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ADMINISTRATIVE PoLicy No. 501

RECRUITING AND PLACEMENT

All personnel appointed to staff in Light of ChriRCSSD are to be of exemplary
character and possess competency in the skillsreggior the position to which they are
being appointed. It is understood that they haenthired to assist the Board of
Education in carrying out its vision, mission, agals in accordance with Light of Christ
RCSSD’s beliefs and guiding principles.

The Board attempts to employ personnel who:

a. Possess the required qualifications and standardbéir particular position.

b. Are committed to the principles and philosophy atl@lic Schools.

c. Are dedicated to bringing Christ to the school kbtlough their teaching and
by the example they give.

d. ldentify with a parish and participate in the ldethe Church.

e. Feel a responsibility to make a contribution to$bhkool-community in which
they work.

f. Are committed to supporting the principles of dsigr and equity.

Central to Catholic education is the experiencé¢hah student has of growing and
learning in a Catholic community. The Catholic@ahemployee is an integral part of
this community and as such plays an importantirobessisting the parents and parish in
forming the hearts and minds of youth through fdrimstruction, but more importantly
by providing an active witness to their faith. kieeping with the Vatican documents on
Catholic education, working in a Catholic schoolstioe viewed as much more than a
profession, but also as a vocation which has gwiitsary purpose the duty of passing on
the traditions of the Catholic faith to the childre

The Light of Christ Roman Catholic Separate SclBudrd of Education has both the
privilege and responsibility of hiring the most tjfied personnel who are committed to
the principles of Catholic education and who atévaavitnesses to the faith. All
personnel shall be expected to uphold and suppeistinctive nature of Catholic
schools.
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PROCEDURES

1. Teaching Personnel

a. Role

i.  Light of Christ RCSSD teaching staff are to wawards
achieving the vision, mission, and goals of theosthlivision.
ii. lAéaching staff are to model behaviors that impstadents to

learn, to work, to play, and to live fully.

iii. In addition to following the duties of a teaahas prescribed in
The Education Act, 1995, teachers are to perform those
professional duties assigned by the principal. hSlities are to be
assigned following consultation with the teachercayned.

b. Recruiting and Placement

i. Preference in hiring will be extended to Céithteachers who
openly demonstrate the practice of their faith
ii. The Director or designate endeavors to emihe best-qualified
personnel for the division. In all cases, the segfcstudents, the ability of the teaclaed
the job description are to be matched as olazepossible.
iii. All teachers being considered for employreith Light of
Christ RCSSD are to be informed of the followingectations:

* To abide by the ideals and principles of the Cath©hurch
and, by word and example, to encourage Catholaestis to
do likewise.

* To make positive contributions to the developméra o
genuine spirit of Christian community within thensol.

» To participate in the school’s religious activities

» To support the religious program in the school &ath
religion courses as required by the Board.

» To follow, both in and out of school, a lifestylecadeportment
in harmony with Catholic teaching and principles.

» Todress in professional attire that is approptiatieir duties,
and reflects the activities being conducted awhgk site. This
does not preclude involvement in school spirit daysharity
events, and other days when students are not gokc®chools
may choose to offer staff campus wear. However; non
professional attire is not permitted, this inclubeach wear
and men's shorts; revealing clothing including mésiter,
tube, strapless or spaghetti strap tops; exposgergarments;
and sweat pants and blue jeans.

» Appropriate men’s shorts and blue jeans are pexchidh
school spirit days and charity events and othes déyen
students are not in school.
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» They are expected to actively participate in dthfa
development in-service sessions.

iv. Teachers who are not of the Catholic faith are etqukto respect
the ideals and principles of the Catholic Churble, €atholic
school, and are to avoid contradiction of thesalgland

principles in word and example.

v. The principal, under the supervisiorref Director or designate, is
responsible for placing and assigning teacteespecific teaching

duties in the school.

vi. Pripals are to consider all in-school reassignmergs\ithen
staffing their schools. Reassignments withindtigool may be
initiated by a teacher or the principal. No réggasient within the
school is to be made without discussing and inflegithe teachers
involved.

vii. Wharvacancy exists, the teaching position may, dapgrah
circumstances and time constraints, be advertigethally within
the school division. The Director or designatd principal are to
consider all requests for transfers which resolinfthe
advertisements.

» Consideration is to be based first on teacher fication for
the position and,
» Secondly on seniority.

viii. If theacancy is not filled internally, it may be adveetl
externally. The Director or designate is respalesior the hiring
of all teachers. The recruitment and appointrpeotedures are
determined by the Director or designate.

c. Division-Initiated Transfers

i. Consideration of reassignments of teaching dutiesugh
transfer to another school may be initiated byDRirector of
Education or designate.

ii. The decision to transfer is to occur following caltetion with
the teacher and the principal who will be receiing
transferred teacher. Whenever possible transfertsodre
achieved on a mutually agreeable basis.

iii. In cases where it is not mutually agreeable, thred@or of
Education or designate is to consult with the teaeimd
outline the reason for the transfer.

iv. Transfers from one community to another, betweercity and
towns or between towns, are to be made only iteaeher,
receiving principal and Director of Education osidmate
agree to the transfer.
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v. If there is a dispute related to a teacher tranfierteacher is
invited to have representation in assisting toluesthe
disagreement.

d. Redundant Positions

i. If teaching positions become redundant in a scletaff
members from that school are to be given priootyfilling
vacancies in other schools in the division prowdiney have
the training and background needed for the vacasitipn.

ii. Attempts to resolve any disagreement resulting faoi@acher
redundancy are to be in accordance with procedw#isied in
(c. v.) above.

2. In-School Administrators

a.Role of Principals

i. All principals are to foster an atmospherebtistian love,
recognizing the life and teachings of Jesus Chaggshe model for all Christian leaders.
They are to be at the service of the Churemraunity, students, staff, parents, and parish.

ii. All principals are to create environmentgheir schools that
support the pursuit of excellence in theléag and learning
process by encouraging best classroom peaxcti

lii. The role of the principal in the first insteais one of
instructional leadership. The principal is:

- To provide leadership in implementing the visionssion,
and goals of Light of Christ RCSSD in accordandh s
beliefs and GIDING PRINCIPLES
To coordinate, facilitate, oversee, and evaluate th
instructional program within the school and,

To supervise and evaluate staff members in thecécmal
encourage their professional development.

iv. Thae of the principal in the second instance is oh
managerial leadership. The principal is:
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* To perform those duties required by law and by
ADMINISTRATIVE PoLicy, and as assigned by the
Director of Education or designate.

» To organize staff and delegate duties and
responsibilities, following appropriate consultatio
with the aim to achieve the best possible educdtion
students, and

* To guide the school toward achieving its goalsulto
good planning, open communication, and effective
decision-making.

b.Role of Vice-Principals

I. All vice-principals are to participatetime administration of
their schools. As a member of the admiaiste team, the
vice-principal is to demonstrate throughats that he/she
works in a professional manner exemplifying gualities
necessary to fulfill the role of educational leaded manager.

ii. The vice-principal is directly responsiblettee principal for
performance of assigned duties and responsibibkises established
through consultation with the principal.

lii. The role of vice-principal as educationahdker requires that the

vice-principal:

» Provides supportive leadership required to achilege
vision, mission, and goals of Light of Christ RTB®
accordance with its beliefs and/BING PRINCIPLES

» Participates in coordinating, facilitating, overseg
and evaluating of staff members and encourages thei
professional growth.

iv. The role of the vice-principal as an effee manager requires
that the vice-principal:

» Performs the duties assigned by the principal.

» Participates in the organization of staff, andecidions
related to the delegation of duties and resporitsisi)
of staff, and

» Shares in the responsibility of directing the s¢dhoo
toward achieving its goals through good planningro
communication, and effective decision making.

v. In the absence of the principal, the videgpal is to assume
the principal’s role. In schools not having a viiwéncipal or in
circumstances where both in-school administratmes a
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absent, the principal is to appoint an acting ppalkcfrom the
teaching staff.

c. Recruiting and Placement

i.  The Director of Education or designatedasponsible for
determining the process that will be used forrfdlivacant in-
school administrative positions.

ii. Preference will be given to candidates vlossess a Master’s
degree or are enrolled in a graduate program.

lii. Vacant positions are to be advertised in&tly in the school
division and externally when necessary.

Iv. Administrative selections are to be repotiethe Board of
Education after appointments have been made.

v. Principals and vice-principals may requestasfer from
their current assignment through written applicatio the
Director or designate.

vi. The Director may initiate transfers of inhsol administrators.

3. Non-Teaching Personnel—Light of Christ RCSSD CealiOffice

a. Role

I.  The non-teaching central office staff pdms the support and
technical assistance required to maintain the ¢ipasaand
administrative functions of the division.

ii.  The role of Light of Christ RCSSD ceritodfice non-
teaching staff is to be of service and supporhéopublic, to
the schools, and to those personnel within thelagsof
responsibility that they serve directly. Each memtf the
central office non-teaching staff is:

* To uphold and support the distinctive nature oGkt
schools.

* To actively participate in faith in-service wherwited.

* To perform those duties as assigned by his or her
supervisor.

* Todress in attire that is appropriate to theiteiand
reflects the activities being conducted at theirksites
as determined by the Director of Education or
designate.

* To be knowledgeable of the operations and senagtes
the school division so as to direct inquiries frtima
public or within the division to the appropriate
personnel, and
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* To share responsibilities with fellow members @& th
staff team when needed because of excessive
workloads, absence of others, or training new staff

b.Recruiting and Placement

I.  The Director or designate is responsiblehiring non-
teaching central office staff.

ii.  The recruitment, appointment, and placenhpeacedures are
determined by the Director or designate. Preferamtee
first instance is to be extended to qualified Chtho
candidates.

lii. Vacant positions may be advertised intelsnal the school
division, and externally when necessary.

iv. Staff members are to be employed under tmglitions of the
applicable employment contract with the division.

4. Non-Teaching Support Staff—School-Based

a. Role
I.  The non-teaching school-based support praffides support
and technical assistance to the administrativeirstdictional
operations of the school.
ii. The role of school-based non-teaching supg@ff varies
widely depending on the needs of the school adinatisn
and teachers. Each member of the school-baseteaching
support staff is to:
* Uphold and support the distinctive nature of Cathol
schools.
» Perform those duties as assigned by the principal o
designate.
» Actively participate in faith in-service when ined.
» Dress in attire that is appropriate to their duéied
reflects the activities being conducted at theirk\site.
This does not preclude involvement in school spirit
days or charity events. Schools may choose to offer
staff campus wear. However, non professional attire
not permitted; this includes beach wear and men’s
shorts, revealing clothing including mesh, haltebe,
strapless or spaghetti strap tops, exposed uncdeegds
and sweat pants and blue jeans. Appropriate men’s
shorts and blue jeans are permitted on school siaiyis
or charity events.
» Assist with other responsibilities when requestedhe
principal or designate.

b.Recruiting and Placement
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i.  The Director or designate and principal r@gponsible for
hiring school-based non-teaching support staff.

ii. The recruitment, appointment, and placenpgnotedures are
to be determined by the Director of Education aigieate in
consultation with the principal. Preference in fingt
instance is to be extended to qualified Catholiwdadates.

lii. Vacant positions may be advertised intelsnahd in the local
community, and externally when necessary.

Iv. Staff members are to be employed undectmalitions of the
applicable contract with the Board.

5. Caretaking and Maintenance

a. Role

I.  The caretaking and maintenance staff prewiskrvices to the
Board, its schools, students, employees, and cdeesit

ii. The role of caretaking and maintenancef s¢gbaramount to
maintaining healthy, safe, and pleasant workinglaaching
environments. Each member of the caretaking and
maintenance staff is to:

* Uphold and support the distinctive nature of Cathol
schools.

» Attend faith in-services when invited.

* Todress in attire that is appropriate to theiietiand
reflects the activities being conducted at theirkgite
as determined by the Director or designate.

» Perform those duties as assigned by the designated
superintendent and principal.

» Assist with other related responsibilities when
requested by the principal or superintendent.

» Ensure that school, office, and shop facilities are
maintained appropriately to ensure the health afet\s
of all students, staff, and community members utiieg
facilities.

b.Recruiting and Placement

I.  The Superintendent of Administration ispessible for hiring
or contracting caretakers and maintenatafé Breference is
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to be extended in the first instance to qualifiedolic
candidates.

ii. The Superintendent of Administration in sattation with the
Director or designate is responsible to determpp@priate
selection, appointment, and placement procedures.

iii. Vacant positions may be advertised intelgnahd locally.
Positions may be advertised externally when necgssa

Iv. Caretakers and maintenance staff are tenfyg@loyed under
the conditions of the applicable employment corttoac
through a services contract where applicable.

6. Criminal Records Check

a. An original, current (within one year) criminacords check including a
vulnerable sector check is required from:
* Any applicant being recommended for employment with
Light of Christ RCSSD
* Any person wishing to act as a volunteer for school
sponsored activities in Light of Christ RCSSD, wehthe
activity involves direct, unsupervised contact wathdents.

b.The criminal records check as it pertains to meoendations for suitability of
employment includes:
» All criminal convictions, undefhe Criminal Code of
Canada, The Narcotics Control Act, The Controlled Drug
and Substances Act,1996, and The Food and Drugs
Act,1985. Conviction means the final judgment on a verdict
or a finding of guilty, or a plea of guilty. Conticn does
not include a final judgment which has been rewérset
aside, or otherwise rendered invalid.

» A search of the automated criminal records rettisystem
maintained by the Royal Canadian Mounted Police to
determine if the applicant has been convictedrd, fzas
been granted a pardon for, any of the offensesatiedlisted
in the schedule to th@ériminal Records Act.

c. Failure to cooperate in providing a criminalaets check, or submission of
an inaccurate, false, misleading, or incompletenicral records check,
constitutes grounds for termination of employmesit)sal to offer
employment, or withdrawal of any offer of employrhesr volunteerism.

d.Applicants may attach a statement of expland@tdhe criminal records check
submitted outlining relevant circumstances.
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e. Criminal records checks submitted which incledaviction will be assessed
by the Director and Executive Council, taking intmsideration matters such

as:

The nature and particulars of the criminal conwicfi

The age of the individual when the events in qoesti
occurred,

Any extenuating circumstances as provided by the
applicant;

The time that has elapsed between the convictidritan
employment application, and the activities of theividual
during that interim period.

The rehabilitative measures undertaken by the iddat
since the conviction and the commitment the indigichas
to rehabilitation and to refraining from criminaitevities;
and

The relationship of the conviction to the positfonwhich
the person is applying.

f. Any appeal of the decision of the Director ang&utive Council is to be
made in writing to the Director within fifteen dagéthe notification of the
termination of employment, the refusal to offer éoyment, or the
withdrawal of any offer of employment.

g.Results of the criminal record check are to Iy kethe applicant’s personnel

file.

h.The applicant is responsible for any costs aasettiwith the obtaining of the
criminal records check.

i. Any employee who receives a pardon, or who ¢eassful in having a
criminal conviction record expunged, may submiesrcriminal records
check. In such cases, the previously submittedicél records check is to be
returned to the employee upon request.
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J- The following question and statement are to baushedl on all application
forms utilized for the recruitment of staff:

Have you ever been convicted of an offense or docyorently have any
charges pending und&he Criminal Code of Canada, The Narcotics
Control Act, The Controlled Drug and Substances Act,1996 or The Food
and Drugs Act,1985? Yes No.

If yes, please indicate the nature of the offer)sé{e date(s), and place(s
of the sentence(s) imposed (if applicable).

N—r

| will provide the results of a criminal recordsedl, (including a
vulnerable sector check).

Signature:

k.When necessary, applicants who have not subrnattzdninal records check
may be placed for up to seven days on a tempoesig bpending the
division’s receipt of the results of their crimirracords check. That time may
be extended in exceptional circumstances by theclir. Failure to provide
the results of a criminal records check within $pecified period of time shall
result in the termination of employment of the temgry employee.

[. In situations where the applicant has submittedoriginal criminal records
search form completed by the RCMP, which indic#tes a request for a
criminal records search by fingerprints has beedanand that the applicant
has provided satisfactory explanation of the needhe finger print
verification, and extension of time may be granted.

m. In situations where the applicant is requestingiabemployment, the results
of the criminal records search must be submittédrbeany placement.

7. Reporting Criminal Charges

a. All employees of Light of Christ RCSSD and alfgens who have been
required to provide a criminal records check atpired to sign a statement
indicating that they have received a copy of tlreg@lations and that they
understand its provisions.
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. No later than two working days after having beearghd with an offense,
any person referenced in this procedural statemeatinform verbally, and
subsequently in writing, the Director of Educatafrall charges laid.

. A submission outlining relevant circumstances matiached by the person
to the written information.

. Upon receipt of the information, the Director osmate is to investigate the
circumstances.

. Failure to disclose charges, provide a writterest&int, or submission of
inaccurate, false, or misleading statements, domessi grounds for
disciplinary action, up to and including terminatiof employment, in
accordance with the provisions of the employeeigrea@t of employment, or
refusal to act as a volunteer for school sponsactigities.

Subject to the provisions dhe Education Act , 1995 and the provisions of
the relevant collective agreement or contract gblegyment, the Board may
in its discretion, transfer, reassign, or termirtheeemployment of an
employee who is in compliance with the provisiohghe procedures of this

policy.

. Any action taken by the Board with respect to apleyee is to be conveyed
to the employee in writing, a copy of which is ®fdaced in the employee’s
personnel file.

. Any appeal of the decision of the board is to belena accordance with the
provisions of the employee’s collective agreementyhere no collective
agreement applies, within fifteen days of notificatof the Board’s decision.

If at the conclusion of all proceedings a crimiredords check confirms no
conviction(s) resulting from the incident givingeito the original charge(s),
any documentation which has been placed in the@rapls personnel file
related to the charge(s) for which discipline hasbeen effected is, at the
request of the employee, to be removed and destroye

Notwithstanding any of the above regulations, aplegee may, at any time,
seek legal advice or counsel from his/her emplayeeap or from
independent sources at the employee’s expensauldSie employee so
wish, he or she may be accompanied or represegtaddpresentative of the
appropriate employee group at any and all meetimgsthe employee attends
regarding the process.
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8. Substitute and Casual Staff

a. Teachers may be offered employment as substib#sed on requirements of
the schools, on a day-to-day basis.

I. Recommended applicants are placedsarbatitute teacher list
which is prepared by the Director of Educatiomesignate and

circulated to principals.
ii. All substitute teachers must hold a vaédching certificate.

iii. Principals are required to report thyagement of substitute
teachers as directed by the Superintendent ofiddtration.

iv. Principals are to monitor and assesg#réormance of substitute
teachers and communicate such informatidhe Superintendent

of Instruction or designate.
V. Substitute teachers are to perform the datig¢lse teachers they

are replacing at the discretion of the principal

b.Support staff may be offered employment as casa#fibased on requirements
of the school division, on a day-to-day basis.

I. The Director of Education or designate ipssible to establish a

of available casual support staff.
il. The Superintendent of Administration ispessible to establish a

list of caretaking casual staff.
iii. The lists will be prepared annually andised as needed

throughout the year.
V. Principals and immediate supervisors arerigage casual staff as

directed by the Director of Education or destgna

9. Job Sharing

a. Employees of Light of Christ RCSSD may jbhre, which is defined as two
employees contracting to perform the duties ohglsiposition.

b. Those employees wishing to job share must ladleast two years of working
experience, and at least one year employmgint_ight of Christ RCSSD.

c. Employees wishing to job share are to obtairaghygroval of their immediate
supervisor or principal and make application tolrector or designate.

d.If approval to job share is granted, it is toAbth the following understandings:
» ltisin the best interest of the students.

» All employee benefits are to be on a prorated basis
according to contract. e.g. one-half time.
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» The position shared is to be on a percentage hagisot
to exceed one hundred per cent. The scheduleaahgh
and time is to be assigned by the principal.

» Teachers are required to attend regular monthff sta
meetings and other meetings as arranged by theipain
including in-service and parent-teacher intervieyd

» Supervision duties are to be prorated.

» Teachers are to attend on non — student dayséqudrtion
of the day they are employed.

10. Teacher Exchange

a. The Director of Education may approve a lichileember of applications from
division teachers wishing to exchange with teacfrers other provinces or countries, as
provided through the Department of Learning progfanteacher  exchange.

b. Applications should be prepared in consutatvith the Director of Education
or designate
http://www.sasked.gov.sk.ca/branches/prov exanwditzaservices/teacherexchange.shtml

11. Interns and Field Experiences

a. Teachers are to cooperate with the Colledg&datation and the Faculty of
Education in the placement of student teachersraaths in the schools of the
division.

b. Arrangements for placement are subject t@pproval of the principal and
Superintendent of Instruction or designate.

c. Request for placement by other collegesparsttsecondary institutions are to
be considered for acceptance and approgatigfactory arrangements can be
made.

12. Accreditation
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a. The Board endorses the accreditation of teach@rder to enhance the
teaching-learning process.

b. Accreditation of teachers is subject to the Depant of Learning
regulations as stated inCAREDITATION (INITIAL AND RENEWAL):

POLICIES AND PROCEDURES

http://www.sasked.gov.sk.ca/branches/prov_exams/docpolicyjune2002.p

df

c. A teacher employed by Light of Christ RCSSD rhayconsidered for
accreditation after one year of successful teacimrthe division.

d. Teachers seeking to become accredited are todmmpleted a
professional exchange seminar within one year poi@pplying for
accreditation status.

e. Teachers are responsible for ensuring compliaitbethe
ACCREDITATION (INITIAL AND RENEWAL): POLICIES AND PROCEDURES The
Director of Education will provide each school hwitotice of
accredited status by May 31 of each year. Teadmerto ensure that
they submit their applications for accreditatienewal to the principal no
later than October 1 in the fifth year.

f. If ateacher is requested by the Board to becatceedited or to renew
accreditation, the costs of attendance at an ditat®n seminar or
accreditation renewal seminar will be coveredheydchool division.

g. If ateacher opts to become accreditedmew accreditation, a
professional development request for costs may dodem
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ADMINISTRATIVE PoLicy No. 502

LEAVES

Employees of Light of Christ RCSSD may, from titogime, require leaves of absence
for personal or professional reasons. A leavebs€rnce is granted in accordance with
the following procedures, and as provided in catéé assignments.

PROCEDURES

1. Administration of Leaves

a.

The Board recognizes a wide variety of leaves ffopleyees. It delegates the
administration of these leaves to the Directoresignate.

Questions regarding various leaves should be éidect the principal or to the
employees’ immediate supervisor.

The needs and interests of students are to bem&pr consideration when
granting leaves of absence.

All leaves of absence are to be granted in accaelaith current legislation
and applicable collective agreements or contraoesnployment with the
division.

Leaves may be given for the purpose of gainful eyplent with another
employer or participation in business ventures.

Leaves may be granted for a period up to fourteenths.

Leaves may be extended beyond fourteen monthsriagircumstances
with permission of the Director in consultation kvthe Executive Council.

Employees are not to be guaranteed their formeeptant upon return from
long-term leave.
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Leaves other than those detailed in contracts wimai receive favourable
consideration from the Director and Executive Callere:

1. Teacher Exchanges
http://www.sasked.gov.sk.ca/branches/aar/prov_e#aacher
services/ index.shtml
2. Secondments to the Department of Learning and other
educational institutions or agencies.
3. Department of National Defense teaching assignments

2. Deferred Salary Leave—Teachers

a.

Teachers may avail themselves of the division’sedefl Salary Leave Plan.
This enables the teacher to schedule and finaonoe gear leave of absence.

The DSLP is available for teachers who have beqgriamd for at least two
years on permanent contract.

The DSLP is restricted to a one year leave of atesealled the leave period.

The leave period will be a school year; from thenoeencement of school in
August or September of a year to the end of theagfear in June of the
following calendar year.

The deferral period of up to a maximum of six yeailsbe each of the school
years preceding the leave period.

Applications must be completed by the teacher gadviay 30 preceding the
school year in which the deferral period is to beghpplications will be
approved on a first-come, first-serve basis. Suligepreference being given
to first-time applicants. Applicants will be no&ifl within 45 days of receipt
of their applications as to whether or not theplagation has been approved.

When the application is approved the teacher wiltdquired to sign a
deferral salary contract supplied by the Boardadi¢ation. The deferral
salary contract must be completed prior to August the school year
preceding the first year of the deferral period.

A teacher has to take the planned leave of abgétieey have not withdrawn
from the plan prior to March 1 of the school yeeggqeding the leave period.

The DSLP is restricted to a one year leave of atesealled the leave period.
Salary will be set aside in each of the precedeayy.
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Complete details are available from the Superirgahdf Administration.

Teachers wishing to apply for the DSLP may do sadiypleting the
APPLICATION FORM—DEFERREDSALARY LEAVE PLAN, and submitting it to
the Superintendent of Administration.

There can be no more than two participants per gea deferred salary leave
plan. No more than one in-school administrat@lswed on the DSLP in
any one yeatr.

3. Leave for Political Office

a.

The Director or designate may grant a leave ofrateseithout pay to
employees to seek and/or to hold political officéh@ municipal, provincial,
and federal levels.

A leave to seek political office may be grantedhirthe date the nomination is
officially filed to the date of election.

A leave to serve in the Parliament of Canada ordlagre is understood to
be for the entire term of office, subject to coiwdis of applicable collective
agreements or contracts.

Where a leave to serve has been granted, the ptaterhthe employee upon
return to work will be the decision of the Directonrconsultation with
appropriate members of the Executive Councils linderstood that
discussion and consultation will occur with the émgpe prior to the decision
being made.

If the employee is elected to municipal councibagements are to be made
for leave to serve for attendance at sittings aihod and formal meetings of
committees. Provisions for leave for an employleeted as mayor are to be
for the entire term of office.
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ADMINISTRATIVE PoLicy No. 503

PROFESSIONAL GROWTH, SUPERVISION, AND EVALUATION

Light of Christ RCSSD is committed to the devel@mtof its teachers and support staff
on an ongoing basis. It authorizes the DirectdEddication to develop and administer
such programs as deemed necessary.

Systematic supervision, professional developmertt farmal evaluations ensure that the
objectives of the school division are being metintaén a high standard of performance
in all job categories, recognize outstanding senvicform the employee being evaluated
of his/her strengths and deficiencies in job pen@amce, provide assistance and support
to improve performance, make decisions regardimgimoing employment with the
school division, and contribute to employee groald development.

PROCEDURES

1. Teacher Supervision and Evaluation

a. Teachers shall participate in a summative perfoonaappraisal in each of
their first, second, and sixth year; and thereafpgaroximately every six years
on a rotational basis throughout their employmeitit tihe Board. Refer to
TEACHER SUPERVISIONEVALUATION HANDBOOK.

b. The Director of Education and designates are resplenfor the performance
appraisal of the teaching staff.

c. The Director and designates are committed to stgaah individual teacher
who patrticipates in the performance appraisal @®ce

d. The performance appraisal is to be based uporritegi& established by
Light of Christ RCSSD. The appraisal is to bei@eobd and supported
through summative and formative processes.

e. Information used to create a performance apprafsalld be derived from
classroom observations, professional dialogue;assdéssment, and a variety
of other mutually agreed upon strategies.
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f. Teachers are to receive prior notice of any clasarobservation to be used to
create a performance appraisal.

g. A copy of the performance appraisal is to be preditb the teacher, and one
copy placed in the teacher’s personnel file.

h. A teacher may initiate an additional performanceraisal at his or her own
request.

i. The teacher’s principal or superintendent may regae additional
performance appraisal.

J. Teachers are to be given the opportunity to apperiten comment to their
performance appraisal.

2. Professional Growth of Teachers

a. Supervision of professional development is to bgoamg. Accordingly, each
teacher is to develop a professional growth plaarmannual basis. The plan
is to be developed usingHE PROFESSIONALGROWTH PLAN FORM.

b. The RROFESSIONALGROWTH PLAN FORM is designed to focus the goals of the
teacher in the upcoming year.

c. The plan is to be reviewed by the teacher and ipahby October 31.
Teachers are to review their plans by the end bfuggy and may request a
mid-year conference with the school administratiime year-end conference
is to occur by May 15.

d. Copies of the completd®ROFESSIONALGROWTH PLAN are to be submitted by
May 30 to the principal.

3. School-Based Administrators

a. Ongoing supervision, professional development,fandal evaluation are to
occur among principals and vice-principals in oresupport their
continuous growth and development in the knowledgis, and attitudes
required for their leadership and management roles.
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b. With respect to supervision:

I The Director of Education or designated sugendent has the
primary responsibility for the supervision of pripals;

ii.  The principal has the primary responsibifity the supervision of
the vice-principal.

c. With respect to professional development:

I School-based administrators have the primasponsibility for

their professional development and are expectegvelop a self-

directed ROFESSIONALGROWTHPLAN on an annual basis.

ii.  The Director or designate is to meet with #zkool administrators

to review theilPROFESSIONALGROWTH PLAN by October 30.

li. A copy of thePROFESSIONALGROWTH PLAN is to be submitted by
15 to the Director or designate

d. With respect to formal evaluation:

I. School-based administrators are to be formalgluated within the
first three years of their appointment.

ii.  The Director of Education has the primaryp@ssibility for

coordinating the evaluation of school-based adstriaors;

iii.  Areportis to be completed by the evaluaad discussed with the

school-based administrator before it is finaliz&the administrator

is to be provided with a written copy of the exalan.

iv. An evaluation may occur at any time at thguest of the school-

based administrator or the Director of Education.

v. A copy of the evaluation is to be placed ia sithool-based

administrator’s personnel file.

4. Teacher Associate Supervision and Evaluation

AGREEMENT.

a.

Teacher Associates are to be supervisedvatdaged as outlined in the
NBTRUCTIONAL/CLERICAL/CUSTODIAL SUPPORTSTAFF BENEFITS
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5. Non-Teaching Staff Other than Teacher Assocst&upervision and
Evaluation

a. With respect to systematic supervision, the priacqy immediate supervisor
is to provide day-to-day supervision.

b. With respect to formal evaluations:

» Employees are to be evaluated according to edteglisriteria.

* Employees are to be advised when the evaluatitsbegin.

» Employees are to be evaluated during their probatiyperiod
of employment.

» Formal evaluations after the probationary periog ina
initiated at the request of the principal or imnagdisupervisor,
the designated Superintendent, or supervisor.

» Observations, monitoring, and pre- and post-confage with
employees is to constitute an integral part ofeha&uation.

* The evaluator is to complete a written report ef évaluation.

* A copy of the written report is to be provided bhe employee
and signed by the employee. Provision is to be nade
employee comments on the form.

* A copy of the written report is to be placed in #meployee’s
personnel file.
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ADMINISTRATIVE PoLicy No. 504

STAFF ALLOCATION

Light of Christ RCSSD is committed to engaging llest quality employees available.
It recognizes the need to provide strong teachmyreon-teaching staff in sufficient
numbers to meet the needs of students and theipkch

This recognition must be balanced annually agaivestesources available to the Board
for this component of the budget.

PROCEDURES

1. A staffing plan will be developed annually by thedator of Education for Board
approval as part of the annual budget process.

2. The plan includes allocation considerations foche#ag and non-teaching staff, as
well as contract obligations with various emplogeeups.

3. Superintendents and principals are to use theipldatermining staff allocation
for each school.

4. Approvals for any increase in staff numbers beythiode provided in the annual
budget allocation are to be made by the Directdfdhication.
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ADMINISTRATIVE PoLicy No. 505

HARASSMENT

All members of the education community in LightGtirist RCSSD have a right to work
and learn in a respectful environment that is fresn harassment and violence.

Light of Christ RCSSD is committed to creating andintaining work environments
where employees are treated with respect and gigifiihe Board recognizes its
responsibility to provide education regarding hanaant and work place violence, and to
provide the opportunity for training to resolveusitions that occur.

PROCEDURES

1. Administration of Harassment Procedures

a. The Director of Education or Designate is respdedit maintain and keep
current these procedures and to ensure they ailaldeaand posted, in
accordance with the Regulations to @ecupational Health and Safety Act ,
1993 http://www.gp.gov.sk.ca/documents/English/Stat8tdutes/O1-
1.pdf, in all work centers.

b. Occupational Health and Safety Committees are lingiutheir meeting
minutes to the Director or designate.

c. The principal or supervisor in each work locatiertd advise annually
employees and the local Occupational Health andtp&fommittee of the
procedures and their intent.

d. The Director of Education or designate is to previor the collaborative
review of these procedures every three years.

2. Harassment—Procedures

a. Personal harassment is any objectionable behadoomment, or display
directed at another based on, but not limited tadge, race or place of origin,
physical appearance, age, sexual orientation,sabdity. Examples of such
harassment may include unwanted physical contamppiropriate jokes or
teasing, display of derogatory materials, or coneiich may reasonably
cause hurt, humiliation, or awkwardness so as ¢atineely affect an
individual's well-being, work relationships, or j@erformance.
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b. Reasonable supervisory practices are not to berceasto be personal
harassment.

c. If an employee reasonably believes that he or skébben personally
harassed, appropriate measures are to be undertkethe purpose of these
procedures, the person who feels harassed othglainant and the alleged
harasser is theespondent.

d. Because allegations of personal harassment arsafsative nature and may
have serious consequences on both the complaindnha respondent, it is
strongly encouraged:

* That complainants, respondents, and supervisors &ee
accurate record of all events, dates, and circurostarelated
to any alleged incident or review;

» That reviews be conducted so as to respect thédeortiality
of all parties but recognize the principles ofi@iss and
justice;

* That summaries of decisions confirming complaiotsf part
of the personnel file of the respondent;

* That the initiation of vexations or malicious comupls is of
itself a form of personal harassment and is sulbgetite
provisions of this policy;

* That employees may, at any time throughout a harass
review or investigation, file a complaint with tBaskatchewan
Human Rights Commission or Saskatchewan Labour,
Occupational Health and Safety Branch;

» That each school or workplace staff discuss a obgeactice
intended to establish common understandings ascepéable
standards of conduct so as to prevent or forastatlents of
personal harassment.

e. The Director of Education may designate from timéirne persons to whom
complaints may be addressed.
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3. Harassment Complaints

a.

Complainants have three (3) recommended coursastioh: personal
contact, anoral report, or awritten report.

Because it is often best if allegations of perstraahssment can be resolved
closest to the source of harassment, it is recordatethat the complainant
first approach the respondent to attempt to resthlgalleged harassment.

If the complainant believes personal contact wawtisatisfactorily resolve
the situation, the complainant may report the iestcrally to his or her
immediate supervisor.

The immediate supervisor is to review the complaind report orally his or
her findings to the complainant and the respondethin two (2) weeks.

Such a review is to include an interview with teepondent and may include
other interviews as deemed appropriate.

Notwithstanding the preceding protocols, the coimglat may submit a
formal, written complaint to his or her Central iOff supervisor. In the event
the respondent is the immediate supervisor, theemrcomplaint is to be
forwarded to the Director of Education .

Following receipt of the formal, written complaitite immediate supervisor
or Central Office supervisor is to investigate tloenplaint and provide a
written response in an appropriate format to the®@or of Education with a
copy within three (3) weeks to the complainant amthe respondent. Such a
review is to include an interview with the respomidend may include other
interviews and collection of evidence as deemedapijate.

If the alleged harassment is determined to be theetespondent will be
subject to disciplinary procedures as determinethbyDirector of Education
which may include any or a combination of an oegrimand, written
reprimand, suspension, and/or dismissal.

The disciplinary procedures are to be communicei¢dde complainant who
shall hold the same in confidence.

The complainant and respondent may appeal theptisaiy procedures to the
Director of Education within two (2) weeks. Suchappeal is to be reviewed
by the Director of Education and a report providethin thirty (30) days to
the respondent and complainant.
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4. Administration of Violence Prevention

a. The Director of Education or designate is respdagibmaintain and keep
current these procedures and to ensure that tieegvailable in all work
centers.

b. Employees are to use theoVENT INCIDENT REPORTFORM for investigation
of an incident of violence.

5. Violence Prevention Procedures

a. Light of Christ RCSSD defines violence accordiogheRegulationsto the
Occupational Health and Safety Act, 1993 as... “the attempted, threatened, or
actual conduct of a person that causes or is litcebause injury and includes
any threatening statement or behaviour that giwesraéer reasonable cause
to believe that the worker is at risk of injury”.

b. The division is to minimize the potential for vialee by adopting preventive
measures such as training for employees, studadts@unteers by:

» Developing ways and means of recognizing potegtiatilent
situations.

» Establishing anticipatory approaches to prevemioimize
violence.

» Developing procedures for dealing with incidentviofence
and how to obtain assistance, and

» Establishing procedures for reporting, investigatiznd
documenting violent incidents.

c. The division will intervene and take supportive apgropriate action when
any acts of violence, threats, or intimidation accu

d. This procedure is to be reviewed regularly. Anyisens are to be
communicated to all employees, students and vadusite

e. The Director of Education is to direct principaiglassupervisors to advise
employees, students and volunteers annually oétpescedures.

f. The Director of Education or designate is to previor the collaborative
review of these procedures every three years.
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16. Violence Prevention and Repogi Employees

a. Principals are to inform employees who work inisgt where they could be
at a higher risk of violence. These may include:

i. Employees who work with students who have a hisbbry
violence.

ii. Employees who work with students who suffer froracfic
medical conditions which can increase the probginli those
students being the perpetrators of violent actd, an

iii. Employees who provide services to a student whasenpor
guardian has a history of violence or who has teread school
staff.

b. All employees have a responsibility to ensure a gafrkplace. To that end,
employees are to promptly communicate issues nglati violence as
follows:

i. Employees who believe they have been subjectediment
act will report the incident to the principal ompsuvisor
immediately.

ii. Employees who have been the victim of a violenidest must
complete a YOLENT INCIDENT REPORTFORM and forward it to
the principal or supervisor.

iii. Employees who believe a student, colleague, otovisd the
workplace represents a danger to the safety oivtdrkplace
are to notify the principal or supervisor immedigpte

iv. Principals or supervisors are to inform the Directo
designate and the local Occupational Health andtfaf
Committee of all reports of violent incidents.

c. All violent incidents are to be investigated asrsas possible following
receipt of a complaint. Principals and supervisoesto investigate all reports
of violent incidents as follows:

i. Review the complaint and interview the complainatigged
perpetrator(s), if possible, and any witnesses.

ii. Summarize the information and review th®MENT INCIDENT
REPORTFORM.

iii. Permit the alleged perpetrator to provide a stateme

iv. Advise the victim of his or her right to report tbemplaint to
police services, and

v. Complete a written report of the results of theestigation and
forward it to the Director or designate.
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d. The complainant and alleged perpetrator may chtwobe accompanied by an
employee representative or other person of chdieeystage in the
investigation.

e. The Director or designate will review the findingsd respond.
f. Following an investigation that confirms the oceumte of a violent incident:

i. Where the alleged perpetrator is an employee o$t¢heol
division, the school division will take appropriegepportive
and disciplinary action.

ii. Where the alleged perpetrator is a student, theadatill take
appropriate supportive and disciplinary action .

iii. Where the alleged perpetrator is a parent or anatkeenber of
the public, the Director of Education, will takestappropriate
action necessary to minimize the risk of anotheidiant.

g. Employees affected by a violent incident are tanfermed of the results of
the investigation.
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ADMINISTRATIVE PoLicy No. 506

RECOGNITION OF SERVICE

Light of Christ RCSSD recognizes the service oplayees in accordance with the
number of years served.

PROCEDURES

1. Service Awards

a. Service awards are presented for:

i. Ten years of service

ii. Fifteen years of service

iii. Twenty years of service

iv. Twenty-five years of service
v. Thirty years of service

b. Years of service are to include all years of empleqt with Light of Christ

RCSSD and those Boards of Education which amalgadrtatform Light of
Christ RCSSD.

c. Arecipient’s years of service are to be calculatethe end of the present
school year.

2. Presentation of Awards

a. Service awards are to be presented anmatadily appropriate division event.

3. Retirement Gratuities

An employee upon retiringrfr teaching in the school division is entitled to
receive a retirement gratuity of 50% of $2500afi@r 15 years of employment;
75% of $2500.00 after 20 years, and $2500.00 28g/ears employment. Years
of employment will be calculated based on numlbgears of active teaching.



34

Light of Christ RCSSD #16

ADMINISTRATIVE PoLicy No. 507

EMPLOYEE FAMILY ASSISTANCE PROGRAM

Light of Christ RCSSD is committed to the prinef assisting in the rehabilitation of
competent employees. It is more beneficial to assigployees than to terminate their
services because of serious declining work perfagaalue to problems related to
health, financial, legal, or abuse of alcohol drestdrugs. The school division expects
the employee to cooperate fully with all measuag®em to help.

PROCEDURES

1. Responsibility of Immediate Supervisor

a. ldentify job performance decline as soon as paossibl

b. Assist the employee to recognize and acknowledg@goformance decline.

2. Responsibility of the Director of Education

a. Assist the employee to overcome or manage the gmabthat cause job
performance decline.

b. Assist the employee in finding appropriate conaglservices.
c. Provide supportive counsel during the period obwvecy and follow-up

d. Assure the employee of the confidentiality of thegoam.
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ADMINISTRATIVE PoLicy No. 508

EMPLOYEE RECORDS

A personnel file is maintained for each employekight of Christ RCSSD. The file is
located in the Central Office as a private and iclamitial record. Only necessary
information is kept in the file. All items conta&d in the file are with the knowledge of
the employee.

Employees have the right to access their file, @t @g the right to seek correction of
information contained in their individual file.

PROCEDURES

1. Employee access to personnel files is permittegesutn the following:

a. Arequest by an employee to view his/her file iBéodirected to the
appropriate supervisor.

b. The file is to be examined in the presence of fh@priate supervisor or
designate.

c. The file may not be removed from the office.

d. Approval of the appropriate supervisor is necesgaran employee request
for amendment, deletion, or copying of any materaaitained in the file.

e. The employee is to acknowledge the examinatioh®fite by signing a
dated statement to that effect.

2. Access to information on employees by any othesqers subject to compliance
with The Local Authority Freedom of Information and Protection of Privacy Act,
ADMINISTRATIVE PoLICY- 708-RECORDS
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ADMINISTRATIVE PoLicy No. 509

GRIEVANCE

Any employee of Light of Christ RCSSD who feelsdneshe has a grievance of a
serious nature concerning his or her contract,axmelfor other divisional matter is to be
granted an opportunity to submit a grievance.

Procedures

1. Grievance by a Teacher

a. A grievance includes any disagreement with resteettte meaning,
application, or violation of LINC contract, proviat agreement, or teacher-
board contract. This includes interpretation anglementation of
Administration policy.

b. Teachers are to endeavour to settle grievancesghrappropriate
administrative channels before approaching the @oaEducation.

c. Grievances which cannot be settled in the abovenerashould be brought to
the attention of the Board of Education in writingfore any other action is
initiated. The written statement is to containdevice that steps under (b)
above have been carried out.

d. The Board is to strike a Grievance Committee thab iconsist of five
members: two appointed by the LOCRCSSD Teachetts’LScal, two
appointed by the Board, and an individual acceptabboth the Board and
the LOCRCSSD Teachers’ Sub Local. The mutuallgegmupon individual
is to act as chair.

e. The Grievance Committee is to render a recommeora&di the Board within
fifteen days of receiving the written notice. TBeard is to render a decision
within fifteen days of receiving the recommendatidrhis decision may be
appealed to the Board of Education.

f. If the grievance is not resolved to the satisfacbbthe teacher(s), the
teacher(s) may refer the grievance for dispostitioder the provisions dafhe
Education Act, 1995.
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g. At any point during these grievance proceduresejiarty may be
represented by counsel.

2. Grievance by a Member of the Instructional/@leal/Custodial Support
Staff

a. Procedures for grievances are as outlinegeiiNSTRUCTIONAL/CLERICAL/
CUSTODIAL SUPPORTSTAFF HANDBOOK.

3. Grievance by Other Employees

Procedures for any employs®sncluded in 1.or 2. above are as follows:

a. For the purpose of this policy, a grievance inctudry disagreement with
respect to the meaning, application, or violatibthe employee-board
contract. This includes interpretation and implatagon of Administrative

policy.

b. Employees are to endeavor to settle grievancesghrappropriate
administrative channels before approaching the @oar

c. Grievances which cannot be settled in the abovenerashould be brought to
the attention of the Board of Education, before aiier action is initiated.
The written statement is to contain evidence ttegissunder (b) above been
carried out.

d. The Board of Education is to render its decisiothimithirty days of
receiving the written notice.

e. If the grievance is not resolved to the satisfacbbthe employees within
thirty days of submission to the Board, the empéggemay refer the
grievance for disposition under the provisionshef$askatchewan Labour
Sandards Act.

f. Atany point during these grievance procedurebgeparty may be
represented by counsel.



