.

1.6.3 provide information to the local school council in policy development and evaluation.

1.6.4 make recommendations to the local school council concerning policy, practice, or personnel for the
purposes of improving the quality of the school.

1.6.5 attend meetings as scheduled by the local school council and the Superintendent of Schools.

2. As Spiritual and Moral Leader of the school, the Principal will:
2.1 in matters relating to his/her personal faith commitment:

211 evolve, foster, and maintain, jointly with the st
philosophy of the school.

2.1.2 ensure that the overall tone of his/her interaction with students, staff, parents, and public is
tempered by the virtues of faith, hope, love, respect, forgiveness, and patience, reflecting the
leader model given to us by Jesus.
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2.2 in matters relating to the School and parish faith community:

221
2.2.2
2.2.3

224
225

expect, develop, and maintain a Christian atmosphere in all school interactions.

encourage teachers to reflect the Aservant | eader.

ensure that the instructional programs offered by the school present the Catholic viewpoint,
especially in regards to doctrine, ethics, and morality.

provide for in-school celebrations reflecting the unique nature of the Catholic identity.

provide for the opportunity for, encourage, and maintain liaison with the pastor, the parish, and
individual members of the faith community.

2.3 in matters relating to other school clients:

23.1

2.3.2

ensure that the members of other faiths can participate in a meaningful way, within the extent of
Canon Law, in religious celebrations.

foster an ecumenical spirit among students and staff so that persons of all faiths and creeds may
feel welcome in the school.

As School Manager, the Principal will:

3.1 in matters relating to the program:

3.1.1

3.1.2

3.1.3
3.14

prepare a master schedule for the implementation of an education program with optimum use of
the facilities and staff and daily operating schedules.

implement and enforce all local school council and CISPG Board directives, policies, and
administrative regulations, and procedures.

supervise the collection, handling, and reporting of school monies.

take responsibility for field trip allocations and supervision arrangements.

3.2 in matters relating to students:

3.21
3.2.2

3.2.3
3.24
3.2.5
3.2.6

3.2.7

establish internal procedures to monitor proper attendance and enforce all school attendance laws.
provide and maintain adequate record keeping
assure that all legal, provincial and local requirements are met.

facilitate the organization and administration of student government, student club programs, and
other student affairs and activities.

supervise the fundraising activities of student organizations.

attend to the general welfare, health, and safety of students.

hold drills as required by earthquake procedures, fire regulations, and other emergency
regulations.

check frequently on a set schedule, all fire and safety equipment.

prac
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3.3 in matters relating to staff:

3.4

3.5

3.3.1
3.3.2
3.3.3
3.34

3.35

3.3.6

secure, co-ordinate, and supervise the work of substitute teachers.

plan, or-ordinate, supervise and evaluate the work of support services.

designate curricular, extra-curricular, and out-of-class responsibilities.

delegate authority to responsible personnel in any management area and in the absence of the
principal.

ensure that the necessary safety regulations and procedures are followed in accordance with WCB
requirements.

ensure that staff handling hazardous chemicals are aware of WHIMIS requirements.

in matters relating to the school council, the CISPG Board of Directors and administration, and the
Ministry of Education:

34.1

3.4.2

3.4.3
3.4.4

ensure that the school is organized efficiently and conducted according to the regulations
governing school operations and other pertinent policies, regulations, directive, and legislation.
conduct investigations, when necessary, with respect to the following: attendance, accidents,
vandalism, security of persons and property, and as directed by the Superintendent of Schools, or
local school council.

direct the development and administration of the operating budget of the school.

supervise the preparation of all school reports.

in matters relating to the school plant, grounds, and equipment:

3.5.1
3.5.2
3.5.3
354
3.55

3.5.6

assume responsibility for the general custody of the school facility and equipment during school
hours and school activities.

approve requisitions for supplies, equipment and materials necessary for the operation of the
chool.

plan and maintain the proper inventory and utilization of school equipment, materials and property.
maintain an inventory of instructional equipment as established by the local school council policy.
make regular and thorough inspections of the school plant and school properties and report on the
need for care, maintenance, safety, and security.

ensure the buildings and equipment are maintained.
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PRINCIPAL: QUALIFICATIONS AND HIRING

Policy 302

The Board of Directors supports the recruitment and employment of qualified individuals who have demonstrated
successful experience in teaching and school administration. In addition these individuals must be active practicing
Catholics and possess the ability to provide strong Catholic leadership to the Catholic school community and parish

in the role of Principal. The following guidelines are essential to the role of the Catholic School Principal.

Reason for Policy

The importance of the role of the principal in a Catholic school necessitates the hiring of a candidate who has the
appropriate training and experience as a Catholic educator and a leader. A witness to Catholicism is paramount.

Reference: Regulation 302
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1. The Principal should meet the requirements for obtaining a British Columbia Teachers Certificate (BCCT

Certificate)

Preferred Qualifications:

agrwdE

Possession of a Masterods

Five years of successful teaching experience.
Previous successful school administration experience.
Demonstrated excellence in working and communicating with people.

Willingness to participate in Parish Ministry.

Degree or working towards

a
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The Superintendent of Schools shall be responsible for the appraisal of the school principals.

Reason for Policy

The appraisal of school administrators is a professional task and the responsibility of the Superintendent of

Schools.

The appraisal of school

For professional and legal reasons all school-based administrators should be subject to standard procedures for

both formative and summative evaluation.

Reference: Regulation 303

admini strators must include

a
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PRINCIPAL APPRAISAL

Regulations:

The appraisal for the Principal will be completed annually for the first two years and at least every fifth year

thereafter.
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PRINCIPAL: ADMINISTRATIVE TIME

Policy 304

The CISPG Society Board of Directors recommends that principals be full time administrators if they are to exercise
effective instructional leadership and provide overall supervision in their schools. However, it is realized that there
may be conditions of enrollment and/or staffing needs that require Principals to assign themselves to some
classroom instruction.

Reference: Regulation 304
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PRINCIPAL: ADMINISTRATIVE TIME
Regulations
1. The following guidelines are given to school councils in assigning administrative time to schools:
1.1 Including principal and vice-principal:

1.1.1 a basic flat minimum administrative time of 1.00 F.T.E. teacher for schools
enrolling at least one (1) class per grade. For schools having enroliment in excess
of two hundred (200) students additional administrative time will be allotted on the
basis of 0.20 F.T.E. for every one hundred (100) student unit beyond two hundred
(200). Pro-rata allocations will apply to partial units.

1.2 Notwithstanding 1.1.1 above the Principal of a school may be required to teach a portion of
the program. It is recommended that depending on circumstances that this be limited to
20%.
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VICE-PRINCIPAL: ROLE

Policy 305

A vice-principal may be designated to assist the principal in the day-to-day administrative operation of the school.

Reason for Policy

This policy recognizes and addresses the need for the following:
assistance to the principal,
substitute for the principal during his/her absence;

the provision of administrative training for career growth;
a team approach to administration of the school.

Reference: Regulation 305
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VICE-PRINCIPAL: ROLE
Regulations

The vice-principal is a member of the school administration team whose primary function is to assist the
principal. The specific role of the vice-principal will vary from school to school depending on:

1. size and specific needs of the school;
2. the percentage (%) of administration time available;
3. the skills, experience and/or preference of the school administrators.

In the absence of the principal, the vice-principal assumes responsibility for the day-to-day operation of the
school.

With respect to the duties of the vice-principal: as a member of the administrative team of the school, the vice-
principal will assume those specific duties determined by, and in consultation, with the principal.
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VICE-PRINCIPAL: QUALIFICATIONS/HIRING

Policy 306

The Local School Council in consultation with the Superintendent of Schools shall be responsible for the hiring of
local school vice-principals. Moreover, he/she shall ensure that candidates for the position of vice-principal are
practising Catholics, have a commitment to Catholic education, have demonstrated leadership potential, have
demonstrated outstanding teaching qualities and hold appropriate academic qualifications.

Reason for Policy

As a potential future principal it is imperative that candidates for the vice-principalship hold similar qualifications and
have similar backgrounds as those who aspire to the principalship. Few opportunities exist in the schools because
of the size of the school and therefore where such opportunities exist maximum benefit must be made in using
these positions as training grounds for future principals of diocesan schools.
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RECRUITMENT, SELECTION AND HIRING OF DESIGNATED STAFF PRINCIPALS

Policy 307

The Board of Directors delegates to the Superintendent of Schools the responsibility for the recruitment, selection,
and hiring of Catholic Principals for the Catholic Schools of the Diocese. While the recruitment, selection and hiring
rests with the Superintendent of Schools, the Directors supports the participation of others as outlined in the
following regulations.

Reference: Regulation 307
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RECRUITMENT, SELECTION AND HIRING OF DESIGNATED STAFF PRINCIPALS
Regulations:
1. All aspects of the recruitment process are the responsibility of the Superintendent of Schools.
2. Advertisement wil/ be prepared and circulated only

3. Costs associated with advertisement are a local responsibility and will be discussed with the local school
council at the time of the preliminary meeting.

4. The local school council members will meet with the Superintendent of Schools at the commencement of
the recruitment program to be informed of the process. They will have an opportunity to discuss the
qualities that are desired in the successful candidate, review, and make known their expectations held for
the position.

5. The staff will be provided with an opportunity by the council to discuss its expectations for the position and
also to present in written form suitable questions that should be raised during the interview process.

6. Al | applications in response to the availability
processing.

7. Applications will be screened by the Superintendent of Schools. All reference checks will be completed by
the Superintendent using a pro forma set of questions. The Pastor will make any reference checks
regarding the candidatesd pastor references.

8. A suitable candidate list will be prepared for the Committee members, which includes the Pastor, the
Chairperson of the Council or designate, and the Superintendent of Schools. The Committee will finalize a
short-list for interview purposes.

9. Candidates identified for interview at t endance wi | | be contacted by
appropriate arrangements will be completed including interview times, site, and documents for the interview
process.

10. Following the interview process the Committee will make a decision that identifies the successful candidate
who the Superintendent of Schools can recommend to the Board of Directors for either a decision or a
ratification of a decision.

11. The Superintendentds Office wildl of fer 't heumentssTheé i on
Pastor and Chairperson will provide the necessary information to complete the addendum B conditions of
the contract. No information will be released to the local Committee members until the offer has been
accepted and the contract signed.

12. The Pastor and Chairperson will be informed by the

signed so they may promulgate the information to the local school and parish community.

fr

he

a

Su

13. The Superintendentds Of fi ce hatthelpostianhas begnfiked.] candi dat e

14. All expenses incurred by the CIS on behalf of the School Council for recruitment and hiring will be a local
expense that will be invoiced for payment to the local school council.
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TEACHER IN CHARGE: ROLE

Policy 310

The Board of Directors recognizes that from time to time the principal may be absent from duty in order to attend
meetings, conferences, other obligations associated with the school, or away because of illness or leave. In the

absence of the principal, and there being no vice-principal, measures must be in place to have a teacher in charge.
On such occasions the principal determines beforehand the teacher who will be responsible during the absence.

Reason for Policy

Every school must have a teacher in charge, which is usually the principal. However, in the event that the principal
is temporarily absent, a teacher must be appointed to be in charge.

Reference: Regulation 310
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TEACHER IN CHARGE: ROLE

Regulation 310

Regulations:

1. Only a certified teacher may be left in charge.

2. One teacher shall be in charge to make decisions.

3. Remuneration shall be paid at $50.00 per day pro-rated.

4. The responsibility of the teacher in charge cannot be delegated to non-certificated personnel.

5. The principal and teacher in charge will determine whether or not a substitute teacher will be hired to teach in
place of the teacher in charge if conditions are warranted.

6. When the Principal is expected to be away for an extended period of time exceeding ten working days an
Acting Principal shall be appointed.

7. The Acting Principal shall receive an administrative allowance equivalent to 1/200"™ of the administration
allowance of the incumbent Principal.
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STAFF MEETINGS

Policy 315

The Board of Directors of CISPG approves the scheduling of regular staff meetings to be held at least once a
month during the school year.

Reason for Policy

The Board of Directors recognizes the value of staff meetings for professional improvement as well as to carry out
the goal achievement and program operational maintenance through quality communication and collaborative
dialogue.
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SCHOOL AND CLASSROOM DISCIPLINE

Policy 318

The general expectation of the CISPG Board of Directors is that the professional staff, collectively and individually,
will establish school and classroom rules and procedures that will achieve an orderly, safe, and healthy atmosphere
of learning for all students.

Reason for Policy

The Board of Directors recognizes that the activities in which students are expected to participate are many and
varied from the point of view of classroom instruction, general school organization, and extra-curricular programs.
The principal and staff of each school, collectively and individually, are expected to acquaint all students with their
expectations regarding behaviour and conduct in all school situations.
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SCHOOL CALENDAR

Policy 320

Each Principal shall prepare an annual school calendar showing the school operational and instructional days. This
school calendar shall conform to the requirements of the Independent School Act, the regulations of the Ministry of

Education, and be consistent with existing policies of the school system on school day and school year.

annual School calendar will be forwarded to the Superintendent of Schools at the beginning of each school year.

Reason for Policy

A School calendar provides the framework, which describes the general school year and allows for planning and

visitations to the schools.
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SCHOOL DAY

Policy 322

The local school council shall approve the hours and length of each day.

Reason for Policy

While schools are subject to requirements of the Ministry of Education and the policies of the CISPG, local
circumstances differ and each local school council must approve the hours of operation for their school which meet
the minimum standard while taking into account local circumstances. (e.g. busing schedules over which the council

has no control may be a factor in establishing the school day).
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SCHOOLS: SAFE DRINKING WATER
Policy 323

Rationale:
The CISPG Board of Directors recognizes that Schools must provide safe drinking water for staff and students in their

schools.

Procedures:
1. Schools will have their water tested for annually for copper and lead content by a qualified laboratory and submit their

results to the CISPG Board of Directors by the 31% of October each year.
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REGULAR INTERNAL SCHOOL AUDIT

Policy 324

The Board of Directors supports the regular auditing of internal operations of the school by the Principal and
members of the school 6s staff. Further, mai ntaining a
enhances the school as well as ensuring a positive image of the school in its community. Internal auditing should

include as a minimum recognition of the items outlined in the following regulations.
Reason for Policy

To the average parent who visits the school perhaps once or twice a year, or not at all, the school building is a
forbidding and, many times a disturbing facility. It is not always possible to make it enticing but it is possible to
make the very most of what is there. As you complete the mental tour of your school consider the way an outsider
might view your school building and the staff and students within. This regular exercise can assist the school in
being more welcoming and positive to its public.

Reference: Regulation 324 & School Questionnaire
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Regulations

1. Maintain a notebook in which the following questions can be answered and reviewed on a regular basis
with a view to improving or enhancing facets of the school.

2. Consider a budget allocation to support the promotion of the school.
3. Respond regularly to the attached questionnaire.
4. Meet as a school staff to address concerns identified by the questionnaire.

5. Make recommendations as a staff to the School Council.



Part of Policy #324

AUDIT YOUR SCHOOL QUESTIONNAIRE

EXTERIOR
1. Is the flag raised and lowered everyday the school is open? Yes No
2. Is the flag in good state of repair? Yes No
3. Are the sidewalks leadingf r om t he street to the school éds entrances
4, Is any graffiti removed from school exterior walls immediately? Yes No
5. As administrator or teacher do you do a daily check of the school grounds? Yes No
6. Are the grounds immediately surrounding the school kept tidy? Yes No
7. Are you concerned about the private property adjoining your school grounds? Yes No
8. Is there parking spaces clearly marked for visitors? Yes No
9. Are broken windows or damaged frames repaired immediately? Yes No
10. Do the windows facing the street display neatly student work? Yes No
11. Are all curtains and blinds visible from the street neatly drawn or set? Yes No
12.  Are the grounds surrounding the building well kept? Yes No
13. Are the lawns and fields cut regularly? Yes No
INTERIOR
1. What does the notice to visitors on the entrance to your school state?
2. Is it a welcoming notice? Yes No
3. Is there a directional arrow inside each external door indicating the general office? Yes  No
4, Does the entrance to your school look inviting? Yes No
5. Does the Princi p athebestranteadoa foravipitprénonmation? Yes No
6. Is the school secretary aware of the importance of PR when dealing with visitors? Yes  No
7. Do they make visitors feel welcome and do they emphasize basic courtesies? Yes No
8. Is the school visibly a people place? Yes No
9. Are there prominent displays of student work? Yes No
10. Are such displays kept neat and orderly? Yes No
11. Do you have available literature on your school for visitors to take? Yes No
12. Are visitors actively encouraged to visit your school? Yes No
13. Are the staff aware of the importance of PR and are they helpful and friendly? Yes No
14. Do you invite parents to have coffee/lunch with the students/staff? Yes No
15. Do you have students that can act as guides to show visitors your school? Yes No
16. Have you invited groups or members of the community to your school such as the Bishop, the Mayor, Knights
of Columbus, CWL members, School Council members, Parish Priest etc.? Yes No
17. Are the classrooms clearly numbered? Yes No
18. Is there a map showing the classroom layout of the school? Yes No
19. Are teachers6 names clearly wors8i bl e oWassiNbe of their ¢
20. Are the water fountains kept clean and functional? Yes No
21. Are the hallways neat and tidy and free from litter? Yes No
22. Are the lockers cleaned regularly and the doors closed when not in use? Yes No

23. Do you have a PR plan which has been developed collegially by all school staff? Yes No
24. Are boot rooms and storage areas checked regularly for neatness and garbage? Yes No

Additional checklist items can be developed for classrooms and other instructional areas by the appropriate staff.
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TRANSPORTATION: BUSING

Policy 328

The CIS Board of Directors in consultation with the respective School Councils will provide transportation for
students of St . Mar yo6s School , Sacred Hear't School and
Students from public schools and other private schools will not be eligible for ridership.

Reason for Policy

Reference: Regulation 328
Policy and Regulation 329 Transportation: Busing i Student Code of Conduct
Catholic Busing Registration Form
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TRANSPORTATION: BUSING

Regulations:

Bus Routes are established by the Transportation Coordinator and then approved by the Board of Directors.
Modifications to established bus routes may occur at the discretion of the Transportation Coordinator.

The Transportation Coordinator will consider the following factors when establishing bus routes:

1.

2.

3.

4,

5.

6.

7.

8.

9.

10.

11.

The safety of students.

Distances.

Road conditions.

Other available methods of transportation.

The number of riders.

The cost of establishing the route.

Students who require extraordinary support to travel to and from school.

The stops on the routes shall be established to provide the most efficient and cost effective manner of
transporting students to and from schools. These stops shall not be altered from year to year without due
consideration of the school and all students on the route.

Vehicles used to transport students must comply with the requirements of the Motor Vehicles Act, the
Motor Carrier Act, the School Act, and the National Safety Code, as prescribed by the Ministry of the
Solicitor General.

Eligible students must register for school bus transportation by June 30" for ridership in the next school
year. Students new to the school will be given an opportunity to register for busing at the time of their

school registration.

While being transported for extra-curricular travel or travel to and from school, students shall conform to the
code of conduct for bus students.



EDUCATION POLICY MANUAL

Category: SCHOOL OPERATIONS
Policy: 329
Approved Date: January 26, 2004

Revised Date:

Page: lof1

TRANSPORTATION: BUSING i STUDENT CODE OF CONDUCT

Policy 329

Students from St. Maryds School, Sacred Heart School and
abide by the CI'S Board of Directorsd Policy and Regul ati
annually to all students who travel on school buses in Prince George. A copy of the code shall be available on

each bus and will be reviewed by the driver with the students at the beginning of each school year. Schools out of

the Prince George area may use this Code of Conduct at their discretion.

The bus driver is responsible for the discipline of students while the students are loading, unloading and in the
school bus.

Reference: Regulation 329 and Busing Registration Form
Policy and Regulation 328 1 Transportation Busing
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TRANSPORTATION: BUSING i STUDENT CODE OF CONDUCT

Regulations:

1. Bus drivers will advise students of the Code of Conduct for Bus Students and disciplinary procedures at the
beginning of each school year and as required during the year. Bus rules will be posted on all buses.

2. Students who do not follow Bus Conduct expectations will be subject to disciplinary consequences, which
include the following:

2.1 an oral warning;

2.2 a written warning;

2.3 bus suspension for two school days;
2.4 bus suspension for five school days;
2.5 undetermined bus suspension.

3. Normally the bus driver will issue a suspension at the time of the incident. The Principal will be informed of
the suspension as soon as possible.

4, Students who have been notified of their suspension from the bus are not to be refused entry to or expelled
from a bus until the day following notice of suspension has been received by them. However, in extreme
circumstances, where student safety or damage to the bus is involved, the bus driver has ultimate
responsibility for the safety of the students and has the authority to refuse any student access to the bus.

5. The bus driver, in consultation with the Transportation Coordinator may suspend a student from future
travel to and from school. This must be communicated to the Principal as soon as possible.

6. Students suspended for bus misconduct are expected to attend school.

7. A full recovery of costs will be undertaken when
property while en route, loading or unloading.

8. Indefinite suspensions may also be issued without following the regular suspension process as a result of a

serious infraction such as:

8.1 Striking another student or the bus driver;

8.2 Flagrant disregard for the bus driver;

8.3 Fighting;

8.4 Willful damage to the bus;

8.5 Possession of drugs, alcohol or weapons on the bus;

8.6 Any behaviour that places the safety of the bus driver and/or other passengers at risk.

stud



10.

11.

12.
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Indefinite suspensions require an interview with the parent(s) or guardian(s), student, a school
administrator, and the Transportation Administrator to review the incident and to determine the duration of
the suspension, before a student can be reinstated on the bus.

An appeal of a suspension of more than two days should be made within five days of the suspension notice
date to the Transportation Administrator, who, in consultation with the Transportation Coordinator and the
Principal, shall decide on the merits of the case.

Behaviour strategies that may be used by a bus driver before the suspension process is begun include the
following, not necessarily in this order:

11.1  Discussion with a school administrator and parents or guardians;
11.2  Seat assignments;

11.3  Oral warnings to the student;

11.4  Private discussion between bus driver and student;

The objective of the Catholic Independent Schools is to provide safe transportation for all students. Every
opportunity is taken to educate students of the Code of Conduct for Bus Students and the consequences of
inappropriate behaviour.
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CODE OF CONDUCT FOR BUS STUDENTS

Catholic Independent Schools is committed to school transportation that respects three core values: SAFETY,
RESPECT and RESPONSIBILITY.

1. Students must:
€) Follow the bus driverés directions the FIRST
(b) Keep their hands, feet and objects to themselves.
(© Stay in their seats unless directed to do otherwise.
(d) Talk quietly, using only appropriate language.
(e) Be at the bus stop five minutes before scheduled leave time.
)] Not bully or intimidate others.
2. Non-registered students MUST provide a note from their parent/guardian, in order to ride on a school bus

on a once only basis (birthday party, etc.)

3. Students wanting to disembark at a stop other than their designated stop must provide a note from their
parent/guardian.

Student behaviour that contravenes these values or whose actions distract the bus driver, cause or have the
potential to cause harm or discomfort to themselves or others, is subject to disciplinary action, which includes the
following, not necessarily in this order:

(@)
(b)

(©)

(d)
(e)

An oral warning.

A written warning (bus privileges suspended until notice signed by parent or guardian and
returned by student to the bus driver.

Suspension of bus privileges for two school days.

Suspension of bus privileges for five school days.

Service suspended for an undetermined length of time (issued for repeated offences or for
striking another person, fighting, vandalism, spitting, throwing objects out bus windows,
lighting matches or other flammable objects, possession/use of laser pointer, unauthorized
use of emergency equipment, unauthorized exit through rear emergency door and other
serious contraventions of the bus rules). When a student receives this type of suspension,
parents/guardians will be contacted by the Transportation Coordinator and a meeting
arranged with the Transportation Coordinator and the Principals.

t

me



PLEASE RETURN THIS FORM BY MAY 1°" TOGETHER WITH THE RE-REGISTRATION FORM

CATHOLIC BUSING REGISTRATION

Sept 2003 7 June 2004

Parents/Guardians of students requiring bus transportation for the school year 2003 i 2004 are asked to complete
this registration form.

STUDENT INFORMATION Date:
Surname: Given Name:
School: M/F Grade:
Surname: Given Name:
School: M/F Grade:
Surname: Given Name:
School: M/F Grade:

FAMILY INFORMATION

Street Address:

City: Phone: Emergency Phone

Parent or Guardian Signature:

BUSING INFORMATION

A.M. bus # A.M. Stop # or Intersection

P.M. bus # P.M. Stop # or Intersection

Please detach the following for your information
Catholic School Bus Transportation Information Sept 20037 June 2004
1. Behavior of Students: There is no place for misbehavior in any shape or form. Students must act

in a manner that does not jeopardize their own safety or the safety of other students. At all times
they must follow the directions of the bus driver, who is in full charge.

2. The Motor Vehicle Act: A student is only allowed to bring luggage onto the bus that he/she is able
to fit comfortably on his/her lap. The Motor Vehicle Act is very explicit about carrying luggage (i.e.
ski poles, toboggans, sleds, skateboards, skates) onto the bus that will be a safety hazard to other
students in the case of an accident.

3. Be certain that your children are at the bus stop on time, at least 5 minutes before the scheduled
time. In case of delay, students should return home 15 minutes after the scheduled time. Parents
must make provision for this type of situation.

Ron Walsh
Busing Coordinator 964-5643
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WINTER WEATHER
Policy 335

Student safety shall be the primary concern that determines actions taken as a result of cold or inclement winter
weather.

Reference: Regulation 335
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WINTER WEATHER
Regulations:
1. Schools shall not be closed because of cold or inclement weather.
2. On days when student attendance is reduced substantially because of cold or inclement weather conditions

or because travel is considered treacherous, regular scheduled instruction may be modified for those
students who attend school. The administrative procedures of this policy provide assistance to the
principal and teachers in determining the educational program that will be offered.

3. School bus service in Prince George will not be cancelled because of cold weather. Other CIS schools in
the Prince George Diocese will follow the practices of the public school districts in which they reside.

4, Individual bus runs may be cancelled for the day (morning and afternoon runs) because of dangerous road
conditions. Cancellations will be announced on local radio as soon as possible after the decision to cancel
a run is made.

5. The decision to keep a student at home for the day because of winter weather conditions shall be made by
the parents.

6. Students shall not be expected to wait for a school bus for more than fifteen minutes past the scheduled
pick-up time. If the bus has not arrived by that time, students should return to their homes or to another
prearranged place of shelter.

7. Parents will be informed of these regulations annually via school newsletters in the fall and periodically
throughout the winter months.

8. All staff are expected to report for work at school unless a travel advisory is issued for the area and
the principal grants Inclement Weather Leave. Inclement Weather Leave will be granted with pay.

Inclement Weather Leave: is defined as Leave granted with pay by the Principal where there is an
inclement weather advisory issued for the area and travelling is not advised.
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WINTER WEATHER
ADMINISTRATIVE PROCEDURES:
1. On days when student attendance is reduced because of weather conditions, schools should consider the

following options:
11 Regular instruction.
1.2 Modified instruction.
1.3 Review sessions.
1.4 Work completion sessions.
1.5 Individual or small group instruction.
1.6 Special research projects.
1.7 Directed study sessions.
1.8 Multi-age grouping for instruction.
1.9 Student tutorials.
1.10  Supervised study and/or activity sessions.
1.11  Some combination of the above.
2. In advance of the cold weather months, schools should consult with parents and clearly communicate to

parents what educational alternatives the school will offer in the event of low attendance caused by
excessively cold weather.
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TEACHERS: GENERAL

Policy 401

The CIS Board of Directors recognizes that the success of the system depends upon the caliber of its professional
staff. The Board expects its teachers to witness their Catholic Faith and demonstrate the academic and
professional competence necessary to work co-operatively in the field of general instruction of pupils, motivated by
the philosophy and general educational goals of the Society, which stress the importance of each student as a

unique creation of God.
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TEACHERS: CATHOLIC
Policy 402
Rationale:
AfParents, Pastor s, and Staff coll aborate to form a commu
life, to grow in the moral l'ife of virte€lSPGnd to thrive
AfTeachers must remember that it depends chiefly on them

Gravissimum Educationis (Declaration on Christian Education, Second Vatican Council)
Procedures:

To provide an education enlightened by faith, the CISPG will employ qualified teachers who are practicing Catholics
and witnesses to the faith.

CATHOLIC TEACHERS

Catholic teachers employed by CISPG will demonstrate at all times conduct and a way of life that are
consistent with the Catholic Denominational Standards which include, but are not limited to:

1 be a living witness of the Catholic faith, through attending Sunday Mass, school liturgies & services, and
living a single or married life according to the tenets of the Catholic Church

be an active member of a parish

be committed and capable of teaching the Diocesan-approved Religious Education Program

be a Christian role model for others in the school, parish and community

exhibit exemplary attitude, ethics and moral qualities as delineated in the Independent School Teacher
Conduct and Competence Standards.

=A =4 =4 =4

The determination of what are Catholic Denominational Standards shall be the right and prerogative of the
Employer.

The primary reference for Catholic Teaching on Faith and morals is The Catechism of the Catholic Church.

A breach of this clause shall constitute just cause for dismissal.
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TEACHERS: OTHER FAITHS/DENOMINATIONS

Policy 403

Rationale:

There are occasions when qualified Catholic teachers are not available. At such times, other suitably qualified

teachers may be hired.

Procedures:

Schools may hire non-Catholic teachers on limited duration contracts when a qualified Catholic teacher is not

available.

1. Non-Catholic teachers who were employed as teachers in the Catholic Schools of the Diocese prior to 1994
and where no requirements for being Catholic were included in their employment are exempt from the
procedures of this policy during the time of their employment, excepting their recognition of the contract

conditions regarding non-Catholics.

2. Non-Catholic teachers hired since 1994 will demonstrate at all times, to the satisfaction of the employer,
respect for the aims and nature of the school and its Catholic beliefs and practices which include, but are not

limited to:
- living a single life or having a valid marriage certificate
- participate in the liturgical life of the school

- be a Christian role model for others in the school, parish and community
- exhibit exemplary attitude, ethics and moral qualities as delineated in the Independent School Teacher

Conduct and Competence Standards.

3. Non-Catholic teachers will continue to be hired on limited duration contracts of yearly terms to a maximum of
two consecutive years. Extension of terms beyond the two consecutive years must be approved by the CISPG

Board of Directors.
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TEACHERS: APPRAISAL PROGRAM
Policy 404
All teachers will receive ongoing documentation of their professional growth and contribution to their school.
(Teacher visitations, classroom observations and appraisals are of prime importance to assess the quality of
educational programming, the maintenance of a high standard of instruction, the improvement of teacher
effectiveness, and the achievement of academic excellence).
Reason for Policy:
A. Philosophy and Objectives of the Supervision and Evaluation Process

1. Teacher appraisals shall be conducted as a prime responsibility of the Principal and according to

established procedures and regulations.

2. Evaluations wil|l provide information to determine th
ability to fulfill its objectives.

3. The process will initiate, encourage, and support the on-going process of professional development.
4. The process wil/l assess a teacherds classroom perfor

5. The process will identify and reinforce teacher strengths as well as suggest appropriate measures for
teacher growth.

6. Theprocesswilassess a teachero6s personal and professional qt
and provide positive direction toward group effectiveness.

7. Evaluation will provide information to be employed in decisions regarding permanent certification, tenure,
promotion, and dismissal.

8. Supervision and improvement of instruction on a Diocesan basis is the responsibility of the Superintendent,
in collaboration with school principals.

B. Criteria for Supervision and Evaluation
1. Teacher Planning Process

2. Classroom Management and Organization

3. Teaching Skills/Strategies and Learning Activities/Atmosphere
4. Assessment Procedures

5. Professional Qualities

6. Commitment to Catholic Education

7. Teacher appraisals must include a summaryofthe i Di scussi on Questions with Past
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Procedures and Regulations

1. The Process of Supervision and Evaluation

a)

b)

c)

d)

f)

9)
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Principals shall evaluate the professional competence of teachers in a systematic way and according to
the evaluation chart of this policy and regulation.

Each new teacher to the school and each teacher who has a significant change of assignment shall be
evaluated twice in each of the first two years and at least once in the following five years. Two formal
reports will be filed following the required evaluations. These formal reports must be discussed with
the teacher and signed by the teacher. A report must be made in triplicate, one copy for the teacher,
one copy kept in the School files, and one copy sent to the CIS office within two weeks according to

dates indicated on page 5 of 5.

The Principal is responsible to ensure that the philosophy, objectives, and criteria for evaluation are
well understood by teachers prior to beginning an evaluation.

An orientation program should be provided to all teachers and especially new teachers prior to the
beginning of the school year. This will review the Diocesan philosophy, policy procedures and criteria

with respect to evaluation.

The Principal wilma k e an

nf or mal seri

es of brief Vi sits

months of the school year. The Superintendent may also visit on occasion. The primary purpose of
these visits is to provide the teacher with an opportunity to discuss areas of concern with the principal

during the initial teaching period.

Where a need for improvement on the part of the teacher is identified, a plan of action to accomplish
this improvement will be drawn up in conjunction with the teacher and the principal and with the advice

of the Superintendent.

Where weaknesses have been identified the teacher shall be given adequate time and assistance to

improve these areas.

t

(o]
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In cases where a teacher receives an unsatisfactory performance appraisal rating, additional
requirements ensure that the teacher receives the support, guidance, and monitoring necessary to
enable the teacher to improve his or her performance within a given period. The process begins after
the principal determines that the appraisal has resulted in an unsatisfactory rating.

Within 15 school days of determining that a performance appraisal of a teacher has resulted in an
unsatisfactory rating, the principal must:

1. Meet with the teacher and provide them with a copy of the performance appraisal.

2. Give the teacher written notice of the unsatisfactory rating and explain to the teacher the reasons
for the unsatisfactory rating.

3. Explain to the teacher what is lacking in his or her performance;

4. Explain to the teacher what is expected of the teacher in areas in which his or her performance is
lacking;

5. Taking input from the teacher into account, recommend steps and actions that the teacher should
take to improve his or her performance;

6. Provide the teacher and the superintendent with a brief summary, in writing, of the explanations for
the rating, what is lacking, and what is expected of the teacher in the areas where performance is
lacking;

7. Provide the teacher and the superintendent with an Improvement Plan.

(Improvement Plan T document available at the end of this Policy 404)

It is the teacherds responsibility to take the

Within 60 school days of the first unsatisfactory appraisal rating, the principal must complete a second
performance appraisal. If the second appraisal results in an unsatisfactory appraisal rating, the
principal must:

1. Meet with the teacher and provide them with a copy of the performance appraisal.

2. Give the teacher written notice of the unsatisfactory rating, explaining to the teacher the
reasons for the unsatisfactory rating;

3. Place the teacher on review status and advise the teacher in writing of this fact;

4. Explain to the teacher what is lacking in his or her performance;

5. Explain to the teacher what is expected of the teacher in areas in which his or her
performance is lacking;

6. Explain to the teacher the ways, if any, in which his or her performance has changed since
the previous performance appraisal;

7. Seek input from the teacher as to what steps and actions could help the teacher improve
his or her performance;

8. Provide the superintendent with a copy of the performance appraisal

9. Provide the teacher and the superintendent with a brief summary, in writing, of the
explanations for the rating, what is lacking, what is expected of the teacher in the areas
where performance is lacking, and the ways, if any, in which his or her performance has
changed since the previous performance appraisal.

10. Provide the teacher and the superintendent with an updated Improvement Plan.

necess
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Review status:

A teacher is put on review status when two consecutive performance appraisals result in an
Unsatisfactory rating. Whenever a teacher is on review status, the principal will:

T Monitor t hperfotmareees her 6 s

T Consult regularly with
could be taken to improve it, unless the superintendent is carrying out the functions of the

principal, in which case no consultation is required,;

1 Provide the feedback and recommendations to the teacher that the principal considers might

help the teacher improve his or her performance.

Timing of a third appraisal while on review status

the superintendent

The principal must conduct another performance appraisal during the 120 school days starting with the
day on which the teacher is advised that he or she is on review status, or before the current school

year ends.

If the third performance appraisal results in a Satisfactory performance rating, the teacher immediately
ceases to be on review status. The principal must advise the teacher in writing of that fact, and provide
a copy of the signed summative report with its notice of the latest appraisal rating. The principal and

the teacher must meet to discuss the performance appraisal.

If the third appraisal is Unsatisfactory, t h e

408, Teachers: Termination of Employment.

teacherdés empl oyment may

Teachers employed under the terms of a Probationary Contract or a Permanent contract, and whose
services are evaluated and judged to be unsatisfactory after efforts at re-mediation, shall have their

contracts non-renewed and terminated respectively. Preparation of documentation to support a nonrenewal

or termination recommendation to Pastor and School Council shall be the joint responsibility of

the Principal and Superintendent of Schools.

Criteria enunciated by the Principal in the Evaluation of Teacher Performance shall be periodically

evaluated.

regarc

be

t
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2. Two basic types of evaluations shall be employed:

a) Formative i This type of evaluation seeks to assist individuals to improve their own performance. It
provides for an interchange of ideas and suggestions that are directed towards the
improvement of the teaching/learning climate. It is concerned witht he o6doi ngo.

b) Summative i This type of evaluation is employed when a person is under consideration for purposes of
hiring, promotion, termination, certification or non-renewal of contract following the
probationary period. Wwasidgomedhcerned with Awhat

3. Classroom Visitations
The most commonly used method of teacher evaluation will be classroom visitations.

a) Informal i such visits are chiefly for information gathering or familiarization purposes and post visit
communication with the teacher may well be warranted. Informal visits are always
formative: never summative.

b) Formal i such visits may be either formative or summative. The process involved in formal visits
may provide for a preliminary discussion about the lesson(s) with the teacher either in
advance or when the evaluator arrives at the classroom. It shall necessitate classroom
observations by the evaluator, a subsequent conference with the teacher to evaluate the
lesson(s) PREFERABLY at a time when the teacher is not responsible for teaching. A
written report shall be provided by the evaluator and signed by the teacher.
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4. Report Format and Evaluation Criteria of Teacher Evaluation

The minimum report format that must be completed for each teacher evaluated shall respond to the following
categories. Completion of this report would be based on the following Evaluation Criteria for Teacher
Performance.

T INTRODUCTION
Teacher s Name
Name of School
Teacherdés Education (degree, University, date)
Teacher Certification (if temporary include dates)
Years of Experience i CIS/other
Present Teaching Assignment, may include Teaching history
Description of the Class (# of students, etc.)

EXPLANATION OF HOW OBSERVATIONS WERE MADE

TEACHER PLANNING PROCESS (Yearly and Daily)

CLASSROOM MANAGEMENT AND ORGANIZATION

TEACHING STRATEGIES, SKILLS, AND LEARNING ACTIVITIES/ATMOSPHERE ASSESSMENT
PROCEDURES

PROFESSIONAL QUALITIES/COMMUNITY INVOLVEMENT

COMMITMENT TO CATHOLIC EDUCATION

CONCLUSION

=A =4 =8 -4

=a =8 =9

O From my observations and in my professional opinion the teaching/learning situation in
(teacherds name) classroom is satisfactory.

1 SIGNATURE OF TEACHER

O (My signature only acknowledges the reading of this evaluation; it does not imply that | am in
agreement with all of its contents.)

SIGNATURE OF PRINCIPAL

DATE

= =4
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5. Documentation Procedures:

When Teacher Evaluation Reports are completed the following must occur:

a)

b)

c)

d)

e)

f)

a)

h)

The report completed by the Principal must be discussed with the teacher before it is signed.

The report is to be dated and signed by the Principal and the teacher. It should be signed in
triplicate, one copy for the teacher, one kept in the school files, and one copy sent to the CIS office.

The teacher will sign the report to signify receipt of a copy; however, this will not indicate
concurrence with the contents of the report. The teacher may react to the report or its
recommendations within five (5) school days after its receipt. A copy of the reaction is to be filed
with the report.

Teacher Evaluation Reports and Teacher Action Plans shall form part of the personnel file.

The teacherds personnel file is available upon reques
and materials in the file may be photocopied at cost to the teacher.
A teacherds fil e may b etiorpersonnehared dhe BishopNo 8thee d mi ni st r a

persons shall have access to the file unless written consent from the teacher is provided.

A teacher who is not satisfied with a summative evaluation provided by a Principal may appeal for
an evaluation provided by the Superintendent of Schools.

If a teacher is still not satisfied, he/she may appeal to the CIS Board of Directors. The CIS Board
of Directors may provide an alternate evaluator. The teacher shall receive a copy of this
subsequent evaluation.
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EVALUATION OF TEACHER PERFORMANCE

Timetable of Requirements

Teacher Type of Number (min) Report type Due Date Prior Evaluations
Classification Evaluation | of Evaluations to Due Date to CIS

Probationary Formative | Two Formal Written | November 30 | Dec 15
Contract 1styear

Feb 15¢ Feb 28~
Probationary Formative | Two Formal Written
Contract 2na year November 30" Dec 15
Change Position Feb 15t Feb 28t
Continuing Formative | At least oncein | Formal Written | March 31st Apr 15¢
Contracts Five years
For Certification | Summative | One Formal Written
Purposes
Request for Summative | One Formal Written | 30 days notice
Evaluation
Temporary Formative | One or Two Formal Written | By Request
Contract Summative CIS




The Improvement Plan must be prepared by the principal within 15 school days after the principal has
determined that an appraisal of the teacher's performance has resulted in an Unsatisfactory rating. This
plan must set out actions that the teacher should take to improve his or her performance. The principal

must seek input from the teacher as to what steps and actions could help the teacher improve his or her
performance.

Improvement Plan

Teacher's Last Name Teacher's First Name
Principal’s Last Name Principal’s First Name
Name of School Date

Description of Teacher’'s Assignment (Grade(s), Subject(s), Full-time/Part-time)




Improvement Plan

Competencies Requiring Improvement

Expectations

Steps and Actions for Improvement (teacher input must be taken into account)

Support (for example, from principal, from mentor teacher)




Sample Indicators of Success

Improvement Plan

Date of Next Performance Appraisal

Date (yyyy/mm/dd)

Teacher's Comments on the Improvement Plan

Principal’s Signature

My signature indicates that | developed this Improvement Plan with the teacher's input.

Date (yyyy/mm/dd)

Teacher’'s Signature

My signature indicates that | provided input into the Improvement Plan.

Date (yyyy/mm/dd)
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TEACHERS: HIRING AND APPOINTMENT OF PROFESSIONAL STAFF

Policy 405

Rationale:

The goal of the Society is to create a Catholic educational community in each of its schools where human culture
and knowledge, enlightened by faith, are shared in the spirit of freedom, hope, and love. The school depends upon
Catholic teachers to accomplish this objective.

In order to ensure the hiring of qualified Catholic teachers, the Superintendent of Schools is responsible for
selecting candidates who are practicing members of the Catholic Church, possessing the necessary academic and
professional preparation for their assigned teaching duties.

Procedures:
1.

Letters of Intent:

1.1

Each year by February1®each teacher will receive a letter
to renew his or her contract. By mid February
I nformationodo form indicating ei tfetréthenexthearoi nt e n:

not to return.

Advertising Vacant Positions:

2.1

2.2

All vacancies will be posted:

2.11 by the school in the parish bulletin, school newsletter and website and local papers

2.12 by CISPG at www.cispg.ca, the diocesan weekly newsletter and other forms as
determined and approved by the Superintendent

Al'l advertising will be approved by the Superi

Hiring Professional Staff:

3.1

3.2

3.3

Applicants will be screened byt he Superintendent s of fice an
placed on an Aapproved for hiringo |ist.

In consultation with the Superintendent, principals and school council members will select
candidates for interviews. The school council shall consider only candidates who have
been placed on the approved list for employment.

The Pastor, Chairperson or designate of the local school council, and Principal, will
conduct interviews. The Superintendent of Schools may also be part of the interview.


http://www.cispg.ca/
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4, Professional Qualifications:

4.1

The applicant must possess a valid teaching certificate in accordance with the regulations
of the Ministry of Education and the Teacher Regulation Branch and have competency at
the level and in the area of teaching for which he/she is being considered. Current
certification by the BC Teacher Regulation Branch is a condition of employment including
teachers holding an Independent Teaching Certificate.

4.2 The Ministry may grant letters of Permission in lieu of certification; however, annual
application for such letters for the same candidate will not be sought unless bona fide
advertisement of the position has been unsuccessful in attracting a qualified candidate.
Such advertisements must appear locally for a minimum of three (3) weeks and provincially
at least once. CISPG specific and general advertisements will be considered as part of
this search.

5. Character and Religious Training:

5.1 Demonstrate commitment and adherence of Catholic denominational standards.

5.2 Demonstrate competence to teach the religious education program approved by the
Bishop of Prince George.

5.3 Be ready to take steps to upgrade or maintain a level of religious knowledge and
understanding appropriate to a teacher in a Catholic school.

5.4 Be able to integrate the faith into the entire curriculum.

6. Other Qualifications:

6.1 Be in good health, sufficient to perform his/her duties as required; and

6.2 Be prepared to provide a copy of a recent medical examination if required.

6.3 The applicant must sign a criminal record review authorization form. The review results
must be received by the Superintendent prior to the teacher commencing work in the
school. If the employee is a BC certified teacher the Criminal Record Search is
completed by the Teacher Regulation Branch (TRB).

6.4 Professional and pastoral references;

To ensure consistency, the interview panel should follow and complete the rubric provided by the
Superintendentdés office.

7. Appointment to a Position:

7.1 Once a successful candidate has been identified, a formal offer is made by the
Superintendent.

7.2 The job offer will usually be made orally and the individual given forty-eight (48) hours to
respond. In cases where the successful applicant cannot be reached, a written offer will be
made.

7.3 The offering of the position may be delegated to the Principal in cases where the
Superintendent is not available.

7.4 The successful candidate will be provided with a contract of employment prepared and
signed by the Superintendent.

7.5 The contract will be made in triplicate with a copy for the teacher, the school and CISPG
office personnel file.

7.6 Unsuccessful candidates will be notified as soon as the appointment has been made.
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TEACHERS: JOB SHARE

Policy 406

The CIS Board of Directors recognizes that in some instances an individual is prepared to share his/her position
with another qualified individual. This arrangement is recognized as a job-share. The Board supports this type of
staff deployment subject to conditions established by regulations.

Rationale:
Job sharing is an employment strategy, which allows for two persons to share the equivalent assignment or position

of one of the persons. During times of high unemployment this has been used to assist qualified personnel in
remaining in active employment. The practice of job share on a limited basis in the school environment can be

accommodat ed, however the students6 neewhenadobdhareiatode ar e

considered.

Procedures:

Job shares involving the instruction of students may be considered by School Councils in accordance with the
following:

Definition:

A job share results when an employed individual having a full time position wishes to share part of the position with
another individual.

1. The employed individual wishing to job share should develop a proposal in writing outlining the request
to be considered including the name of the person who will share the position.

2. The job share proposal must be discussed with the Principal of the school.
3. If the principal is agreeable the proposal will be presented to the School Council.

4. The School Council will evaluate the merits of the proposal and if agreeable to the Principal give
approval of the proposal subject to the following conditions;

a. The employed individual has the position to share.
b. Both parties to the job share agree to the conditions of the School Council.

c. The School Counci kxéewd theeastefaifull-time positios. wi | | not

d. A job share is not considered two part-time positions.
5. Contract Conditions:

a. Both individuals in the job share will sign contracts that have the following conditions:

1
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If a job share results in either party deciding that he/she is not willing to continue with
his/her part of the position then the remaining party of the job share will be responsible
for the full-time position.

If the remaining employee does not wish to be responsible for the full-time position the
vacant part of the job share will be filled to the end of the current year at which time
both parties will resign and the position will be filled as a full-time position.

If the parties cannot agree with the conditions outlined in (i) and (i) above the
individual who proposed the job share will remain as the full-time teacher for the
position following signing of a full-time contract.

If a full-time employee wishes to reduce the position to part-time the Principal and
School Council must consider such request.

The Principal is responsible for the assignment of staff therefore decisions regarding
jobshareand part-t i me positions must take into
and the well-being of the students of the school.

consi
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TEACHERS: RESIGNING FROM CONTINUING CONTRACTS

Policy 407

The CIS Board of Directors recognizes that with the signing of continuing contracts that once these have been
executed the major consideration of continuance rests with the teacher unless the employer determines that the

continuing contract will be terminated for cause. Since the teacher holds the contract it is therefore imperative that
when the teacher determines that the relationship will cease the teacher must meet the following regulations:

Reference: Regulation 407
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Policy 407 Teachers: Resigning from Continuing Contracts

Page 2 of 2

Regulations:

1. A continuing contract issued by the employer continues from year to year unless terminated by the resignation
of the teacher.

2. A continuing contract may be terminated by the employer where the teacher has breached the employment
conditions.

3. A resignation must be submitted to the Superintendent of Schools no later than February 15 if it is to be
effective for the following September. This enables the Schools and CISPG to recruit dynamic Catholic
Teachers at job fairs in January and February.

4. A continuing contract may be terminated during the year on sixty days notice or for a shorter notice period by
mutual agreement between the employer and the teacher.

5. No resignation will be effective if the notice is served during a holiday period exceeding fourteen calendar
days.

6. A teacher who resigns from a continuing contract and later requests to be re-instated will not be granted

continuing contract status but may reapply for a vacancy.
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TEACHERS: TERMINATION OF EMPLOYMENT
Policy 408
The employment of a teacher may be terminated for just cause.

Reasons for Policy

The CISPG Board of Directors believes that its mandate to provide educational services to students enrolled in its
schools requires that it recognize the primacy of this responsibility. The CIS Board of Directors recognizes that
there are occasions when it is necessary to terminate employment of a teacher for just cause.

Reference: Regulation 408
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TEACHERS: TERMINATION OF EMPLOYMENT

Regulations:
1. TERMINATION OF EMPLOYMENT

1.1 The employer may terminate the employment of a teacher for just cause, s ubj ect t o
right of appeal as set out in these terms and conditions of employment.

1.2 Just cause includes, but is not limited to, actions on the part of the teacher that are contrary to the
aims and objectives of the Catholic school.

1.3 The termination of a teacher shall follow a formal evaluation process where the teacher will be
given sufficient notice of the reason for concern and be given an appropriate amount of time to
correct the situation.

1.4 The local school council may suspend a teacher pending an investigation by the Superintendent of
Schools.

1.5 Immediate suspension may take place where, in the opinion of the Superintendent of Schools, the
grounds are sufficiently serious that the continued presence of the teacher in the school may be
detrimental to the well-being of the school.

1.6 No teacher shall be terminated until an investigation by the Superintendent of Schools, or his/her
designate, has been carried out.

2. APPEAL PROCEDURE

2.1 General

2.1.1 It is recognized that differences may arise between a teacher and the employer, or the
empl oyer 0s representative, i ncluding t he
interpretation of the terms and conditions of employment and on matters of discipline
including suspensions and recommended expulsions and dismissals.

212 Where the teacher feels dissatisfied by
representative, or an interpretation of the terms and conditions of employment, the teacher
shall discuss the matter initially with the principal.

t

he

ocC
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If, under the circumstances, it is not possible to discuss the matter with the principal, or
where the discussion with the principal
satisfaction, the teacher may discuss the matter with the Superintendent of Schools or
his/her designate.

If the informal discussions with the principal, and the Superintendent of Schools, or
designate, do not resolve the matter, the teacher may, within five (5) working days of the
incident giving rise to the complaint, make a formal request, in writing, to the local school
council for a resolution of the complaint.

The local school council shall respond to the formal request of the teacher within ten (10)
working days of its receipt.

Within ten (10) days of receiving the response from the local school council the teacher
may request a review of the matter by the CISPG Board of Directors or its designated
tribunal.

Request for a review by the CISPG Board or its tribunal shall be directed through the
Superintendent of Schools who shall include his/her recommendation when the matter
goes to the tribunal.

The CISPG Board or its tribunal will respond to the teacher, in writing, within ten (10)
working days of receiving the request from the teacher.

The decision of the CISPG Board or its tribunal shall be final and binding on all parties.

Termination of Employment Appeal

221

222

In the case of termination of employment, the teacher may, within thirty (30) days of being
given notice of termination, appeal the decision of the employer directly to the CISPG
Board of Directors.

The CISPG Board of Directors will establish a tribunal, which shall be comprised of a
chairperson from outside the system, a representative of the teacher, and a representative
of the school and council. The tribunal will hear the case and make a decision on the
disposition of the termination. The decision of the tribunal shall be binding on all parties.

does
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TEACHERS: STAFF REDUCTION

Policy 409

A school may reduce the number of professional staff if it believes such reductions are necessary because of
financial exigencies and/or low enrollments, to ensure efficient functioning.

Reason for Policy

The financial resources of the school are subject to changes due to unforeseeable circumstances (e.g. reduction in
funding, sudden decline in enrollment or other emergent issues). Local school councils are limited in the options
available to them in such circumstances. One of the options that may alleviate financial difficulties is the reduction

of staff.

Reference: Regulation 409
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TEACHERS: STAFF REDUCTION

Regulations:

1. The employment of a teacher may be terminated where as a result of declining enrollment or other
operational reasons the services of the teacher are no longer required.

2. In this situation the termination of the teacher will be designated as a reduction of professional teaching
staff.

3. In the event of a prospective reduction of the number of professional teaching positions the local school
council will consult with the Principal and then advise the Superintendent of Schools in writing as soon as it
is aware that the services of some of the teachers may not be required for operational reasons.

4, The Superintendent of Schools will meet with the Principal and the local school council to develop a plan
for reducing the number of professional teaching positions. The plan will include the possible reductions
through attrition, transfers to other diocesan schools, retirement, and volunteer resignations.

5. Where the needed reduction cannot be accomplished as above the determination of which teacher(s) will

be released in order of priority shall be as follows:

the operational needs of the school

Catholicity of the personnel

the skills and qualifications of the teacher(s)

the level of performance as determined by performance appraisals

the length of service

all factors being equal the release of teachers will be in the reverse order of length of service.
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TEACHERS: TEACHER MOVING EXPENSES

Policy 410

The CIS Board of Directors recognizes that hiring incentives may assist in the recruitment of staff during times of
short supply of suitable candidates. The provision of funds to cover moving expenses for teachers is not normally a
practice that is available to teachers. In times of recruitment difficulties however, travel and subsistence costs may
be partially supported by a School Council. Individual cases will depend on distance to travel and # of local

candidates.

Reference: Regulation 410
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TEACHERS: TEACHER MOVING EXPENSES

Regulations & Guidelines:

1.

Where a teacher is seeking a transfer from one school to another no financial assistance is available to
cover travel or moving costs.

Relocation programs may be available through Human Resources Development Canada.

Moving expenses are tax deductible under the rules and regulations of Canada Customs and Revenue
Agency (CCRA).

The Superintendent of Schools will approve all payments of any moving expenses by School Councils.
The amount will be up to a maximum of 50% or $2,000, whichever is the lesser amount.

The teacher may request an advance of up to 50% of the net of the 1 mont hés sal ary
available after the first week of September.

t ha



EDUCATION POLICY MANUAL

Category: PERSONNEL
Policy: 411
Approved Date: January 26, 2009

Revised Date:

Page: lof 1

TEACHERS: EXPECTATIONS OF PART-TIME TEACHING STAFF

Policy 411

Expectations of part-time teaching staff and extra pay for additional time worked.

All part-time teaching staff will be paid the pro-rated yearly salary amount for the additional time they are required to
be at work during the regular school day. This additional time is beyond their part-time contractual hours.

Reason for Policy

CISPG believes that in order to meet the needs of the school, there are times that part-time teaching staff are
required to be at work outside of their regular teaching schedule. CISPG further believes in paying part-time
teaching staff for these additional hours that are required during the regular school day.

Reference: Regulation 411
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TEACHERS: EXPECTATIONS OF PART-TIME TEACHING STAFF

Regulations:

The principal will inform part-time teaching staff what days beyond the regular part-time schedule will be
mandatory. Mandatory days will include Diocesan Assembly, staff retreat, school start-up sessions, staff meetings

held during regular school hours and other times as determined by the principal.

After school meetings, report card distributions etc., are activities that are required to meet the needs of the school

and do not necessitate additional compensation.
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TEACHERS: RESPONSIBILITIES

Policy 412

Part of a teacherdés professional
proper functioning of a school, to serve on committees involved in curriculum development, to participate in
parent/teacher organizations and functions, and to assist with the extra-curricular programs of the school.
Teaching staff are required to attend activities, events and meetings as determined by the principal.
days and events include, but are not limited to, Diocesan Assembly days, staff retreats, school start-up sessions,

and staff meetings.

Principals will strive to equalize such responsibilities among the total staff.

Reason for Policy

The prime responsibility of a teacher is to teach the children in his/her care. An extension of this responsibility is the

responsibility i

involvement of teachers in some of the many activities required to meet the needs of the school.

Mandatory

t
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EMPLOYEES: SOCIAL MEDIA
Policy 414
AfiThe issues are not principally technological élt is in
discernment, to use modern technologies and social networks in such a way as to reveal a presence that
|l i stens, conver ses~Ropedraeciscour ages. 0
Rationale:

Definition of Social Media:

Social media is defined as any form of online publication or presence that allows end users to engage in multi-
directional conversations in or around the content of the website. Social media includes but is not restricted to
Facebook, MySpace, Nigh, Twitter, Second Life, YouTube, blogs, wikis, social bookmarking, podcasts, forums,
content communities, email and messaging.

Introduction

The Catholic Independent SchooCISPGD) oresegponiz®si nbe Gmpongt
empl oyees with a clear understanding of the i mpact of U s
worl dé, the | ines between public and private, nenployeenal arf
are social networking on their own time, they may be identified as working for and sometimes representing the

CISPG in their online communications.

We recognize the use of social media and networking as one means of communicating in the online world.

However, we also recognize that the inadvertent misuse of social media by employees has the potential to put the

reputation of the CISPG, its schools and its employees at risk. The following policy has been established to ensure

best practices and mitigate both the CISPGand empl oyeesd exposure to risk.

Teachers employed by CISPG are required to adhere to the BC Teaching Standards as published by the BC

Teacher Regulation Branch, specifically fAEducators act with integrity
profession. They understand that their individual conduct contributes to the perception of the profession as a

whole. Educators are accountable for their conduct while on duty, as well as off duty, where that conduct has an

effect on the education system. Educators have an understanding of the education system in BC and the law as it
relates to their dutieso.

All employees are reminded of the CISPG Catholicity clause in their contracts of employment when participating in
all forms of social media.
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Code of Conduct for Employees: Social Networking

Procedure:

General

1.

Use good judgment. Think about the type of image or information you want to convey. You are
responsible for your online communications.

As role models for students and a representative of the CISPG and the school, you must ensure that your
use of social networking, even on your personal time, does not reflect negatively on your professional
reputation or that of the CISPG or which are contrary to the teachings of our Catholic faith.

Use only school-sanctioned sites and tools or other school-approved means of communicating online with
students and parents. All communication with students and parents should be formal, courteous and
respectful and should pertain to school related matters.

Respect the law in relation to your online communications. Protect the confidentiality of information
regarding students and their families. Ensure compliance with copyright requirements. Do not make
comments online which are defamatory of others.

Specific

1.

10.

Avoid impulsive, inappropriate or heated postings. Remember that what you post may be viewed and
archived permanently online.

Monitor all content you or others post to your personal social media accounts to ensure that it is consistent
with your role in the CISPG and professional standards. Remove any material which is inappropriate or
contrary to this policy.

Online activities must not interfere with the performance of your job or your effectiveness as an employee
of the CISPG.

Online communications should reflect the principles of honesty, respect, responsibility, and consideration of
others.

Do not disclose any confidential or personal information about students or their families in online
communications. Do not post photographs or videos of students without the written permission of the
parent/guardian.

Social networking sites and online postings are not necessarily private. Never criticize students, fellow
employees or the CISPG on online sites.

Use dedicated CISPG sites and tools for online communications with students and parents. Should you
wish to create other sites and/or use other online forums for communicating with students, you must obtain
approval from parent/guardian. All sites and online forums for communicating must comply with this Policy
and access must be appropriately restricted (e.g., to students assigned to your class or activity).

Do not request or accept any current or former minor student (person under the age of 19 years) as
6friendsd on s ocilmthe case df & studdni nmrgpr whd is sefamily member, it is okay to

6friend themd with the r ethemmhyeun tegponsilmlity astah anploygeofor a i

Catholic school system and that you ensure posts and links are appropriate.

Do not exchange personal phone numbers, email addresses, or photographs with students, except if the
students are your own relatives.

Ask friends not to tag you in any photos or videos without your permission and remove anything that is not
appropriate to your role in the CISPG.

Contraventions of this Policy may result in discipline, up to and including dismissal.

nfor
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ASSIGNMENT OF POSITION AFTER RETURN FROM LEAVE
Policy 417
The CISPG Board of Directors recognizes that a teacher who is eligible for and granted a leave for maternity,

educational purposes, family, or other consideration wild/|
the following regulations.

Reference: Regulation 417
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Regulations:

1.

Maternity Leave T- In the case of an early return from a maternity leave, or other special situation, a
teacher may return to duty earlier than provided in the agreed upon leave, subject to an equivalent notice
period to terminate the contract of the replacement teacher. The return from maternity leave or family leave

shall be to a position of equal FTE that the teacher is qualified for as determined by the principal.

The teacher returning from a leave of (10) ten months shall be offered a position they are qualified for and
equal to the same FTE prior to their leave. The (10) ten months of leave refer to a consecutive academic

school year.

A teacher returning from an extended leave of more than ten (10) consecutive teaching months shall return

to a position they are qualified for with the same FTE prior to their leave.
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TEACHERS: EMPLOYEE RECOGNITION

Policy 419

The CISPG Board of Directors believes in the value of recognizing meritorious and dedicated service to the schools
of CISPG. Therefore, CISPG Board of Directors encourages local school councils to recognize and honor long

service and retiring employees.

Reason for Policy

The recognition of long-service and retiring employees provides an opportunity to publicly acknowledge individuals
for their dedication to Catholic schools in the Diocese, as well as be a model of encouragement and motivation for

other staff.

Reference: Regulation 419
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TEACHERS: EMPLOYEE RECOGNITION

Regulation:
Long service employees shall be recognized by Catholic Independent Schools Society by presenting a CIS service
pin for five, ten, fifteen, twenty, and twenty-five years of service to support staff in schools under the jurisdiction of
the Society.

The CISPG will share in the cost of a gift for an employee who has served CIS for twenty-five years.

The CISPG Board of Directors may, at its discretion, make special awards not specifically identified in this policy.
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CRIMINAL RECORDS REVIEW AUTHORIZATION

Policy 420

In order that the requirements of the Law be carried out in its schools the CIS Board of Directors requires that all
empl oyed personnel wh o ar e in a fAworking with childre
Authorization according to the attached regulations.

Reason for Policy:

The CISPG Board of Directors recognizes that the purpose of the BC Criminal Records Review Act is to help
protect children from physical and sexual abuse. Notwithstanding, the Law requires compliance for employees and
it is the direction of the Bishops of British Columbia through the CISCBC that we must go beyond meeting the
requirements of the Law and require that children are safe in our Catholic school environments.

Reference: Regulation 420
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CRIMINAL RECORDS REVIEW AUTHORIZATION

Regulations:

To comply with the Law and the requirements of the Policy the following regulations will apply:

1.

All members of the British Columbia College of Teachers will meet the requirements through that
governing body.

All teachers holding certification or authority to teach under the Independent Schools Branch must
complete and sign a Criminal Records Review Authorization.

Individuals must sign a Criminal Records Review Authorization prior to commencement to work.

Individuals who will not meet the requirements of this policy cannot be employed in any of the
schools under the jurisdiction of CISPG.

Individuals who have a relevant criminal record will not be employed and if they have commenced
employment that employment will be cancelled.

In instances involving local adjudication or where the Employer will make a decision, this decision
will be made by the CISPG Board of Directors.

When Someone is a Risk

Duties of Employers

1. If the individual is an applicant for employment, the employer must ensure that the individual is not hired for
a job that involves working with children.

2. If the individual is an employee, the employer must ensure that the employee does not work with children.
This may mean the employee is terminated, given leave, or other options, which ensure that the employee
does not work with children.

3. If the individual is also a member of a governing body, the employer is notified by the governing body that
the employee has been found by an adjudicator to present a risk of physical or sexual abuse to children,
the employer must immediately ensure that the employee does not work with children.
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New Convictions or Outstanding Charges

Duties of Employees

1.

If an employee who is working with children is charged with or convicted of a relevant offence subsequent
to a criminal record check, the employee must promptly report the charge or conviction to their employer
and provide the employer with a signed Criminal Record Check Authorization Form.

Duties of Employers

1.

When an employer becomes aware that an employee who works with children has an outstanding charge
for, or has been convicted of, a relevant offence, the employer must require the employee to provide a
signed Criminal Record Check Authorization Form for a further criminal record check.

If the employee is also a registered member, the employer must take reasonable steps to notify the

regi stered memberés governing body that it has taken

The Criminal Records Review of all personnel involved in a working with children environment under the jurisdiction
of CISPG is administered by the Superintendent of Schools. Authorizations are forwarded to CIS attention
Superintendent of Schools.

Any additional information or clarification of the requirements of this Policy and Regulations can be obtained by
contacting the Superintendent of Schools.
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SUPPORT STAFF: HIRING AND APPOINTMENT

Policy 422

The hiring of support staff is the responsibility of the local school council and principal. The hiring process shall be
conducted in accordance with regulations and procedures established by the Superintendent of Schools.

Reason for Policy
Support staff are accountable to the local school principal. As a result of this relationship the principal has been

given the responsibility for the selection and appointment of all support staff.

Reference: Regulation 422



EDUCATION POLICY MANUAL
Category: PERSONNEL
Regulation: 422
Approved Date: Probationary Approval
February 29, 2000
Revised Date: Working Policy June 11, 2001
Page: lof 1

SUPPORT STAFF: HIRING AND APPOINTMENT

Regulations:

2.3

2.4

Hiring: General

1.1

1.2

1.3

1.4

Notice of vacancies within the CISPG Society organization will be circulated to all schools
within ten (10) days of the position becoming vacant.

Successful applicants will be required to sign a criminal record review authorization.

All newly hired support staff will be on a three (3) month probationary period. On the
satisfactory completion of this period, employment will be considered as continuing subject
to the terms and conditions of employment in the policy, regulations, and procedures of
CISPG Society Board of Directors and local school councils.

If, upon completion of the evaluation, performance is rated less than satisfactory the
probationary period may be extended to six (6) months at the discretion of the employer, or
the employerdés designat e.

Hiring: Procedures

2.1

2.2

Resumes will be reviewed by the school principal and selection committee.

The selection committee will conduct the interview. The committee will normally be
comprised of:

2.2.1 thelocal school council human resource representative;
2.2.2 the parish priest, or representative;

2.2.3 other, according to position under consideration; and
2.2.4 the school principal.

The Selection Committee shall in consultation with the School Council make a decision to offer a
position.

Once the successful candidate has accepted the position the unsuccessful applicants will be
notified, in writing.
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TEACHERS: PROMOTIONS
Policy 423 RESCINDED

This Policy has been Rescinded as of March 8, 2018. The relevant points are included in Policies 402, 403
and 405.
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SUPPORT STAFF: APPRAISAL PROGRAM

Policy 424

The Superintendent of Schools will ensure that a program of appraisal for all support staff is carried out.

Reason for Policy

The development and availability of a competent, responsible support system is essential to the smooth functioning
of a school system. The process of appraisal and evaluation provides a record of the required performance while
providing incentive to the employee to maintain and improve the required level of service.

The CISPG Society Board of Directors expects all employees to make continuous efforts to improve their work and
expects their supervisors to assist them through supervision and evaluation.

Reference: Regulation 424
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SUPPORT STAFF: APPRAISAL PROGRAM
Regulations
1. General
11 Each support staff member will be evaluated, in writing, at least once annually for the first
two years of employment and at least every third year thereafter.
1.2 Additional evaluations may be made as the circumstances warrant.
For the purposes of reporting, the following groups of support staff will be evaluated within the
designated schedule.
2. With respect to school-based support staff:
21 secretaries; caretakers; custodians; aides; clerks; maintenance staff.
2.2 there will be a formal report at the end of the three (3) months probationary term of
employment.
3. With respect to CISPG office staff
3.1 CISPG office staff includes secretarial and clerical staff.
3.2 there will be a formal report at the end of a three (3) months probationary term.
4, With respect to the appraisal process:

4.1 the person to whom the employee is responsible will make the appraisal.

4.2 the appraisal wi || cover the areas to be eval
description.

4.3 a copy of the evaluation report will be signed by and given to the employee being
evaluated.

4.4 a copy of the evaluation report wild.l be retain
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SUPPORT STAFF: TERMINATION OF EMPLOYMENT

Policy 425

The employment of a support staff member may be terminated for just cause.
Reason for Policy

The CISPG Board of Directors recognizes that there are occasions when it is necessary to terminate the
employment of a support staff member for just cause.

Reference: Regulation 425
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SUPPORT STAFF: TERMINATION OF EMPLOYMENT
Regulation

Except where termination for just cause applies the following notice of termination will be given by the
employer as outlined in the Employment Standards of BC.

Appeal Procedures
1. General

1.1 It is recognized that differences may arise between the employee and the
empl oyer, or the empl oy e thé lscalrsahgolrceuncd,rom at i v €
the application and interpretation of the terms and conditions of employment and
on matters of discipline and dismissal.

1.2 Where an employee feels dissatisfied by the action of the employer or the
representative of the employer or an interpretation by the employer of the terms
and conditions of employment, the employee shall first discuss the matter with the
school principal.

1.3 If, under the circumstances, it is not possible to discuss the matter with the
principal or where the discussion with the principal does not resolve the matter to
t he empl oyeeds satisfaction, t he empl oy ee
Superintendent of Schools or designate.

1.4 If the informal discussions with the principal, and the Superintendent of Schools,
do not resolve the matter, the employee may, within five (5) working days of the
incident giving rise to the complaint, make a formal written request to the local
school council for a resolution of the complaint.

15 The local school council shall respond to the formal request of the employee within
ten (10) working days of its receipt.
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Within ten (10) days of receiving the response from the local school council the
employee may request a review of the matter by the CISPG Board of Directors.

Requests for a review to the CISPG Board of Directors shall be investigated by the
Superintendent of Schools who shall submit his report and recommendation to the
CISPG Board of Directors.

The CISPG Board of Directors will respond within ten (10) working days of
receiving the request for a review.

The decision of the CISPG Board of Directors will be binding on all parties .

Termination of Employment Appeal

4.1

4.2

4.3

In the case of termination of employment, the employee may, within thirty (30)
days of receiving notification of termination, appeal the decision of the employer
directly to the CISPG Board of Directors.

If the CISPG Board upholds the termination the matter may, at the request of the
employee and where the employee agrees to be bound by the result, be submitted
to the appeal tribunal established for this purpose.

The CISPG Board of Directors will appoint the appeal tribunal and it will include:
4.3.1 one (1) chairman annually appointed from outside the school system;

4.3.2 one (1) member at large from the diocesan community; and
4.3.3 one (1) member recommended and appointed on behalf of the employee.
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SUPPORT STAFF: EMPLOYEE RECOGNITION

Policy 426

The CISPG Board of Directors believes in the value of recognizing meritorious and dedicated service to the schools
of CISPG. Therefore, CISPG Board of Directors encourages local school councils to recognize and honor long

service and retiring employees.

Reason for Policy

The recognition of long-service and retiring employees provides an opportunity to publicly acknowledge individuals
for their dedication to Catholic Schools in the Diocese, as well as be a model of encouragement and motivation for

other staff.

Reference: Regulation 426
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SUPPORT STAFF: EMPLOYEE RECOGNITION

Regulation
Long service employees shall be recognized by Catholic Independent Schools Society by presenting a CIS service
pin for five, ten, fifteen, twenty, and twenty-five years of service to support staff in schools under the jurisdiction of
the Society.

The CISPG will share in the cost of a gift for an employee who has served CIS for twenty-five years.

The CISPG Board of Directors may, at its discretion, make special awards not specifically identified in this policy.



Category:
Policy:

Revised Date:

Page:

Approved Date:

EDUCATION POLICY MANUAL
PERSONNEL

427
April 21, 1997
March 11, 2011

lof 1

SUPPORT STAFF: REDUCTION OF

Policy 427

A school may reduce the number of support staff if it believes that such reductions through restructuring may be

necessary to ensure efficient functioning and viability of the school.

Reason for Policy

The financial resources of the school are subject to changes due to unforeseen circumstances (e.g. reduction of
funding, sudden decline in enrollment or emergent issues). Local councils are limited in options available to them
in such circumstances. One of the options that may alleviate difficulties is the reduction of staff through re-

structuring.

Reference: Regulation 427
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SUPPORT STAFF: STAFF REDUCTION

Regulations

The school council shall identify the aim or purpose of the restructuring of its operation and formulate
a plan to meet the aim or purpose.

In the preliminary step the council shall consider the financial constraints that must be met, the
changes in the functions that no longer have to be met, program changes, loss of students who were
served by the program, or a change in the services that are required.

Once the aim or purpose has been identified, a plan for the restructuring of the organization should
be developed.

The existing staff shall be provided with an opportunity for input as well as other relevant parties.
Alternative plans shall be developed as part of the response. Job sharing may be a considered
option for staff reduction.

When the proposed restructuring is under consideration the positions shall be identified but not the
personnel for those positions.

Once the restructuring plan has been developed a process must be used to place the personnel in
the positions. Two factors that limit the process are:

9 existing contractual arrangements;
1 Employment Standards Act regarding severance provisions for employees who suffer a
loss of position when work ceases to be available.

In determining who is placed in a position, it is important that the process is fair and open.
Employees may be provided with the opportunity to express their preference.
Criteria for the positions would include:

operational needs of the school;

Catholicity of the personnel

gualifications: training and experience

level of performance as determined by performance appraisals
length of service (number of years in the school)

=A =4 =4 -8 -9
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10. Where job sharing is considered as an option to reduce staff the following conditions will be

followed:
10.1  Job sharing will provide one (1) full-time position to be split between two (2) employees.

10.2  Employees involved in a job share must be compatible and capable of working together to
meet the requirements of the position.

10.3  An agreement shall be signed between the two (2) employees and the employer which
clearly states that in the event that one of the employees decides to resign the remaining
employee shall become a full-time employee and the job shared position will be
discontinued. Further, in the event that the remaining employee does not want to become
full-time the employee agrees to resign thus allowing the position to be filled by one (1) full-
time employee.

10.4  Where job sharing is allowed the conditions shall be mutually agreed to by all parties.

11. Personnel displaced by the restructuring will be the first called for substitute work or for future
suitable employment.

12. Severance arrangements may be required in some instances.
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SUPPORT STAFF: LEAVES OF ABSENCE

Policy 428

Support staff requests for special leaves of absence will be considered by the local school council on an individual

basis.

Reason for Policy

The CISPG Society Board of Directors recognizes that support staff may from time to time require leaves of
absence for personal reasons other than those that may appear in the terms and conditions of employment or
policy. However, the interests of the students enrolled in the schools of the Diocese, must be considered
paramount in all decisions of the local school council regarding support staff leaving the school for short or

extended periods of time.

Reference: Support Staff Employment Plan i Section 5: Leaves of Absence
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SUPPORT STAFF: REPLACEMENTS AND SUBSTITUTES

Policy 429

The CIS Board of Directors recognizes that from time to time replacement personnel or substitute personnel may
be required to provide services to the school during times when the incumbent is away due to illness, family
responsibilities, leaves of absence or other circumstances. In such cases the Principal will determine the need and
the employment of replacement or substitute personnel in accordance with the following regulations and guidelines.

Reference: Regulation 429
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SUPPORT STAFF: REPLACEMENTS AND SUBSTITUTES

Regulations and Guidelines:

1.

Support staff replacement and substitution includes teacher aides, clerical personnel, library aides or library
clerical, school secretary, bookkeeper, school secretary/bookkeeper, custodian and maintenance personnel.

In order that qualified and approved personnel are available, the Principal will advertise in the Parish
community for individuals who are interested and available for replacement or substitution work at the school.

The Principal, Pastor, and School Council Chairperson or designate, will interview the applicants for the various
positions that may require substitutes and will determine approved candidates for employment.

When a replacement or substitute is required the Principal will hire only approved candidates from the
committee developed list.

The replacement and substitute list will be updated in September of each year.

All replacement or substitute personnel must meet the requirements of the criminal record review prior to
employment.

Approved replacements and substitut es rdfprowwdng toeniralividpa ar 6 s
indicates in writing that he/she is available according to the information provided at the interview.
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TEACHERS: REPLACEMENTS AND SUBSTITUTES

Policy 429.1

The CIS Board of Directors recognizes that from time to time that a teacher may be away from duty because of
illness, work related activities, family responsibilities, and for a variety of other reasons. The Directors expect that
the incumbent will be replaced with a qualified substitute teacher. When this is not possible, arrangements will be
in place to have as a minimum a classroom supervisor who is under the direction of the Principal. The Principal will

maintain an approved list of available qualified substitutes and classroom supervisors.

Reference: Regulation 429.1
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TEACHERS: REPLACEMENTS AND SUBSTITUTES

Regulations and Guidelines:
1. Substitute teachers and classroom supervisors will be hired from the approved list by the Principal.

2. The Principal will advertise for qualified teachers who are willing to substitute at the school. Qualifications,
reference checks, pastorés reference check and cri minal

3. The candidates who apply will be interviewed by the Principal, Pastor, and School Council Chairperson or
designate.

4. An approved list of substitutes will be developed following the interviews.
5. The Principal will hire substitutes only from this list.

6. The substitute list should be developed in late August with occasional further notice in the Parish bulletin to
enhance the list during the year.

7. Approved classroom supervisors should be identified using a similar process.

8. Criminal record reviews are mandatory for anyone who is employed in a working with children environment.
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TEACHERS: SUB TEACHER REMUNERATION

Policy 429.2

The CIS Board of Directors recognizes that from time to time substitute teachers are required to replace incumbent
teachers who are unable to report for duty because of illness and other recognized absences. In order that
students are provided with regular instruction substitute teachers are required to replace the absent teacher.
Substitute teachers will be hired and compensated in accordance with the following procedures and regulations:

Reference: Regulation 429.2
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TEACHER: SUB TEACHER REMUNERATION

Regulations and Procedures:

1.
2.
3

Substitute teachers will be employed as the first option to an absent teacher.

An appropriate substitute list will be maintained to ensure that substitutes are readily available.

Substitute teachers will be paid a rate of dollars inclusive of vacation and statutory holiday pay for
each day of substitution. This per diem rate shall be decided by the local school council and the rate shall
be less than the per diem rate of a beginning level four and step zero teacher.

If the same substitute is employed in the same assignment for ten (10) or more consecutive days the
substitute shall be paid according to his/her qualifications commencing on the eleventh day and calculated
retroactively to the first day. On the eleventh day the substitute teacher shall be put on a temporary
contract.

If the absence of the incumbent teacher is expected to be of a long duration the substitute will be hired
under a temporary contract.

Schools within the same Public School District shall maintain the same rate of substitute remuneration as
other Catholic Independent Schools within the same District.
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PERSONNEL RECORDS

Policy 430

The Superintendent of Schools will develop, administer, and maintain a standardized system of personnel records
at the diocesan and school levels which will provide for completeness, currency, accuracy, security, and

confidentiality.

Reason for Policy

The effective operation of the school system requires personnel records for a wide variety of purposes. However,
the type of information required in these records can be sensitive in nature with respect to employees. Therefore, a
balance must be maintained between keeping and using personnel records and ensuring their security and

confidentiality.

Reference: Regulation 430
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PERSONNEL RECORDS
Regulations
1. With respect to the collection of information for personnel records
1.1 The Superintendent of Schools will ensure that the necessary information regarding school
personnel is compiled and maintained.
1.2 No information will be collected about employees without either:
1.2.1 that information being previously authorized as required by the CISPG Society or
Ministry of Education. [see Regulation 414 (2)]
1.2.2 their informed consent. [see Regulation 414 (3)]
1.3 Where the Superintendent of Schools has not authorized the gathering of a specific type of
information, then the prior informed consent of the employee will be required.
14 Supervisors may maintain personal and confidential files containing notes and other
memory aids for their own use in assisting employees.
NOTE: Any and all such notes will be considered the personal property of the supervisor.
2. The following information will constitute authorized records for which information may be gathered

without prior consent of the employee:

2.1
2.2
2.3
24
25
2.6
2.7
2.8
2.9
2.10

contractual and employment arrangements.

personal identifying information.

prior education, training and experience.

religious affiliation.

marital status.

benefit plan data.

written evaluations, as provided for in the CISPG Society policies.
correspondence between the school system and the employee.
data legally required by other government agencies.

materials related to professional development and achievement.
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2.11  One (1) record file will be maintained by the school for each teacher which will contain the
information in 2.1 to 2.10 and:

2.11.1 payroll information
2.11.2 correspondence between the employee and the school
2.11.3 record of accumulated sick leave
2.11.4 copies of medical certificates
Empl oyeeds consent for the gathering of informat

above, will be secured in the following manner:

3.1 The employee will sign a consent form indicating the nature of the information and the
reason for requiring it.

With respect to administration of personnel records:

4.1 The Superintendent of Schools will be responsible for record maintenance, security, and
access at the diocesan level.

4.2 The principal will be responsible for record maintenance at the school level.

4.3 The Superintendent of Schools will be responsible for all the training of personnel for all
aspects of record management.

With respect to security and confidentiality of information:

5.2 Personnel records will be kept under lock and key when the direct supervision of the
records by the person responsible is not possible.

With respect to access to personnel records:

6.1 Upon request to the Superintendent of Schools, the employee, or his/her duly authorized
representative shall have the right to examine the contents of his/her personnel file, except
for confidential letters of reference. Such examination shall be in the presence of the
Superintendent of Schools or his designate. The employee shall not be allowed to remove
his/her personnel file, or any part thereof, from the office of the Superintendent of Schools
or designated area or the school of employment. Upon written request, the employee shall
be able to obtain copies of the documents to which he/she has right of examination.

6.2 Employees will have the right to challenge the validity of any data contained in their
personnel file.
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Confidential letters of reference received in relation to the appointment of an employee
shall be confidential and shall not be shown to the candidate before, during, or after
employment.

An employee shall have the right to obtain the names of all the authors of confidential
letters (or assessments) held in his/her personal file.

The Superintendent of Schools or a Prin
permanent file to authorized diocesan/school personnel for the purpose of administration.

With the respect to the release of information:

7.1

7.2

7.3

7.4

7.5

Authorized system/school personnel will not divulge, in any form to any person, any
information contained in personnel records except:

7.1.1 with the approval of the Superintendent of Schools or school principal.
7.1.2 asrequired by law, in compliance with a judicial order.
7.1.3 in compliance with the orders of administrative agencies where those agencies
have the power of subpoena.
7.1.4 with the written consent of the employee specifying:
7.1.4.1 the records to be released;
7.1.4.2 to whom the records are to be released; and
7.1.4.3 whether the employee requires a copy of the records that have been
released.

Where information has been released, the employee will be provided with a copy of the
information upon request.

The system and/or school may provide anonymous data from its employee records for
approved research purposes, without consent where there is no possibility of identifying
any individual through the release.

Where the identification of individuals is legally required, with or without consent,
employees will be informed of the specific information that has been provided.

NOTE: The diocese and/or the school may in instances release information on individuals
to governmental agencies (local, provincial, federal).

The Superintendent of Schools and/or the
request for the release of information to other persons or agencies.

cipal

pr i
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TEACHER EMPLOYMENT PLAN

Policy 432

The Board of Directors recognizes the need to establish a Teacher Employment Plan that outlines the working
conditions and benefits that are available to professional teachers who are employed in the Catholic Schools

throughout the Diocese. The Teacher Employment Plan outlines benefits available to all teachers in accordance
with the following regulations:

Reference: Regulation 432
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TEACHER EMPLOYMENT PLAN

Regulations:

1. If a difference exists between the Teacher Employment Plan and one or more policies, the Teacher
Employment Plan supersedes the policy/policies.

2. The Teacher Employment Plan applies to all teachers hired to teach in the Catholic Schools of the Diocese.

3. If a benefit exists in the Teacher Employment Plan that is less than a benefit required by Employment
Standards the teacher will be entitled to the benefit as defined by the latter.

4. The CIS Board of Directors may review annually the recommendations to the Teacher Employment Plan as
presented by the teachers and Local School Councils through the office of the Superintendent of Schools.

5. Teachers who are currently receiving compensation beyond the grid placement that they are entitled to
under the employment planés qualification requirement
salary entitlement according to the plan, exceeds their red circle placement.

6. New teachers to the system shall be compensated according to the conditions of the plan.



EDUCATION POLICY MANUAL

Category: PERSONNEL
Policy: 435
Approved Date: February 29, 2000

Revised Date:

Page: lof1
HARASSMENT/SEXUAL HARASSMENT
Policy 435
1. General

a. The employer recognizes the right of all employees to work, to conduct business and otherwise

associate free from harassment or sexual harassment.

b. The employer considers harassment in any form to be totally unacceptable and will not tolerate its
occurrence. Proven harassers shall be subject to discipline and/or corrective actions. Such actions
may include counselling, courses that develop an awareness of harassment, verbal warning, written
warning, transfer, suspension, or dismissal.

C. For the purposes of this policy, retaliation against an individual for having invoked this policy, or for
having participated or cooperated in any investigation under this policy, or for having been associated
with a person who has invoked this policy or participated in these procedures, will be treated as
harassment.

d. All parties involved in a complaint agree to deal with the complaint expeditiously and to respect
confidentiality.

e. The complainant and the alleged offender may at their choice be accompanied by an advisor at all
meetings in this procedure.

f. These resolution procedur es do not negate the con

assistance from the BC Human Rights Commission.

Reference: Regulation 435
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HARASSMENT/SEXUAL HARASSMENT

Regulations & Procedures

1. Definitions

a.

For the purpose of this Policy harassment shall be defined as including:

Sexual harassment; or

Any improper behaviour that is directed at or offensive to any person, is unwelcome, and which the
person knows or ought reasonably to know would be unwelcome; or

Objectionable conduct, comment, materials or display made on either a one-time or continuous
basis that demeans, belittles, intimidates, or humiliates another person; or

The exercise of power or authority in a manner which serves no legitimate work purpose and which
a person ought reasonably to know is inappropriate; or

Such misuses of power or authority as intimidation, threats, coercion and blackmail.
definition of Asexual harassmento shall i ncl

Any comment, look, suggestion, physical contact, or real or implied action of a sexual nature which

creates an uncomfortable working environment for the recipient, made by a person who knows or

ought reasonably to know such behaviour is unwelcome; or

Any circulation or display of visual material of a sexual nature that has the effect of creating an
uncomfortable working environment; or

An implied promise of reward for complying with a request of a sexual nature; or
A sexual advance made by a person in authority over the recipient that includes or implies a threat

or an expressed or implied denial of an opportunity which would otherwise be granted or available
and may include a reprisal or a threat of reprisal made after a sexual advance is rejected.

The above conduct in (a) and (b) can be verbal, physical, or written (including electronic media)

ude
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c. Allegation i a statement or accusation of misconduct that is yet to be proven.

d. Professional Relationshipi A°- r el ati onship the purpose of which is t
needs for professional assistance or service.

e. Harassment/Sexual Harassment are outside of the Policies on Complaints i
#4707 Investigating Complaints
#4731 Parent or Guardian complaints against Personnel

#4757 Parent or Guardian complaints against Principals

2. Resolution Procedure

a. Step1l
The complainant, if comfortable with that approach, may choose to speak to or correspond directly with

the alleged harasser to express his/her feelings about the situation.

Before proceeding to Step 2, the complainant may approach his/her administrative officer, staff rep or
other contact person to discuss potential means of resolving the complaint and to request assistance in

resolving the matter. I f the matter is resolved to
be resolved.
b. Step?2

i. If a complainant chooses not to meet with the alleged harasser, or no agreement for
resolution of the complaint has been reached, or an agreement for resolution has been
breached by the alleged harasser, a complaint may be filed with the Superintendent or
designate.

ii. The employer shall notify in writing the alleged harasser of the complaint and provide notice
of investigation.

iii. In the event the Superintendent is involved either as the complainant or alleged harasser, the
complaint shall, at the complainantds ditsfcr et
CIS Board of Directors.

C. Step 3

i. The employer shall investigate the complaint. The investigation shall be conducted by a
person who shall have training and/or experience in investigating complaints of harassment.
The complainant may request that the investigator shall be of the same gender as the
complainant and where practicable the request will not be denied.

ii. The investigation shall be conducted as soon as is reasonably possible and shall be
completed in ten (10) working days unless otherwise agreed to by the parties, such
agreement not to be unreasonably withheld.
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3. Remedies

a. Where the investigation determines harassment has taken place, the complainant shall, when
appropriate, be entitled to but not limited to:
i. Reinstatement of sick leave used as a result of the harassment;
i. Any necessary counselling services to deal with the negative effects of the harassment;
iii. Redress of any career advancement or success denied due to the negative effects of the
harassment;
iv. Recovery of other losses and/or remedies which are directly related to the harassment.

b. Where the investigator has concluded that harassment or sexual harassment has occurred, the harasser
shall be subject to disciplinary provisions acceptable to the CIS Board of Directors.

c. The complainant shall be informed in writing that disciplinary action was or was not taken.

d. If the harassment results in the transfer of an employee it shall be the harasser who is transferred, except
where the complainant requests to be transferred. No harasser shall be transferred more than once.

e. If the complainant is not satisfied with the remedy, the complainant may initiate an appeal to the CIS Board
of Directors. In the event the alleged harasser is the Superintendent, the parties agree to refer the
complaint directly to expedited arbitration.

4. Training

a. The employer shall be responsible for developing and implementing an ongoing harassment and sexual
harassment awareness program for all employees.

Where a program currently exists and meets the criteria listed in b, such a program shall be deemed to
satisfy the provisions of this article. This awareness program shall initially be for all employees and shall
be scheduled at least once annually for all new employees to attend.

b. Within twelve (12) months the employer shall have a training program in place. The program shall include

but not be limited to:

i. The definitions of harassment and sexual harassment as outlined in this Agreement;

ii. Understanding situations that are not harassment or sexual harassment, including the exercise of
an empl oyer 6 snd/onsupeavigoeyrrights hnd gesponsibilities;

iii. Developing an awareness of behaviour that is illegal and/or inappropriate;

iv. Outlining strategies to prevent harassment and sexual harassment;

V. A review of the resolution of harassment and sexual harassment as outlined in this Policy;

Vi. Understanding malicious complaints and the consequences of such;

vii. Outlining any Board Policy for dealing with harassment and sexual harassment;

viii. Outlining laws dealing with harassment and sexual harassment which apply to employees within

CIS
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SMOKE-FREE ENVIRONMENT
Policy 436
Rationale

Catholic Independent Schools Diocese of Prince George (CISPG) recognizes its responsibility to promote a healthy
lifestyle in the form of a smoke-free environment for the health and welfare of students, staff and any other person.

CISPG recognizes that the Legislature of British Columbia has passed Bill 10 i Tobacco Sales (Banning Tobacco
and Smoking in Public Places and Schools) Amendment Act, 2007, Tobacco and Vapour Products Control Act, and
ATobacco and Vapour Products Control Regul ationo.

Procedures:

1. Smoking and the use of tobacco products including vapour products is prohibited on all School property by
students, staff, and any other person, except as set out in Article 8.

2. iNo S mosignsrsigab be posted in all facilities of the Catholic Independent Schools Diocese of Prince
George.

3. Users of rental or leased space in the school facilities of the Diocese are to be advised of this policy.

4. If a staff member fails to adhere to the administrative policy, the immediate supervisor shall undertake
progressive discipline.

The staff member will be informed of the policy and encouraged to adhere to it.

The staff member will be given verbal warnings on failure to adhere to the policy.

The staff member is given a written letter of reprimand with a copy to their personnel file.

If a staff member continues to fail to adhere to the policy, the immediate supervisor shall refer the
matter to the Superintendent of Schools.

oo

5. In addition, no student shall possess tobacco products or vapour products on school property.

6. If an adult possesses tobacco products and/or vapour products on school property, he/she shall not smoke or
otherwise consume same on school property.

7. If a student fails to adhere to this administrative policy the principal may take disciplinary action as deemed
appropriate in the circumstances.

8. The use of tobacco products is permitted for Aboriginal ceremonies.
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TECHNOLOGY AND NETWORKED INFORMATION
Policy 437
The computing and telecommunication facilities and services provided by schools within CISPG are intended for

teaching, learning and administrative purposes. Computing and telecommunication resources are used to enhance
educational programs and to conduct school and CISPG business.

Reference: Regulation 437
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TECHNOLOGY AND NETWORKED INFORMATION

Regulations

1.

Every student, employee and other person having access to any computing resource within the
CISPG office and within CISPG schools is required to use such resources in a legal, ethical,
responsible and professional manner.

The publication and posting of information on any CISPG or CISPG school network or the World
Wide Web is to be in accordance with ethical and legal standards and those derived directly from
standards of common sense and courtesy that apply to the use of any public resource.

Access to CISPG computing and telecommunication resources within the CISPG office and within
CISPG schools is a privilege, not a right.

Access to CISPG computing and telecommunication resources within the CISPG office and within
CISPG schools may be withdrawn, suspended or terminated if employees or students do not
comply with the regulations within policies governing the acceptable use of CISPG technology and
networked information. Possible other consequences, including disciplinary action may follow,
based on the discretion of the CISPG Board or individual School Councils or school administration.

Employees and students with access to computing and telecommunication resources within CISPG
schools must followthegui del i nes outlined within each i
Technology and Internet Usage.

ndi vi i
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RETIREMENT

Policy 440

The CIS Board of Directors will recognize staff members who retire with a departing gift to a maximum of $200. At
a suitable occasion a member of the CIS Board of Directors or the CIS staff will present this memento to the retiring

member for their years with Catholic Independent Schools.

(This Policy is being brought forward for revisions at the January 14™ 2008 CIS Board Meeting. As of
January 1, 2008 legislation has been approved that there is no longer a set retirement age, therefore we are
now proposing the revised Policy 440 and the deletion of Regulation 440)
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EMPLOYMENT OPPORTUNITIES

Policy 442

All employment opportunities occurring in diocesan schools for the following school year will be advertised in the
school, prior to other advertising.
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EQUAL OPPORTUNITY
Policy 443
The CISPG and || ocal school cdsarimicate lors the bhsis rofi gergler, mge) race, iore s

health status of the applicants for employment.

Reason for Policy

In keeping with the spirit and intent of federal and provincial legislation on equal opportunities and with its Mission

Statement, the CISPG is committed to the principles of equal opportunity in employment.

Wi
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RELIGIOUS EDUCATION BURSARY

Policy 455

The Board of Directors of CISPG deems it necessary to assist practicing teachers to enhance their backgrounds of
religious education in order that they may provide leadership in ensuring that catholicity and evangelization are
ensured in the Catholic schools of the Diocese. To encourage and ensure this growth and formation support shall
be provided in accordance with the following:

Guidelines

1.

The CISPG Board of Directors will in co-operation with local school councils and the Religious
Education Trust provide one (1) or more annual religious education bursaries to assist practicing
teachers to attend one (1) year of appropriate study at Newman Theological College.

The support level for eligible candidate(s) will be sixty-six percent (66%) of the candidate's annual
salary.

No eligible candidate shall receive more than twenty-six thousand dollars ($26,000.00) in salary
under this bursary program.

The tuition for one (1) year at Newman College shall be paid on an equally shared basis by the
Society of CISPG, the local school council, and the Religious Education Trust of the Diocese.

The local school council will support fifty percent (50%) of the benefit package during the year of
study.

The candidate must make all arrangements for registration at the College. Any costs incurred in
registering at the College or for the purchase of books or materials shall be borne by the candidate.

The bursary funds will be paid to the eligible candidate in the following installments:

7.1.1 thirty percent (30%) on September first

7.1.2 twenty percent (20%) on December first
7.1.3 thirty percent (30%) on January thirtieth
7.1.4 twenty percent (20%) on March first

Any candidate granted a year of study leave under this bursary program must sign a covenental
assurance to return to the Diocese to the school he/she left prior to the study leave for an additional
three (3) years of quality service either in that school or in another school under CISPG jurisdiction.
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9. Where a candidate returns to his/her original school for one (1) year and requests to serve in
another school for subsequent years, the receiving school shall be expected to contribute a share
of the bursary costs paid by the original council. If the move occurs in the fourth or subsequent
years no cost shall be shared.

10. Candidates who are awarded a bursary and who are unable to complete the course work or refuse
to return to the Diocese shall be required to repay the bursary. Repayment shall include the total
principal and accrued interest at ten percent (10%) per annum from the date of the last advance.

11. If the candi dateds progress at the end of the fi|
percent (50%) portion of the bursary will be canceled.

12. Notwithstanding No.10 above, if a candidate is unable to complete the course because of

mitigating circumstances acceptable to the CISPG Board of Directors, all or part of the covenental
assurance may be waived.

Reference: Regulation 455
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RELIGIOUS EDUCATION BURSARY

Regulations and Procedures

1.

Teachers wishing to apply for the yearéds
of three (3) years of quality service for a CISPG school(s).

Teachers wishing to apply for the bursary and attend one (1) year at Newman Theological
College must apply to a committee appointed by CISPG.

Applications shall be made to the Superintendent of Schools by March 1st in the year that
the teacher wishes to attend College.

The applicant shall include with his/her application a complete academic standing, and
principalbés recommendation as a quality t
recommendation of the school council and a letter of recommendation from the pastor.

The candidate shall have verification that he/she has applied for admission to the program.
This verification shall accompany the application.

A committee appointed by the Board of Directors of CISPG will review the applications with
the Superintendent of Schools and it will recommend suitable candidate(s) to the Board for
its final approval.

Where there are more candidates applying than there are funds available the bursary(ies)
will be awarded on the basis of the following:

7.1 school program needs;

7.2 candi dateds teaching performance;

7.3 commitment to Catholic education;

7.4 parish and school participation.

Final approval of any candidate(s) shall be made by the CISPG Board of Directors.

Notwithstanding the above, the CIS Board of Directors may provide a funding for programs
offered locally on a course by course basis over a period of evening sessions.
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