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Light of Christ RCSSD #16

ADMINISTRATIVE PoLicy No. 401

DECISION MAKING

These procedures define the authority, respontsibéind accountability for the making
of decisions in each major area of operation inLilgat of Christ RCSSD.

Authority and responsibility to manage the operatiof the school division is delegated
by the Board of Education to the Director of Ediarat

Authority and responsibility is delegated to staffthe Director.

All accountability of staff is through the Director

PROCEDURES

1. Central Office

a. Central Office refers to those decisions made byQiector and
Superintendents.

b. The Board values a positive and collaborative emvirent for
working and learning. With this guiding principle mind these
decisions may be made in consultation with the 8o0&chool
Community Councils, principals, teachers, coordingtconsultants,
and service and support staff.

2. School

a. School refers to those decisions made by the pahevho may
consult with teachers, parents, students, Schowifmity Councils,
and service and support staff.



DECISION MATRIX

Central
Office School
1. Budget
a. Operating
@D Administration of salary
rates v
HH @D Service levels and standards v
HHHaD Allocation of funds v/
AR Raise revenues (e.g. rentals,
utilities). 4
gD Deployment
and expenditure of school funds v
vi. Expenditure of non-public funds. v
b. Capital
D Identification of
major capital projects. 4 v
HH @D Confirmation of district priorities. v
HHH @D Allocation and deployment
of funds v
to capital projects.
AR Allocation of funds for new equipment. v
v. Deployment of funds for new equipment. v v
2. Facilities

a. Planning/Capital Developments

i. Based on program needs, learning standards,
and educational specifications. Develop to
ensure suitability, flexibility, and efficiency

within schools. v
HH @D Overall district plan for
space utilization. v

b. Maintenance



ARl Provision of maintenance
services. v

ii. Supervisor determines priorities based
on school input. v



c. Operations

i. Principal and Superintendent of

Administration ensure the

school’s cleaning requirements are met. v
ii. Resolution of unusual or emergency

requirements. v v
iii. Rental v

d. Caretakers

i. Selection and training v
HH @D Evaluation v v
HHH D Deployment v/

3. Transportation

gD Students v
4. Safety
gs5@n Implementation of safety standards of
operations 4 4
§l<@h Monitors implementation of standards
v v
5. Personnel
gs@n Allocation of staff levels to schools
v
8l Establishment of personnel practices
v
1h @D Recruitment of staff v/
v
a@n Selection of staff from applicants
v v
m <@b Appointment of staff
v v
X @D Deployment of staff within school
v

g. Implementation of evaluation criteria as
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defined standards set by Board v
za@h Reassignment of staff within district
v
AR Provision of staff development activities

v v
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6. Programs

a. What Students Will Learn

@D Exit or significant outcomes
(goals) v

HH @D Program outcomes v/

HHH @D Personalized
learning goals v

AR Program, course/subject
objectives v v

X Locally-developed programs v v

SH @D Program modifications (special needs) v

v
SHH D Internet use v’

b. How Students Will Learn

@D

delivery of programs
HH @D

reporting
HHH @D

and grouping
AR

planning
gD

modification
XD

programs

c. Program Support

X @ Staff development
HH @D
services
HHH D
gram development and implementation v’
AR
initiated planning and accreditation
@D
X @D
special needs screening/identificatiory”
and special class placement

v
Design and
v

Student assessment and

v v
Organization
v

Facilities modification

v v

Special needs program
v v

District/regionalized
v

v v

Staff development support
v
Pro
v
School
v
Accreditation support’

Student
v



SHHED
services

d. Program Evaluation

XD
effectiveness

HH@h
effectiveness

12

Student special needs support
v v

General program

v
School program
v v
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7. School Operations

S@roo0oTy

Student governance
Admission of students

Class size

Hours of operation

Student supervision and safety
Community consultation
Student records

Administration of medication

AN NN N N N NI N

AN N N N NN



ADMINISTRATIVE PoLicy 402

STUDENT GOVERNANCE

Light of Christ RCSSD endorses the formation apération of Student Councils
to enable facilitation of school activities so loagthose Councils act in
accordance with school division policy and procegur

PROCEDURES

1. Genera

a. The principal, or a staff advisor designated byghecipal, supervises
the Student Council.

b. The principal or staff advisor is the liaison betwehe Student
Council and the staff.

c. The principal, School Community Council, Studenu@ail, and
student body determine the mandate of the Studemhcil.

2. Formation

a. Student Council members must be students enrailéuki school.

b. The principal or staff advisor and the Student Quaare to set the
regulations governing Student Council members.

c. The Student Council is responsible for producingi&en constitution
that describes procedures for selecting studemntamembers,
holding meetings, disseminating information, arfteofpertinent
activities:

i. The constitution is to describe the Student Cotswiembership
positions and the responsibilities of each position



i.
he constitution is to describe the responsibiliied reporting
procedures of Student Council-appointed committees.

iil.
he Student Council is responsible for revising apdating the
constitutional requirements that regulate memhmegformance,
including procedures for sanctions against or disaliof
members.

3. Local and Division Activities

a. The principal is to consult the Student Councilargiing requests for

4. Activity Fund

a. The Student Council is to follow school divisioropedures regarding
student fundraising, charitable donations, corgosabnsorship, and
financial accountability.

b. The Student Council activity fund is to be audigeshually by the
Superintendent of Administration.

c. The Student Council is accountable to the prindipaits financial
operations and fundraising activities.
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ADMINISTRATIVE PoLicy 403

ADMISSION OF STUDENTS

The Light of Christ RCSSD provides the children @arents of the school
division learning opportunities within the contexXtthe Board'’s vision,
mission, and guiding principles. Children are tarieoduced into a community
of learning and living, a community of love for aservice to others. This
community involves children, parents, guardianacters and priests, pastoral
workers and caregivers.

The Education Act, 1998ipulates that every person who has attainedghe a
of six years, but has not yet attained the agevehty-two years, has the right to
attend a school in a school division. It alsowdges that students have a right
to secure instruction appropriate to their agelawel of educational
achievement.

The student’s right to receive instruction is tight to instruction in courses or
programs approved by the Board. This instructia@y ive provided in the
schools of the school division, or in Board-appibgehools or institutions
outside the Board'’s jurisdiction.

The Board may provide programs and services taopsrseyond those required
by provincial legislation.

PROCEDURES

1. Resident Students

a. The principal is responsible for the admissibstodents.

b. Inthe case of a student requiring speciayjmming, the
school attended is to be designated by tiheckir or
designate.

c. Resident adults who are or exceed twenty-twosyebage may
enroll in schools of the division only with the appal of the
Director of Education.
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2. Kindergarten and Grade One

a.

To enroll in Kindergarten, the student shalabkeast five (5) years
of age on or before the 3#lay of October of that school year.

To enroll in Grade One, the student must bé&iyears of age on
or before the Flday of October of that school year.

Attendance is compulsory at seven (7) years of age.

Where a student enrolls in a school for the firse, the principal
may require the student to provide documentatioifyeg age.

Where a student has attended Kindergarten ith@nmrisdiction
which has a later entrance age cut off date, tiaest will be
accepted into Kindergarten if the student has dédrKindergarten
for two calendar months.

Children who meet Saskatchewan Learning critieniaa student
with a designated disability may enter a schookbdgseschool
program at the age of three years.

Children who meet the criteria for entrance pwexkindergarten
program may enter at the age of three years.
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3. Non-Catholic Children Residing in Light of Christ School
Division

a. Non-Catholic children whose parents or guardiarde=@ithin Light
of Christ RCSSD are permitted to register provgdin

I. They meet the age and academic requirements foisaim.
i.
heir parents or guardians complete the necessary
documentation indicating that their children wilrpcipate
in the formal religious instruction offered at thehool—
FORM: DECLARATION OF STATUS/STUDENT REGISTRATION

b. Principals are to be satisfied that the primaryiveodf the parents or
guardians in registering their children is the teesd have their
children educated in a Catholic school environment.

c. Principals are to insure that the parents or gaasiieceive
information with respect to the reception of Caithebhcraments and:
I. The definition of an elector,
ii.
andidacy in school board elections,
il
oting in school board elections,
\2
llocation of school taxes

4. Non-Resident Students

a. Non-resident Saskatchewan students may be admsitbject to the
following conditions:
i. The student or Saskatchewan school divisiomwgsto
enroll a student in Light of Christ RCSSD msake
application for admission to the principal.
ii. Space is available to accommodate the student.

b. Exchange students may be admitted subject tfolosving
conditions:

i. At the discretion of the administration at JdPeul 11
Collegiate, up to six exchange students may bepded
on a tuition basis in any school yearadidition, one
local Rotary Club exchange student per yeay be
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accepted at John Paul 1l Collegiate witttuition fee to
be charged.

ii. Exchange students who are not eligible f@ngrecognition may
be required to pay 100% of the computedotuitee amount.

iii. Tuition fees are to be waived for studentsovdre eligible for grant

iv. A reciprocal exchange program is one wheireagt one student
period of studies in another country andpeting tuition. This

v. An exception to the definition of reciprocalckange programs
is a program where there are specific or@at exchange

c.  Foreign students may be admitted subgettie following conditions:

i. Students request admission in accordance with lafBhrist
RCSSD requirements and directions.

il. Applications are completely processed and retutogde
Director of Education by March 15 for enrolment in
September. Applications received after this dedet@be
considered for enrolment in February.

iii. Appropriate fees are paid when all documentatian ha
been received and the application approved by thexfor of
Education.

V. Students who last attended school in a countryr dkizen
Canada may, prior to admission to a school in thisidn, be
required by the school principal to have their poas
educational standing evaluated by Saskatchewaminegar

5. Transfers from Other Jurisdictions

a. A child who has attended kindergarten or gradeiom@@other
school division during the current school year, aund does not
meet the admission requirements of the Board letadmitted at
the level to which he or she was entitled by thedsey Board.

b. All other students entering the school division taree admitted and
placed provisionally at the level to which they eentitled by their
sending Board.

c. Provisional placements are to be changed onlysesahere the

placement is found to be clearly inconsistent i student’s
general achievement.

6. Documentation



20

. Principals are required to collect, assess, arafdgbe information
required for the admission of students to schools.

. Itis the responsibility of parents or guardianstidents to provide
the information required by the principal.
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ADMINISTRATIVE PoLicy No. 404

CLASS SIZzE

The principal is to determine the most effectiviéiasttion of teaching staff
within the school.

PROCEDURES

1. The principal is to consult with the staff and Rit@ of Education or
designated senior staff concerning class groupangsconfigurations.

2. Emphasis is to be placed on smaller class sizégeiprimary grades.
3. The following factors are to be considered in deteing class size:
a. Ability level of students
b. Strengths of the teacher
c. Total workload of the teacher
d. Subject of instruction

4. Acceptable enrolments in shops and labs are teetegrdined in
consultation with the teachers regarding:

a. Space requirements
b. Equipment provided, and

c. Safety
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ADMINISTRATIVE PoLicy No 405

HOURS OF OPERATION

Light of Christ RCSSD, within guidelines estabéshby the Minister of
Learning, and requirements Blie Education Act, 199%etermines the school
year and hours of operation for schools.

PROCEDURES

1. School Year

a. The Director of Education, through consultationhaappropriate
stakeholders, establishes a recommended schoabealor
presentation to the Board of Education.

b. The approved calendar is to be published in schewakletters, and

on the school division web site.

2. School Day

a. The principal in consultation with the Director®ducation or
designate is to determine the starting time, breaklsrecesses,
lunch hour, and dismissal of his or her assignéoaic

b. Times are to be in accordance with the requiremaiitse
Education Act, 1995

c. Parental and transportation concerns are to bed=res.

d. Normally, kindergarten students are to attend damum of ninety
school days of five hours each.
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3. School Opening and Closing

a. Principals, in consultation with the Director of iedtion, may
dismiss school at any time before the usual disshisse where the
health, safety, or welfare of students or stathreatened. Refer to
ADMINISTRATIVE PoLicYy No. 805—S-HOoOL CLOSURE AND SEVERE

WEATHER.
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ADMINISTRATIVE PoLicy No. 406

STUDENT SUPERVISION

Principals are required to make provisions for sup®n of students while in
school or while engaged in school authorized d@tiwioutside of the school

premises.

PROCEDURES

1. General

a.

The principal is to assign teachers and other perdme
responsibility of student supervision.

The assignments are to be made in consultationtiwtipersons
involved.

The responsibilities are to include supervisiostoflents at least
fifteen minutes before school in the morning, dgniacess periods,
at noon, after school, or at any time that studarésengaged in
authorized school activities on or off school pressi

The principal is to establish parameters for gdrserpervision of
students in the morning, during recess, at noom, ladter school
hours, during the loading and unloading of schads, and other
activities on or off school premises.

All supervision practices are to result in safesippee learning
environments. They are to be consistent with thesational,
physical, social, and moral and religious developinoé the
individual child.
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2. Lunch

a. The principal is to assign lunch period supervidmmstudents
subject to the local agreement and the needs aictheol.

b. The principal in consultation with the school siaffo establish
student expectations in regard to the lunch paiatinoon recess.
These expectations are to be communicated to gaaedtstudents
at the commencement of the school year.
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ADMINISTRATIVE PoLicy No. 407

STUDENT CONDUCT

Principals have the authority to develop guideliaed rules necessary for
development and maintenance of safe, positive enwients in schools.

The principal, in cooperation with staff, Studemtu@cil, and the School
Community Council, develops guidelines to promatedyorder and harmony

in the school. These guidelines are communicatetktf, students, and parents
on an annual basis.

These guidelines are to conform to the dutieswfestts as set out iFhe
Education Act, 1995.

PROCEDURES

1. Attend

a. Students are to attend school regularly and pultgtua

2. Conform

a. Students are to conform to the rules of the schedet out by the
principal.

b. Students are to accept discipline as would be esegtdy a kind,
firm, and judicious parent.

3. Observe Standards

a. Students are to observe standards as are set thet inles of the
school with respect to the rights of other persons.
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4. Account for Sdf

a. Every student is accountable:

» To the teacher for his or her conduct on the schomhises
during school hours and during such hours as tehte is in
charge of the pupil in class or while engaged itharized school
activities conducted in out-of-school hours.

* To the principal and members of the teaching stéiny time
that he or she is under supervision of the schioclyding time
spent in traveling between the school and his opleee of
residence.

» To the driver of a school bus, and to any othes@eappointed
by the Board for the purposes of supervision dunogrs when
pupils are in the personal charge of such emplogepsrsons
appointed by the Board. Those appointed persaaibisi
responsible to and report to the principal.
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ADMINISTRATIVE PoLICY NO. 408

STUDENT AND PARENT COMPLAINTS AND GRIEVANCES

The Board of Education is to ensure that therefégraand equitable means to
hear and address student and parent complaines Bdard is committed to
ensuring that just and careful procedures for adaiohg and resolving these
complaints are established, maintained, and redewe

PROCEDURES

1. General

a. Complaints are to be addressed in a timely andog@pjate manner.

b. Complaints and efforts at address and/or redrestodre
documented in order to ensure and enhance a fic@msistent
response.

c. Complaints regarding school operation and treatrokstudents
may be made by:

i. A parent or guardian who is acting on behalf ofshelent.
ii. A studentwho is:

» Sixteen years of age or older and living indepetigeor
» Eighteen years of age or older

d. Inthe event of a dispute at the school, the stislézacher is to be
the first person to hear and address any complaigtievance from
a student or parent.

e. If the complaint cannot be resolved with the teactiee principal is
to be contacted.
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If a complaint cannot be resolved with the printipl@e student or
parent may contact the Director of Education, @igieate to seek
resolution:

i. Complaints may be made directly to the Directar designate
in the event of conflict of interest with the pripal.

i.
omplaints against the principal may be made diyeotthe
Director, or designate.

If a complaint cannot be resolved with the DirecbEducation or
the Director’s designate, the student or parent make a written
complaint to the Board of Education:

i. Complaints may be made directly to the Board ofdadion in
the event of conflict of interest with the Director

i.
omplaints against the Director may be made dirdothhe
Board of Education.

. The Board of Education is to decide on an apprtgaddress to the

complaint or grievance, and then is to use thahowto make a
decision that resolves the dispute. The Boardissdm is binding
on all parties.

2. Disputesregarding designation, placement, or program

a.

If a student or the parent or guardian of a studessigrees with a
decision concerning the designation, placememragram of a
student, the student or parent or guardian mayastcreview of the
decision.

The request for the review is to be made in wrietfing out the
reasons for the disagreement. It is to be madamiifteen school
days of the decision, and addressed to the Dire¢tBducation.

The Director of Education or designate is to uralerta review of
the decision by meeting with appropriate schootpenel, the
student, and/or the parents or guardians.
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d. Following the review the Director of Education @stgnate is to
either:

i. Confirm the initial decision,
ii.

odify the decision, or
iii.

ake a new decision

e. Within fifteen days of receiving the request thedotor of
Education or designate is to report in writinghe student and/or

parents or guardian. A copy of the report is tplmvided to the
Board of Education for its information.
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ADMINISTRATIVE PoLicy No. 409
DISCIPLINE

Light of Christ RCSSD is committed to the prineigf justice and to
developing environments which are physically, eowwily, and spiritually safe
and positive.

Discipline in the Catholic school focuses on thesf messages of love,
respect, justice, and concern for the welfare logtaddents and staff.

The Board believes that parents, staff, and stgdentt work together to
ensure that learning occurs in a safe, orderly,ramtiring environment.

PROCEDURES

Specifically, the Board expects that all intervens on behalf of students must
reflect the dignity of the individual, reflect jusg, and focus on forgiveness.

Discipline is part of the teaching-learning proceEsery effort must be made
to teach appropriate behaviour to students, whiteeasame time recognizing
that students must be accountable for their belavio

1. General

a. Discipline in schools is to stress correction rathan punishment.

b. Principals and staffs of schools are to attempletermine the cause
of misbehaviour and stress rectifying this causeuph a variety of
techniques. Where safety of others is not constlarrisk, the
procedures below are to be followed by the teaahdrprincipal
when behaviour problems are encountered:

i. The teacher is to assist the student in identifyireggbehaviour
problem, its causes and appropriate alternativawetrs.

il.
he teacher is to discuss the student’s behaviair tve
principal to generate alternative management sfiede
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il
he teacher and/or principal are to discuss theestigl
behaviour with the parent(s) or guardian.

iv.
consistent effort is to be made to change thepregpiate
behaviour through various techniques.

v.If measures taken do not result in appropriatdest
behaviour the principal is to consult with the i@ or
designate to plan for further remedial action.

Vi,
he goal of all behaviour management techniques@regdlby
staff is to provide a positive school climate where education
and well-being of students are foremost considanati

c. Where the safety of others is at risk, temporasyragning force may
be used. It must not exceed what is reasonabbepatal
punishment is not permitted.

2. Detention

a. Detention, if employed, is to be applied judicigusl

b. Bus students are not to be detained after schaokholess suitable
arrangements have been made with the parent odigoar

3. Suspension

a. Not more than three days:

i. Prior to imposing a suspension the principal isefer to the
appropriate sections @he Education Act , 199%lating to
discipline.

il.

n accordance witfithe Education Act, 199Be principal may
suspend a student from school for not more thaetbays at a
time for overt opposition to authority or seriousoonduct.

iii.
hen a student is suspended for not more than ttags the
principal is to report the circumstances and theadaken to
the student’s parent or guardian and maintain ailédtrecord
at the school.



33

b. Fourto Ten Days

i. The principal may suspend a student from schoah feeriod
of up to ten days for habitual, willful, or gros®hation of
duties of a student or the rules of the school.elv& student is
suspended under these provisions, the princigalnsport, in
writing, the circumstances and action taken angtae for the
students return to:

* The Director of Education or designate
* The parent or guardian
e The student

ii. The Director or designate may confirm, modify, @miove the
suspension. If confirmed or modified the Diredsto inform
the Board.

iii. If desired the student, parent, or guardian isstgtanted a
hearing with the appropriate officials, througheath of the
preceding steps.

c. Suspension by Board

i. The Board may investigate the suspension in (loutin its
own involvement or that of a committee.

ii.
he investigation is to occur prior to the date dnoh the
suspension ends.

iii.
he Board on concluding its investigation may dectiae
suspension warrants a period of greater than tgs dehe
Board may suspend the student from all or anysodehools
for a period of not greater than one year.

iv.
f desired the student, parent, or guardian aretgranted a
hearing throughout each of the preceding steps.

4. Expulsion
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a. The Board, following an investigation or a repdraacommittee,
may exclude a student from any or all of its schdot a period
greater than one year.

b. The student, or his or her parent or guardian rafigr the expiration
of one year, request a review and reconsiderafioagistration by
the Board.
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ADMINISTRATIVE PoLicy No. 410

SAFETY

Light of Christ RCSSD is committed to ensuringeslagfarning and working
environments throughout the school division. Tlaf8 authorizes the

Director of Education to prescribe practices armtpdures to ensure acceptable
standards of comfort, safety, and sanitation.

PROCEDURES

1. General

a. The principal is to maintain adequate conditionsaféty and
sanitation in the school and on school grounds.

b. The principal is to comply with established logaipvincial and
divisional administrative procedures to ensure tjesteral and
emerging repair work meets acceptable safety amthsa standards.

c. The principal is to arrange for the establishment @maintenance of
an Occupational Health Committee in the schooktroedance with
The Occupational Health and Safety Act, 1993

d. The principal or designate will representwkplace management
as a member of theGOH

2. FireDrill and Evacuation Plan

a. The principal is to develop a detailed fire drilidaevacuation plan
for the school, and ensure that all students affirsembers are
fully informed of their duties and responsibilitie¥he appropriate
number of fire drills and evacuation exercisestarge conducted as
required by provincial fire authorities.
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. BusLoading

a. The principal is to establish procedures and agdagsupervision
of bus loading and unloading at the school.

. First Aid

a. The principal is to ensure that a supply of fiistmaterials are
available in the school and stored in a locatioovim to all members
of the staff.

b. The principal is to ensure that at least one merab#re staff has
current up-to-date certification and training irsfiaid and Cardio
Pulmonary Resuscitation.

c. The principal is to ensure that WHMIS—Workplace Biaous
Materials Information System—manuals are up-to-date staff
member in-service and materials are current acegQridi
requirements of he Occupational Health and Safety Act, 1898
Regulationf the Act, 1996.

. Emergencies

a. In any school emergency the principal is to takateher immediate
action may appear to be reasonable and necessanguoe the
safety of students, employees or visitors to tieskt

b. The principal is responsible for developing a aogeincy plan for
emergencies consistent witlbMINISTRATIVE PoLicY N0.805—
ScHOOL CLOSURE AND SEVERE WEATHER.

. Hospital Emergency Treatment

a. When a student is taken to hospital for treatménin@ss or injury,
the following conditions are to apply:

i. Attempts are to be made to notify the parent ordjaa.

ii. If the parent or guardian cannot be contactedhtspital is
to be advised accordingly.

iii. In the absence of the parent or guardian, the tedgmlicy
for consent and treatment are to be followed.
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b. If an ambulance is required, it is to be calledhe Expense is the
responsibility of the parent; however, if circunmstas warrant, it
will be paid by the Board.

7. Protective Equipment

a. Teachers are to require students to wear safetpwartective
equipment as recommended for use in their instrnatiprogram
and other school-approved activities.

b. Specific guidelines for sporting and physical attg equipment are
to be adhered to as outlined in the school diviSiamsICAL
EDUCATION SAFETYHANDBOOK

8. Physical Activities

a. Procedures for physical activities safety are tgthged in the school
division PHYSICALEDUCATION SAFETY HANDBOOK

b. Itis the responsibility of the Director of Eduaatito ensure that the
HANDBOOKIs kept current and includes direction specifith®
following:

i. Standard of care

ii. Facilities

iii. Equipment

iv. Instruction

V. Supervision

vi. Clothing and footwear
vii. Approved activities

9. Motorized Vehicle Traffic

a. Motorized vehicular traffic is prohibited on schgubperty with the
exception of:

i. Designated parking areas
ii. Service, maintenance and repair vehicles requacutgss to
specific areas.
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10. Unusual Threats

a. Principals are to be familiar and remain currerterms of the
information and directions provided in the Light@firist RCSSD
EMERGENCYRESPONSEDESKREFERENCE.

b. When an unusual threat to student or staff satetgdeived, the
principal is to take appropriate action.

c. Among appropriate and expeditious responses thatmaaken by
the principal and the school’s Crisis Response Timenfollowing,
but not exclusive actions may occur:

i. Notify the police immediately and follow all diréahs given
by the police.

ii. Notify the Director immediately.

iii. Carry on with regular activities unless adviseth contrary
by police.

iv. Clear the school premises.

v.Avoid any area of the school which may threatendafety of
individuals and,

vi. Lock down the school.

11. Dangerous and Communicable Diseases

a. Any student or staff member whose health or medicatition may
pose a significant health risk to others is todmguired to contact a
physician.

b. The physician is to be requested to provide a na¢dertificate
stating whether the physical condition of the indiial poses any
significant threat to the health and welfare ofeoth

12. Tragic Events

a. The Director of Education or designate is to ensluatthe resource
guideEMERGENCYRESPONSEDESKREFERENCHS kept current and
updated annually.

b. The principal is to select staff members for thesiSiResponse
Team for the school in accordance with the resoguoge.
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c. The principal is to inform staff members, the SdHdommunity
Council and parents of the purpose and functiathefCrisis
Response Team.

d. The principal is to ensure that all members ofdtigool staff and of
the school’s Crisis Response Team fulfill theimp@ssibilities as
detailed in the Handbook
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ADMINISTRATIVE PoLicy No. 411

PROTECTIVE SERVICES

Light of Christ RCSSD requires that all employeescern themselves with the
spiritual, physical, social, and emotional welfafeeach student. Abuse or
neglect of children and youth is a serious matteickvis not to be left
unchecked by persons charged with the care of stside

PROCEDURES

1. Reporting Children in Need of Protective Services

a. All procedures and information on reporting childie need of
protective services are contained in thRoO¥ANCIAL CHILD ABUSE
PrROTOCOL
http://www.saskjustice.gov.sk.ca/overview/publioas/Provincial
Child_Abuse_Protocol 1995.pdf

b. Principals are to familiarize themselves and thtiffs with the
protocol.

c. lItis not the responsibility of school personneirteestigate if a child
is abused or neglected prior to reporting theipausns.

d. Ifitis clear that reasonable grounds to reporexist, then
consultation with colleagues, child protection wend and police
services must occur. This consultation may occtimout making a
formal report; however, consultation cannot caudelay that would
put the child at further risk.

e. Employees are not to contact the child’s family #tleged abuser,
or other individuals to inform or further investigahe suspected
abuse or the circumstances of the suspected abirgeis the role
of child protection workers and police services.

f. All information regarding child abuse and neglectd be treated as
confidential. If an employee has reasonable grotmdé®lieve that a
child is being abused or neglected, the employest mumediately
report her/his concern to the principal.
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g. The principal is to ensure that the suspected aisugported to a
child protection worker or police services.

h. If a child protection worker or police officer wish to interview a
child at the school, s/he is to make the requestagrincipal, and:

i. The principal is to ensure direct access to thiel diy the child
protection worker and the police officer. Any requby a child
protection worker must be in written form.

ii.

f a teacher or other trusted adult is requestetthéyghild
protection worker or police officer to be presentidg the
interview, the principal is to arrange for thatgmr’s presence.

iii.

f a teacher or trusted adult is not requested bHild
protection worker or police officer to be presehg principal
is to request that a child advocate be preserd/ghe believes
it is in the child's best interest.

iv.
he principal is to inform anyone who is presena asild
advocate that s/he may be subpoenaed to appeaurinifc
there are legal proceedings.

v.The principal is to request written confirmatainthe end of
the investigation which confirms the meeting aremgnts, the
assistance of the school, and the general outcéthe o
investigation.

Vi.
he principal is to retain a copy of the written ionation on
file.

2. Cooperation with Youth Workers and Police

a. Interview and Interrogation

i. Principals and teachers are to cooperate with dliegopwhen
they find it necessary to interrogate studentd.paitties are
to govern themselves in accordance withYleth Criminal
Justice Act, 2002.

ii. All requests by police for interviews or interroigat with
students are to be directed to the principal.

iii. Except by specific request to the contrary by mgltbe
principal is to notify, if necessary, the parengaardian in
advance of the interview or interrogation.
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. The principal is to arrange for the interviews and

interrogation to be held in private. The principadesignate
can be present for the interview if the studentiesgs.

If the police request to take a student from theost the
principal is to suggest that the officer contaet plarent or
guardian using the principal’s telephone to infaham of
the police action.

However, the police will act as their duty direcihis may
require the arrest and removal of the student fitwerschool
without giving prior notice to parents or guardians

In either event, the principal is to advise theepés or
guardians of the police action as soon as is plessib

b. Search

Principals and teachers are authorized to seahtdokc
property in order to maintain order, safety, ociibne.
Each school is to develop procedures and policigs w
respect to regular inspection by teachers of desks,
lockers, and other school property used for stocdge
student materials. These procedures and policiess be
communicated to the students upon registration.

If the principal or teacher ascertains that theee a
reasonable grounds for belief that a criminal cSters
being, or has been committed, that a search dadttheent
or property will provide evidence in these mattersyill
lead to the conclusion that the commission of mnicral
offense has or is about to occur, a search carepdoc
subject to the following:

* The search should proceed immediately if there is
reason to believe that the safety of the studentloar
students is in question.

» If the safety of the student or other studentisim
guestion:

[0 Attempts should be made to have the student
concerned present and consent to the search.

[0 Where the student is not present, or does not
consent to the search or the school officials do no
wish to undertake the search under their own
authority, school officials are to contact the peli
and the search proceed under their direction.

[0 At least one witness is to be present when a search
takes place.
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[0 The police must conduct all intrusive searches.

iv. Any search on school premises initiated by thecedb to
be:

* Authorized by warrant or,

* In relation to drugs or weapons or,

» Coincident with the appearance of the police fer th
purpose of arresting a student or,

* Inrelation to a school initiated search that ressul a
request for police assistance.

v. The principal or designate is to accompany thecpah any
search unless advised by the police to the contrary

3. Illicit Use of Drugs and Alcohol

a. The principal may suspend any student who is is@&son of,
distributing, selling, or supplying drugs or alcbhsted under the
Controlled Drugs and Substances Act, 1988 he Food and Drug
Act, 1985and is on school premises, school buses, or absch
sponsored activities. The suspension is to bedordance with
ADMINISTRATIVE PoLICY No. 409- DISCIPLINE.

b. Any student convicted of trafficking in drugs orheol property,
school activities, or school buses is to be suspaiadter
consultation with the Director of Education, in aatance with
ADMINISTRATIVE PoLIcY No. 409-DISCIPLINE.

c. Any student who has a drug or alcohol problem adides in a
teacher or principal for the purpose of overcontimgproblem is to
be directed to appropriate programs and servigessiistance.

d. The principal and staff are to cooperate fully witirents,
community agencies, and law enforcement agencitggeinattempts
to solve problems associated with drug and alcakabe.
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ACCESS TO SCHOOLS

The Board of Education requires principals to eserdiscretion in allowing
individuals access to schools, classrooms, ando$ginounds.

PROCEDURES

1. Visitors

a. All visitors to the school are expected to makertheesence known
to the principal or designate of the school.

b. The principal determines right of access to thesth

2. Sales Promotions

a. No person is to be allowed access to the schodh&purposes of
promoting sales of insurance, supplies, or oth@les or materials
or distributing articles or materials of a polificeature unless
authorized by the principal in consultation witle tirector of
Education.

3. Community and Student Promotions

a. The principal may authorize promotions relatingtident and
community activities.

4. Volunteers

a. Volunteers are to be approved by the principalinstltation with
the teaching staff.

b. Volunteers are to work under the direct supervisiba teacher or
principal.
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c. Volunteers are not to have access to confiderd@minds or student
progress reports.

d. Volunteers involved in any activities involving dat, unsupervised
contact with students are to be required to suloratcurrent police
criminal records check. Refer toMINISTRATIVE Policy No.
501.6—Criminal Records Check.
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ADMINISTRATIVE PROCEDURES NO. 413

ADMINISTERING MEDICATIONS AND MEDICAL TREATMENT TO STUDENTS.

Light of Christ RCSSD recognizes that some stulerdy require:

» Essential oral and/or injectable medication ongule basis.
» Essential oral and/or injectable medication in en@ency situation.
» Essential procedures.

An “essential medication” is a physician-prescrilbegdication that must be
scheduled during regular school hours and is nacg$sr the student’s health
or well being.

An “essential policy” is a physician-prescribed ggdure that must be
scheduled for administration to a student duriggl& school hours and that is
necessary for the student’s health or well beiBgamples of an essential
policy could include, but are not limited to:

» Gastronomy feeds

» Catheterization

* Suctioning

* Response to seizures

* Blood glucose monitoring

» Response to low blood sugar emergencies.

PROCEDURES

1. Essential Medications and Procedures

a. The principal is to ensure that students requinmaglication or
medical procedures during school hours are idedti&nd
appropriate information has been completed and blethe parent
or guardian prior to administering medications mgedures. Non-
prescribed medications are not to be administeyestdif members

b. The principal in consultation with the Director®ducation or
designate and school-based staff are to deterrtafferseembers
responsible for the administration of the service.



47

c. Staff members may decline to administer any meidicadr
procedure without prejudice.

d. The principal is to ensure that:

i. The staff is sufficiently trained to carry out tregjuired
procedures. Assistance may be sought from parapisblic
health nurse, and other health care professionals.

ii. A secure and proper location is provided for treatmn of
medications.

iii. Medications or procedures are administered in aneran
respecting the dignity of the student.

iv. Daily medication records are established and miaieda

v. Containers of medications have dispensing inswaston
the pharmacy-supplied labels.

e. Priorto any school excursion the teacher is to:

i. Communicate to the parent or guardian the natutkeof
excursion.

ii. Determine the needs of the child with the parerivdian.

iii. Develop, in consultation with the parent/guardiad the
principal, an emergency plan that is specific ®ekcursion.

2. Medication in an Emergency Situation

a. Inresponse to a parent’s or guardian’s identifocaof those
students who may require emergency attention beaafus severe
allergic reaction, the principal is to:

i. Require the parent/guardian to provide the schathl the
ANAKIT or EPIPEN.

il. Prepare, in consultation with parent/guardian and
physician, a written action plan.

iii. Make school-based employees aware of the
identity of the student(s).

iv. Arrange an in-service for all school based
employees, together with parent(s) and studerg¢grding the
written action plan and the administration of theAXIT or
EPIPEN.

b. Prior to any school excursion the teacher is toglgmwith the
procedures outlined in No. 1 (e) above.
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ADMINISTRATIVE PoLicy No. 414

STUDENT ASSESSMENT

Reporting student progress to parents and guardiansital practice conducive
to the education of the individual student.

The Board believes that as professional decisidkensateachers are to guide
the evaluation and reporting process.

PROCEDURES

1. General

a. Each school is required to have a systematic amalited program
to evaluate student progress.

b. The evaluation process is to be diagnostic, foneaand
summative.

c. Teachers are to report student progress to pavegisardians by
means of parent-teacher conferences, report candspersonal
contact. Modern information technology may alsaibed to assist
the communicative processes regarding student @sedretween
parents or guardians and teachers.

2. Parent-Teacher Conferences

a. Conferences are to be scheduled at least twiceyeach
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3. Written Report

a. A minimum of three reports is to be submitted toepés or guardian
each year.

b. Standard report cards are to be used by all eleanesthools.
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ADMINISTRATIVE PoLicy No. 415

STUDENT AWARDS

Light of Christ RCSSD sanctions awards for stusiéinat are initiated by a
variety of organizations and individuals within t&hool’'s community
including but not limited to the Board, parish, 8shCommunity Council,
parent groups, school staff, Student Council aregdted individuals.

These awards require the continuing consent gbtimeipal.

PROCEDURES

1. Prior to agreement to establish a new award, timeipal is to receive a
written proposal from the donor outlining:

a. The name of the award

b. The type of award: certificate, trophy, or she@amount

c. The name of the donor

d. The purpose of the award

e. The terms and duration of the award.

f. The specific criteria for selection of recipien

g. Who will determine recipients

h. When and by whom the award will be presented

i. Who will provide for additional costs such agyeaving or printing.
2. The principal may consult with the staff, Stude@suncil and anyone

else he deems necessary prior to making a dedsiaccept the

proposed award. Refer t@AINISTRATIVE PoLICY No. 420—
ADVERTISING AND CORPORATESPONSORSHIP
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ADMINISTRATIVE PoLICY NO. 416

STUDENT RECORDS

The Board of Education expects staff to produceraaphtain records to assist
in provision of educational programs for all studeninformation in these
records serves two purposes:

1. To provide working records for students currentiyadled in the
school division, and

2. To provide a permanent record of each studenéndénce,
achievement, and personal information that is penti to the
student.

All such records are for educational purposes anly are to be treated as

confidential and for the use only by educationaff@ssionals and appropriate
supportive professional staff.

PROCEDURES

1. General

a. The school principal, except as otherwise notetgsponsible for
the collection, maintenance, and release of stugeotds.

2. Cumulative Records

a. Cumulative records are working records for studeatsently
enrolled. They hold information relevant to a &tk educational
program.

b. Information to be collected includes: student aacept/guardian
identification, major medical disorders of studestsident
achievement, and school attendance.

c. Information which has been collected by other age=nand may be
considered part of the working record.
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d. Information requested by the Department of Learrisgart of
special education programs may be considered parstudent’s
working record.

e. Each active working record should be reviewed alyntmensure
that it is kept current and to eliminate informatibat no longer

Serves

an educational purpose.

f. School cumulative files are to be forwarded togbkool division
office, or some other designated collection anddibrea within ten
years of a student’s graduation and/or leaving @cho

3. Access

a. Access to a working record will be provided asdois:

Vi.

Vil.

viii.

To a student whose parents or guardians are indatee
when access is granted.

To a parent or guardian of a student where theestud
dependent on the parent or guardian.

To a student who is eighteen years of age or oliea
student who is sixteen years of age or older amaldi
independently.

. To duly authorized officers of the Department o&treng.

To school officials designated by the Board.

To a youth worker, as defined in tifeuth Criminal Justice
Act, 2002, who requests access for purposes of that Ac

When requested by subpoena.

To third parties, but excluding registrars of pestondary
education institutions, where written authorization
information release is obtained from the parentguardians
of students seventeen years of age or youngeouwr tine
student eighteen years of age or older. All lsttdr
authorization for information release shall beiregd by the
Board of Education.
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b. Requests by parents/guardians or students for atzeashool
records are to be made to the principal. The galor designate
must be in attendance to interpret the informatiBequests for
access to student records located at the Schodi@vOffice must
be made to the Director or designate. The Diremtalesignate must
be in attendance to interpret the information.

4. Transfer of Records

a. Working records may be transferred upon requesteprincipal of
the receiving school.

5. Permanent Records
a. The following documents are to be retainethpaently:

School registers
i. Student registrations

b. All records are to be retained of in accordancé& wie Regulations
to The Education Act, 199%nd theRecords Retention Schedule for
Saskatchewan School Divisions( Archives Act 2004 ).
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ADMINISTRATIVE PoLicy No. 417

STUDENT FEES

Schools may levy student fees to assist in defgpgosts of maintaining special
programs and services to students.

Policy

1. The principal is responsible for all fees collectedl dispersed during

the school year.

Fees are to be collected and administered thrdugkadhool office.

All fees must be equal to, or less than actualscost

Fees may be lowered at the discretion of the paici

Fees may be levied for such things as the following

e Kindergarten to Grade nine materials

Caution fees

Locks for lockers

Special program requirements (eg. Practical andi@g@\rts)

Extra curricular activities

Student Representative Council (SRC) activities
e Other fees approved by the Director of Educatiodesignate

6. The principal shall submit to the SuperintendenAdministration or
designate, by June 30, an accounting of all scleasl.

7. The principal shall submit to the Director of Edtica or designate by
June 30, a schedule of student fees planned forekieschool year.

8. The School Community Council shall review the felbeslule
established by the principal for the school to mewadvice on its
alignment with community capacity.

ablrwn
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ADMINISTRATIVE PoLicy No. 418

LEARNING ACTIVITIES OUTSIDE THE SCHOOL

The Board of Education recognizes that out-of-stkdacational experiences
enhance the learning opportunities of studentdivities are encouraged which
provide opportunities for:

» Personal experience in environmental education.

* Awareness of the outdoors as a resource of aesvitir a healthy
lifestyle

* The development of self-reliance, initiative, resgibility, and
cooperative attitudes.

» Gaining knowledge of the religious, cultural, hrstal, geographical,
scientific, industrial, social, and physical asgedtlife.

» Activities leading to peer recognition and leadersbles.

» Participation in public performances, festivals] @ompetitions.

PROCEDURES

1. General

a. All groups participating in out-of-school activisi@re to be under
the supervision of a teacher, or another emploppeoaed by the
principal.

b. There must be every assurance that adequate padetyutions are
in place.

c. Transportation is to be by school bus, schoolsitvi authorized
vehicles, paid licensed carrier, or by private ¢hds having
adequate package policy insurance coverage imtloeist of one
million dollars of liability coverage. Refer toDMINISTRATIVE
PoLicy No. 807—TRANSPORTATION INPRIVATE VEHICLES

d. A criminal records check is required for all chapess.
ADMINISTRATIVE PoLicY No. 501.7- RECRUITING AND PLACEMENT.
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2. Day Trips

a. School day trips are trips that do not exceed @yem duration.

b. The principal is authorized to approve day tripewkhe following
conditions are met:

The parent or guardian has completed theeRT/GUARDIAN
CONSENTFORM.

Parents have been informed of the event.

For events or trips outside of the community tleeker has
completed the &HooLDAY TRIPSFORM

3. Overnight Excursions and Outdoor Education Excursions

a. The Director of Education, or designate is authestito approve
overnight excursions and outdoor education excosswehen the
following conditions are met:

The OVERNIGHT EXCURSIONFOUTDOOR EXCURSIONSFORM
has been completed and approved by the principal.

The principal has submitted the form to the Directio
designate in a timely manner prior to the event.

If student groups of both genders are participaitingn
excursion, supervisors and/or chaperones of batbegs are
required.

b. Once the principal has received approval, notikeats to be sent to
parents and permission slips received.

c. Once the permission slips are received the prihonag approve the
excursion.
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4. OQOut-of-Province Excursions

a. All out-of-province pupil travel organized undeethuspices of the
Board of Education must have the approval of tlecfral and the
Director of Education.

b. The principal of the school must ensure that thievieng conditions
can be met before recommending out-of-provinceesttittavel to
the Director of Education:

i. The proposed travel has the signed approval gb&nents or
guardians of the students concerned.

ii.
ther staff members whose teaching responsibilitiag be
affected by the absence of the students and tesaalner will
be traveling have been consulted and show a wilksg to
support the proposal.

iii.
dequate provision will be made for the accommodatio
supervision, and welfare of the students who aneeting.

iv.
dequate and appropriate insurance is provideddiegirthe
students, teachers, and Board of Education invhetef an
accident. A statement that adequate insurancéwifirovided
should accompany the submission to the Board.sliggested
that teachers and volunteers/chaperones purchpsepsipte
medical insurance to protect themselves in the tenfailiness
or accident.

v.The students will suffer no serious loss in tlosisic
educational program normally provided through tttgosl.

Vi.
he educational benefits from such travel will coempént the
regular school program.

c. Once the above conditions are met, the princip ieform the
Director of Education of the travel plans being eleped.

d. If the Director or designate consents, the prifdgp# make a
formal request which is to include the following:

i. An itinerary of the proposed travel that specificadentifies
times, places, modes of travel, and emergency cbnta
telephone numbers for locations to be visited.

ii. A list of persons or agencies who have accepted
responsibility for developing the trip.
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iii. A breakdown of anticipated costs (i.e. fares, pagspmeals,
spending money, accommodation, deposits requited, e

iv. A list of chaperones and their job descriptionsetationship
to the school system and qualifications as leagdlers
chaperones of the proposed trip. If student gradoth
genders are participating in the trip, supervisorg /or
chaperones of both genders are required. In additne
number of students per chaperone should not exeeed

v. A list of participants including their grade levebme
address, and telephone number.

vi. A statement of anticipated educational benefitduiting
pre-travel and post-travel educational activitaas]
anticipated trip highlights.

vii. An indication that the principal has been involweall steps
of the planning.

viii.  An indication of parental involvement to date or an
indication of anticipated parental involvement.

ix. An indication of student involvement in the project

X. A statement of regulations governing student behavi It
should be noted that students are subject toglilagons
normally associated with behaviour in the schotilrag
including the use of alcohol or illicit drugs.

. The Director of Education, or designate, upon rgogi the formal
request, is authorized to approve the excursion.

The principal is to ensure that parents or guasdfanall students
involved in the trip sign parental consent forms.

. Notwithstanding the foregoing, it is expected thtadent travel time
shall normally occur during the school breaks.
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ADMINISTRATIVE PoLICY 419

Revised: September, 2010

INFORMATION TECHNOLOGY SECURITY

The Board of Education supports opportunities fodents, teachers and staff
members to access, evaluate, and produce informimiough acceptable use of
the internet in pursuit of student learning anches and staff professional
development.

PURPOSE

It is the responsibility of all users of Informati@echnology (IT) systems and
services, including but not limited to all studené&achers, staff, school board
members and contracted parties to comply withgblgy. In cases where
other local policies within the school division &gap in conflict, this policy
shall take precedent.

The Information Technology Security Policy (IT 8&ty Policy) defines the
requirements for:

1. Protecting the confidentiality and reducing thé $ theft of electronic
information about students, staff and teachersishstored on the Division's
IT systems.

2. Preventing inappropriate use of computer systemsgetworks and other IT
physical assets.

3. Ensuring that the educational and administrativetions provided by the
Division's IT systems are not disrupted by computerses, malicious
computer attacks or other threats. These threals coiginate from within,
or external to the Division.

4. Preventing the uncontrolled spread of computersesy malicious attacks
and other threats by the Division's IT systems. Dhasion's IT systems
share the Saskatchewan CommunityNet and the gloleahet
infrastructures with many other users. IT thregtead by the Division's
systems could disrupt the IT based educationabasthess activities of
other Saskatchewan K-12 divisions; or could dis#iidel T functions of
businesses anywhere in the world.

This policy also applies to any information thastbeen printed, stored on
electronic media, or electronically transmittedttariginated from or could
logically be assumed to originate from the IT eys$ of the Division. This
policy also applies to information, or IT systeimsluding Saskatchewan
Learning, centrally hosted and other systems tchvliccess has been provided
for the Division's use.
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In recognition that issues in IT security are amndlly changing, related
guidelines and procedures will be continually neiimed and updated to
provide specific instruction on how the IT Sequilicy is to be implemented.

PROCEDURES

1. Responsibility For Compliance - The Division's School Board is
responsible for ensuring the appropriate use acarg of all IT facilities
and information under their jurisdiction. The Bo#&also responsible for
taking all reasonable steps to ensure complianttetivis Policy including
designating its Director, Principals and otherfdafidminister the Security
Guidelines and Procedures on its behalf.

2. Authorization - all parties accessing the Division's IT systemd
information must be authorized by the Director esignate (i.e.,
Principals). The authorized user must exercisediligence to ensure the
security and privacy of their account password idedtification codes to
prevent misuse by third parties. User accounts meaye shared. Users are
expected to only access facilities and informat@mrwhich authorization
has been provided, for the purpose of conductifigialf business and other
approved functions of the Division. Authorizatiaill be terminated
immediately upon transfer or dismissal of employees change of status
where access is no longer required by the userDliteetor or designate
may authorize access by students and the publiet®ivision's web sites,
provided the content is appropriate for K-12 studerd public viewing.

3. Approved Equipment And Software - only equipment and software
approved by the Division may be used or attacheadddivision's IT
networks. The Division's IT staff will configure wstations for access to
the required systems. All workstations used orsirstem must be
maintained at a current level as defined withinlth8ecurity Guidelines
and Procedures. All systems must have virus soéestalled and updated
regularly.

4. Electronic And Physical Security Measures - appropriate physical security
(e.g., locked cabinets for routers, office doorthviacks), or electronic
security (e.qg., firewalls, data or wireless encipy is required to reduce
unauthorized access to information, workstatiords@&itical IT network
hardware.
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. Incidental, Personal And Prohibited Use - IT information (i.e., student and
staff records) and equipment (i.e., databases, statrkns) are the property
of the Division and should only be used for thegmses for which
authorization, or access was granted. Confidemtiaimation is not to be
used for personal or other non-official use; neschltised to third parties.

The Director or designate must approve in advaneaise of the Division's
IT systems for any commercial or personal use. sugh use must be
suitable for a K-12 educational environment. Thei€don's IT systems
shall not be used for illegal, threatening, disaniatory, harassing or
obscene purposes.

. Monitoring - reasonable procedures will be put in place taitoothe use
and access of the Division's IT systems and inftionas a means of
ensuring compliance with this policy. While all uggformation obtained
from monitoring will be appropriately handled tspect the privacy of the
user, no expectation of privacy should exist imgsny Division IT
systems. Users of the Division's IT systems waivergyht to privacy. As
appropriate, the results of monitoring will be ugethe investigation of
violations of this policy.

. Reporting And I nvestigation of Security Policy Violations - suspected
violations of this policy must be immediately refgat to the Director or
their designate. A record should be kept of albregd violations and their
disposition. Investigation of the violation may lide monitoring and
inspection of files and emails of specific userise Division's School Board
or their designate (i.e., Director) may authorizeeistigations to be
undertaken by internal or external investigatingipa. Where reasonable,
individuals suspected of being in violation will ineited to cooperate with
the investigation process.

. Non-compliance - Corrective and disciplinary procedures will bediso
address violations of this policy. These procedunay lead to disciplinary
action including appropriate sanctions (e.g., desfiaccess), dismissal and
criminal prosecution. An appeal process to thadimn's School Board will
be available to the violating party.

. Policy Communication, User Awareness And Public Relations - The
continual communication of this policy and relatpddelines to all IT users
will be the responsibility of the Director or theiesignate. Division staff
should be provided with ongoing awareness traiaimg) compliance
reminders. Where violations result in potentiakllegction, the Chair of the
Division's School Board or their designate is resilale for communication
with the public and others.
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10. Annual Security Audits - The Director or their designate will conduct an
annual audit of security policy compliance, proaeduand guidelines. The
results will be reported to the Division's Schoolagd.

11.Web / Blog Publishing - All subject matter on District web pages and their
links must relate to curriculum and instructiorh@al-authorized activities,
or information about the District or its missiondvertising for commercial
purposes and/or products is prohibited. Studemrtsair allowed to upload
web pages to the server. Pages created for tedapstadents must comply
with all policies, regulations and guidelines. Dom@nts must not contain
objectionable material, point directly to objectidnte material, or violate
District policy. Objectionable material may alsodetermined on a case-by-
case basis by the teacher or principal. Documédnatk imclude only the first
name of the student. Documents shall not inclusteident's home
telephone number, address, email, or the full nashegher family
members or friends. Published email addressesishadistricted to those of
staff members. Pictures of students and studezddemic or creative work
shall not be published without permission from shedent and parent or
guardian.

12. Social Media and Social Networking Guidelines — The following are the
school division's social media and social netwaglgnidelines. The
absence of, or lack of explicit reference to a djgesite does not limit the
extent of the application of these guidelines. Ygh® guideline exists,
employees should use their professional judgmeshtake the most prudent
action possible.

a) Information published on your social networksigs should comply
with the school division's confidentiality and dssure data policies.
This also applies to comments posted on othersblogums, and social
networking sites.

b) Be respectful to the school division, other Eypes, parents, students,
and Board members.

c) Social media activities should not interfer¢éhwwwork commitments.

d) Your online presence reflects the school divisiBe aware that your
actions captured via images, posts, or commentsafbect that of our
school division.

e) Do not reference or site division studentsept, or employers without
their express consent.

f) Respect copyright laws, and reference or @tgses appropriately.
Plagiarism applies on line as well.

g) School division logos and trademarks may natsel without written
consent.
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ADMINISTRATIVE PoLicYy No. 420

ADVERTISING AND CORPORATE SPONSORSHIP

Light of Christ RCSSD is committed to ensuring &md equitable transactions
with all members of the community.

The Board actively encourages the establishmepositive relationships and
partnerships with the business community so longuah relationships provide
opportunities to expand resources and experiehetHenefit students.

PROCEDURES

1. Partnerships

a. Partnerships in education are to be mutually beraéfand follow
the Ethical Guidelines for Business—Education Partngrsh
established by the Conference Board of Canada.
http://www.conferenceboarda/education/learning-
tools/pdfs/ethical.pdf

b. Partnerships may be established if they:

i. Enhance the quality of education of learners thihoug
meaningful connections to the education program.

ii. Are based on clearly defined expectations, roleg, a
responsibilities of partners as developed through a
consultation process.

iii. Are evaluated on an on-going basis and,

iv. Are voluntary and may be terminated by one or Ipattiners
at any time.

2. Curricula
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a. The Board does not support or accept sponsorstapy€urriculum
in the school by a business or corporation.

3. Materials

a. The materials sponsored or developed by corpomtiaunst be:

i. Accurate, objective, and complete,
ii. Written in a manner appropriate to the target agemand,
iii. Promoted as conservatively as possible.

b. Subject to the approval of the Director of Eduaatior designate
corporate sampling or product distribution eitheroo off school
premises may be permitted if it is consistent vaitill enhances the
school program.

c. The demonstration of materials at a school by eesgmtative of a

business is permitted subject to the approval @iiector of
Education or designate.

4. Professional Development Activities

a. Sponsorship of employee professional developmdivitaes is
permissible subject to the approval of the DirectoEducation or
designate.

5. Extra-Curricular Activities

a. Sponsorship of specific events is permitted if susfolvement is
consistent with the goals, values, and missiomefschool division.

6. Advertising

a. The direct advertising of products or services #ratnot consistent
with the goals and values of the school divisiondspermitted on
school premises.

b. Passive advertising as found on vending machimgspment, and
print materials is permitted, if authorized by prencipal.
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c. Signage which explicitly promotes a business odpobis
permissible provided it is needed to acknowledgectntribution of
a business for a specific event.

d. No one company is to be given exclusive rightsnyp farm of
advertising, signage, or corporate contributioa &chool.

7. Donations

a. All donated materials must be educationally appederto the
school.

b. Donation of money for fund-raisers, awards, or aues may be
accepted. Refer tooMINISTRATIVE PoLICY NO. 415—STUDENT
AWARDS.

c. Charitable receipts must be processed throughffite of the
Superintendent of Administration.



66

ADMINISTRATIVE PoLicy No. 421

ScHooL REVIEW

Light of Christ RCSSD #186, in its efforts to progitheaningful learning
opportunities that reflect the Board's vision, naesand beliefs for students to
develop their full potential, recognizes that ieds to maintain viable schools
and classrooms.

In order to ensure quality Catholic educationif®istudents, the Board of
Education may, from time to time, have to reviéwe bperation of one or more
of its schools, and consider grade discontinuansehool closure.

Therefore, the Light of Christ RCSSD #16 Boardedfication will adhere to
the following guidelines of operation with regaoddetermining the possible
Review Status of a school. Review status is goodpnity to explore facts; it
does not necessarily mean the school will closgrades will be discontinued.
These guidelines will provide a process and proedo that school review can
be clearly predicted and people will have somerasge as to how and when a
decision process might be initiated.

The Board of Education, in consultation with ser@dministration of the school
division, has set out essential characteristidb®®ducational program to
outline educational standards expected by the Bedhin budgetary
considerations. The following criteria are intedde reflect this standard and
will be used by the Board of Education to assistitho objectively identify
those schools to be placed in Review Status. Adahay be placed in Review
Status if, in addition to meeting the criteriaset in The Education Act 1995,
any two of the following criteria apply to the satho

a. Enrolment
I If a school's enrolment in the next academiarye projected to be less
. If a school's enrolment in the next acadenganyjis projected to
be less than 40 students Kindergarten to GraderSe
iii. If a school's enrolment in the next acadegear is projected to
be less than 35 students Kindergarten to Graxe Si
b. If there are projected to be more than threeeg, or more than four
instructional groups in a classroom
c. If the structural integrity of the school buidi presents safety or other
concerns that would require significant tapgxpenditure
d. If the per student expenditure of operatingteostexceeds the
average per student cost within the school digisip 20% for the
previous fiscal year. The per student expendibi@perating a
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school excludes capital projects, transportatiwh @ntral office
administration.

A school can also be placed in Review Statughie of the following takes
place:

a. If a written request for a review is receiveahi a school's School
Community Council or a group of at least five {@nilies

b. If a written submission is received from seradministration expressing
a concern about the social, emotional, or acadeewelopment of
students within a school

Once a school is placed in Review Status, thedoBEducation will consult
with the School Community Council:

a. If the School Community Councibnsents to school closure or grade
discontinuance by motion at a regular meeting,Bbard of Education will
make the appropriate motion

b. If the School Community Counabes not agree to the school closure or
grade discontinuance, the Board of Educationdui#éct the senior
administration to review all aspects of the sd¢lsamperation and provide a
report for the Board of Education. This procesdsfollow the
requirements of he Education Act, 199%nd will include:

I. Enrolment history and projected enrolmentsdbleast five years,
including number of students in each grade hAedrhpact of grade-
size on peer group opportunity and gender balanc

. Projected pupil teacher ratio (PTR), numbegaides in combined
classrooms and number of instructional groupsie classroom

iii. Educational programming, including extra goular activities

Iv. Facility utilization and projected costs omtaining the school's
facilities and physical plant

If the Board of Education decides to consider stktosure or grade
discontinuance without School Community Councprayal as outlined above,
it will proceed according to relevant provinciagislation.

In schools where the Board of Education passesteomapproving school
closure or grade discontinuance, the Directorcifdation or designate will
prepare an Implementation Plan that will include:

a. Notification of parents of the students attagdhe school
b. Notification of the School Community Council
c. Notification of school staff



