
SCHOOL DISTRICT No. 69 (QUALICUM)

REGULAR BOARD MEETING AGENDA 

TUESDAY, NOVEMBER 22, 2022
6:00 PM

VIA ZOOM

Join Zoom Meeting 
https://sd69-bc-ca.zoom.us/j/63078778543?pwd=OXF4d2tnVXNucFNta1pleE9GQjNpQT09

Meeting ID: 630 7877 8543 
Passcode: 906262 

1. CALL TO ORDER AND INTRODUCTIONS  

2. ACKNOWLEDGEMENT OF TRADITIONAL TERRITORY 

3. ADOPTION OF THE AGENDA 
Recommendation: 
THAT the Board of Education of School District No. 69 (Qualicum) adopt the 
agenda as presented (or, as amended). 

4. APPROVAL OF THE CONSENT AGENDA  
a. Approval of Regular Board Meeting Minutes:  October 25, 2022  p 1-8 

b. Ratification of In Camera Board Meeting Minutes:  October 25, 2022 p 9

c. Receipt of Ministry News Releases 
 Hundreds more families in BC benefit from $10-day child care  p 17

d. Receipt of Reports from Trustee Representatives 
 OBLT Early Years Table – Trustee Young p 18

e. Receipt of Status of Action Items – November 2022  p 19

Recommendation: 
THAT the Board of Education of School District No. 69 (Qualicum) approve the 
consent agenda items of the Regular Board Meeting of November 22, 2022, as 
presented (or, as amended). 

5. DELEGATIONS/PRESENTATIONS (10 MINUTES EACH)   

6. BUSINESS ARISING FROM THE MINUTES 
a. Creation of Code of Conduct Working Group  (Peter Jory)

Recommendation:  
THAT the Board of Education of School District 69 (Qualicum) request staff 
create a Working Group to review School Codes of Conduct, which will 
include stakeholder representation, including students. 
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b. School Codes of Conduct  (Peter Jory)

Recommendation:  
THAT the Board of Education of School District 69 (Qualicum) accept the 
School Codes of Conduct for the 2022-2023 school year as previously 
provided for review. 

c. Costs and Other Implications of Fitness for All Proposal (Ron Amos)

7. MOUNT ARROWSMITH TEACHERS’ ASSOCIATION 

8. CANADIAN UNION OF PUBLIC EMPLOYEES (LOCAL 3570) 

9. DISTRICT PARENTS ADVISORY COUNCIL 

10. PUBLIC QUESTIONS AND COMMENTS (WRITTEN) 

11. ACTION ITEMS  
a. Disbanding of Climate Action Task Force  (Julie Austin/Barry Kurland)

Recommendation:  
THAT the Board of Education of School District 69 (Qualicum) disband the 
Climate Action Task Force and add a standing agenda item to the Finance 
& Operations and the Education Committees of the Whole.  

b. Disbanding of Social Justice Working Group  (Elaine Young)

Recommendation:  
THAT the Board of Education of School District 69 (Qualicum) disband the 
Social Justice Working Group and add a standing agenda item to the 
Education Committee of the Whole.  

12. INFORMATION ITEMS
a. Superintendent’s Report  (Peter Jory)

b. Educational Programs Update (Rudy Terpstra) 

13. EDUCATION COMMITTEE OF THE WHOLE REPORT  (Trustee Austin)  p 20-21

a. Approval in Principle for Kwalikum Secondary Student Trip to Calgary p 22-27

Recommendation: 
THAT the Board of Education of School District 69 (Qualicum) give approval in 
principle for a Kwalikum Secondary student trip to Calgary from May 9 to 14, 
2023. 

14. POLICY COMMITTEE OF THE WHOLE REPORT (Trustee Kellogg)

a. Administrative Procedure Updates p 28-89

Recommendation: 
THAT the Board of Education of School District 69 (Qualicum) receive the 
revisions to the administrative procedures from sections 600 through 800 
as presented. 
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b. Rescinding of Administrative Procedure(s) p 90-111

Recommendation: 
THAT the Board of Education of School District 69 (Qualicum) rescind the 
following administrative procedures: 
 Administrative Procedures to Board Policy 600: Personnel 
 Administrative Procedures to Board Policy 606:  Respectful 

Workplace 
 Administrative Procedures to Board Policy 802:  Student Health – 

Common Medical Conditions 

c. Rewording of Mandate  
Recommendation: 
THAT the Board of Education of School District No. 69 (Qualicum) adopt 
the revised mandate for the Policy Committee of the Whole as follows:  

To discuss and make recommendations to the Board on all matters related 
to By-Laws, Policy, and Administrative Procedures. 

15. FINANCE & OPERATIONS COMMITTEE OF THE WHOLE REPORT (Trustee Young) p 112-113

a. Statement of Financial Information (SOFI) Report p 114-169

Recommendation: 
THAT the Board of Education of School District No. 69 (Qualicum) receive 
the Statement of Financial Information (SOFI) Report for the year ended 
June 30, 2022. 

b. Rewording of Mandate  
Recommendation: 
THAT the Board of Education of School District No. 69 (Qualicum) adopt 
the revised mandate for the Finance & Operations Committee of the Whole 
as follows:   

To discuss and make recommendations to the Board toward environment 
sustainability and on financial matters and matters pertaining to facilities, 
maintenance, technology and transportation.

16. REPORTS FROM REPRESENTATIVES TO OUTSIDE ORGANIZATIONS 

17. TRUSTEE ITEMS 
a. Trustee Liaison School/Board Representative Appointments (Chair Flynn) p 170-171

18. NEW OR UNFINISHED BUSINESS

19. BOARD CORRESPONDENCE AND MEDIA 

20. PUBLIC QUESTION PERIOD 

21. ADJOURNMENT 



School District No. 69 (Qualicum)

REGULAR BOARD MEETING MINUTES

TUESDAY, OCTOBER 25, 2022
6:00 PM

VIA ZOOM

ATTENDEES 

Trustees 
Eve Flynn  Chairperson 
Laura Godfrey  Trustee 
Barry Kurland  Trustee 
Elaine Young  Trustee 

Administration 
Peter Jory  Superintendent of Schools 
Gillian Wilson  Associate Superintendent of Schools 
Ron Amos  Secretary Treasurer 
Rudy Terpstra  Director of Instruction 
Phil Munro  Director of Operations 
Sarah Hung  Vice Principal, Springwood Elementary School 

Qualicum District Principals/Vice Principals’ Association  

Education Partners 
Mount Arrowsmith Teachers’ Association (MATA)  
District Parents Advisory Council (DPAC) 
Canadian Union of Public Employees (CUPE) Local 3570  

1. CALL TO ORDER  
Chair Flynn called the Zoom meeting to order at 6:00 p.m.  

2. ACKNOWLEDGEMENT OF TRADITIONAL TERRITORY 
Chair Flynn acknowledged that the Board was meeting on the territory of the Coast Salish 
people and thanked the Snaw’naw’as and Qualicum First Nations for allowing the board 
to live, work and play on their shared territories. 

3. ADOPTION OF THE AGENDA
22-119R 
Moved: Trustee Godfrey Seconded:   Trustee Kurland 
THAT the Board of Education of School District No. 69 (Qualicum) adopt the agenda as 
amended.  
CARRIED UNANIMOUSLY 
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4. APPROVAL OF THE CONSENT AGENDA 
a. Approval of Regular Board Meeting Minutes:  September 13, 2022  
b. Ratification of In Camera Board Meeting Minutes:  September 13, 2022 
c. Receipt of Ministry News Releases

 Minister’s, K-12 education partners’ statement on support for SOGI  
 Families will save big as child care fees cut as much as $550 more/month 
 Premier’s Awards for Excellence in Education winners, finalists celebrated 

d. Receipt of Reports from Trustee Representatives
 Early Years Table – Trustee Young 
 Oceanside Health & Wellness – Trustee Young  

e. Receipt of Status of Action Items – October 2022  

22-120R 
Moved: Trustee Young  Seconded:   Trustee Godfrey 
THAT the Board of Education of School District No. 69 (Qualicum) approve the consent 
agenda items of the Regular Board Meeting of October 25, 2022, as presented. 
CARRIED UNANIMOUSLY 

5. DELEGATIONS/PRESENTATIONS
None 

6. BUSINESS ARISING FROM THE MINUTES 
None 

7. MOUNT ARROWSMITH TEACHERS’ ASSOCIATION (MATA)
Matt Woods, President, commented as follows: 
 Appreciation  to Laura Godfrey for her service as a trustee in the district over the 

past four years. 
 Thanks to all school board trustee candidates for their campaigns and thoughtful 

insights regarding the MATA questionnaire that was sent out during the election 
period. 

 Welcome to all returning Trustees Austin, Flynn, Kurland and Young and Trustee 
Elect, Carol Kellogg and thanks to each of them for their involvement, support, 
commitment and advocacy toward public education. 

 Encouragement for all trustees to not only visit their liaison schools regularly but 
also to visit each school as each one has its own culture that has been created 
and cultivated with the support of district and school administration. 

 Suggestion that the Board bring back ‘Coffee Talks’ as teachers enjoyed the 
opportunity to share their successes as well as challenges they are facing. 

 Recommendation for trustees to speak with Principals to hear how each school 
has used the funds received through the Student and Family Affordability Fund. 

 On October 21st MATA members participated in a number of Professional 
Development Day activities both in and out of the district as well as on line which 
provide growth in specific areas of the curriculum and/or improvement in their 
personal practice. 

 MATA looks forward to a continued collaborative spirit between education 
stakeholders, finding collaborative solutions and seeing decisions change into 
measurable action. 
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8. CANADIAN UNION OF PUBLIC EMPLOYEES (CUPE) LOCAL 3570 
Sherrie Brown, President, commented on the following: 
 Congratulations to the successful trustee candidates and welcome to the new and 

returning trustees. 
 Farewell to Trustee Godfrey with appreciation for her work and support over the 

past 4 years. 
 A Provincial Framework Agreement has been reached between the K-12 President 

Council, which represents BC School Districts, and the BC Public School 
Employers’ Association (BCPSEA). Thank you to the K-12 Presidents council for 
their work 

 Support Staff attended a variety of sessions offered on the Provincial Professional 
Development Day held on Friday, October 21st. 

 CUPE Local 3570 is preparing for the November 11th Remembrance Day 
ceremonies and will be donating wreaths to the local Canadian Legions. 

9. DISTRICT PARENT ADVISORY COUNCIL (DPAC) 
Karri Kitazaki, Vice President, commented on the following: 
 Results of the DPAC elections which were held last week. The newly elected 

Council looks forward to working with individual school PACs. 
 Appreciation to the trustee candidates who participated in the DPAC hosted ‘Meet 

the Trustees Town Hall’. 
 It was noted that trustee candidates are not included in the municipal All 

Candidates meetings although they are on the same ballot so DPAC will  consider 
that in 4 years. 

10. PUBLIC QUESTIONS AND COMMENTS (RELATED TO AGENDA ITEMS)  
None 

11. ACTION ITEMS 
a. District Instructional Calendar Revisions  

Associate Superintendent Wilson noted that the calendar previously approved was 
revised by one school day in recognition of the passing of Queen Elizabeth II and 
resulted in a reduction of the instructional minutes for the year. 

22-121R 
Moved: Trustee Young Seconded:   Trustee Kurland 
THAT the Board of Education approve the revised District Instructional Calendars 
as presented
CARRIED UNANIMOUSLY 

12. INFORMATION ITEMS 
a. Superintendent’s Report 

Peter Jory, Superintendent of Schools, reported on the following: 
 The Strategic Planning surveys for parents and guardians have gone out 

and come back. These asked respondents to remark on our strengths and 
stretches, their ideas for what skills, knowledge, and attitudes our students 
should demonstrate when they leave the school system, and also to give 
the board feedback on their new DRAFT Vision, Mission, and Values. So 

3



School District 69 (Qualicum)  Regular Board Meeting Minutes:  October 25, 2022:   Page 4 

far, there have been approximately 130 responses.  The links will be open 
for another week or so. 

 The Superintendent will then take the responses from the survey and form 
them into themes which will be used to help design the questions and 
conversation starters for upcoming focus groups at schools and worksites.  
Adding to all this information gathering will be contributions from the next 
Indigenous Equity Scan session scheduled for Friday, November 4th at 
Qualicum Commons, and also from the New Curriculum surveys from 
June.  At the next superintendent and trustee discussion session, they will 
take a look at the responses for the district’s vision, mission, and values, 
and determine whether there will be any changes to the draft work 
developed so far prior to bringing them back to the next public meeting for 
the new board to potentially approve.  

 Congratulations the re-elected trustees and welcome to Carol Kellogg, the 
newly elected trustee.  Thank you also to departing Trustee Laura Godfrey 
for her great work and wise counsel while serving.  

 The Family and Student Affordability Fund has been received, with school 
spending at $57,366 to date of the $448,000 provided to the district.  School 
principals have consulted with their parent advisory councils and are using 
this funding to relieve cost pressures in the areas of fees, field trips, and 
food.  School administrators have been asked by the Superintendent to 
provide regular updates to their parents and guardians regarding their 
spending to help track the impact.  

 Thank you to all district staff for their hard work and enthusiasm this 
October.  Superintendent Jory has been out in schools more frequently this 
year and observed staff and students smiling and engaged in their work 
and in their learning. 

b. Education Update  
Rudy Terpstra, Director of Instruction, reported on the following: 
 Spaces assessment platform onboarding is going well with 30 classes and 

151 families engaged and 500 students on board. A lead has been trained 
in all schools and they have been doing school presentations to support 
teachers to get involved as they so choose.   Mr. Terpstra added a caveat 
to parents that next year’s phase in roll out is just that; while parents may 
become engaged  and resources were sent out for parents wanting to find 
out how to engage on that aspect, at this point the focus for this year is on 
students in classrooms.  

 My Blueprint, which is our career education side of that same platform, all 
administrators, counsellors and career education staff have been provided 
with in-service and there are 39 teachers on board for that.  The next part 
of that is focusing on the two high schools. This program now is solely for 
the high school although it will have aspects for Elementary in the future. 

 Thank you to Lesley Rowan, District Principal of IT, and Greg Lewis for 
supporting these platforms at the district level. 

 Ed Plan Insight was a new data platform introduced last year.  The district 
has the provincial FSA data for 2020, numeracy 10 to 2021 and district 
summative marks (previously known as report cards) for K-12 students 
from June.  This fall, with support from the Teaching & Learning Team, a 
district-wide Write assessment for grades 3 and 5 is being implemented as 
well as a Numeracy 6 assessment. Those will provide teachers with a good 
snapshot of their students’ learning profiles by the new year. 
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 A new Reporting Order comes into effect in September 2023 and district 
staff are considering its impacts and interpretations for how it will implement 
the new Learning Updates.  SD69 is ahead of the assessment curve 
compared to other districts and, therefore, the change may not have as 
large an impact.  The district is in the process of moving K-7 reporting from 
SSDAS to MyEdBC which should provide simpler access to the same 
grade of reporting to homes. 

 The third of the Katie White Dinner Series was held on October 24th.  
Attendees focussed on the power of flexibility in how students are engaged 
and how their learning is shown in curriculum competencies. 

 The 2nd of the Walking Alongside Sessions will be held on November 3rd. 

Gillian Wilson, Associate Superintendent, reported on the following: 
 Encouraged trustees to visit Nanoose Bay Elementary School for a good 

example of how they are weaving Indigenous Education into everything 
they are doing. 

 Attended a Safe Schools Coordinator meeting on October 24th. She 
commended school administrators, teachers and support staff who provide 
a multi-lateral look at students to determine how best to support them, as 
well as the community organizations which support families in the district. 

 The Oceanside Building Learning Together license for the additional 23 
child care spaces at the daycare at Arrowview Elementary has been 
approved. 

 She and the MATA president are working on the next Curriculum 
Implementation Advisory Committee meeting to identify recommended 
resources to the Board. 

 Acknowledgement to DPAC for arranging the White Hatter information 
sessions for parents on internet safety and digital literacy.  


c. Enrolment Report  

Associate Superintendent Wilson reviewed the enrolment report as provided in the 
agenda package and highlighted the following: 
 The changes to the Springwood Elementary School boundary have worked 

well to ease the pressure at that site and resulted in enrolment between 
that school and Oceanside Elementary School  almost being equal.  Staff 
have also right-sized the Parksville Alternate Secondary School Program 
(PASS) with discussions occurring with the District Based Team when a 
student is being referred to the program. 

 Another area staff are focusing on is to build success for students who 
are working online and helping them make selections that better match 
their way of learning.  

 Projections have not been met for the Collaborative Education Alternative 
Program (CEAP) and staff are working with activation dates.  The district 
is not funded until students have completed 10% of their courses. 

 At this stage, the 1701 numbers will be based on 4298 students, from 
which the district receives its initial funding. 

 The Primary Community Learning class is full with 20 students and there 
are a number of other families curious about the program. 

d. Class Size Report  
Associate Superintendent Wilson referred to the class size report as provided in 
the agenda package for classes that are over 30 students.  There are some other 
classes that are over; however, those may have 2 teachers assigned to them.  For 
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the four classes that are over 30 students, staff work on remedies for those 
teachers.  Those classes are ‘one-offs’ in that there may not have been another 
option for a student to take the course in another semester and counsellors work 
to provide student with courses they need for graduation. 

e. Trustee Elections Final Report  
Secretary Treasurer Amos reviewed the results of the recent trustee elections as 
provided on the declaration of official election results. He congratulated all the 
successful candidates and wished bon voyage to outgoing trustee, Laura Godfrey. 

He then advised the Board that the BC School Trustee Association (BCSTA) has 
sent out certificates to current trustees in recognition of their service to public 
education and he shared the number of years each one has served as a trustee in 
the public education system.   

13. EDUCATION COMMITTEE OF THE WHOLE REPORT 
a. Final Approval for Kwalikum Secondary Student Trip to Europe

Chair Flynn noted that it is not part of the Board’s practice to have a statement 
from an absent trustee read; however, the Board will allow it in this instance and 
trustees will not have the opportunity to ask for further information as the trustee 
making the statement is not present. 

Trustee Young read a statement from Trustee Austin addressing her concern that 
this opportunity is not one that has some sort of subsidy or financial assistance 
other than fundraising by the students and questioning whether the trip is truly 
equal access for all students as indicated on the request for preliminary approval.  
As a board-sanctioned trip, conditions should be in place to ensure true 
accessibility for all. 

22-122R 
Moved: Trustee Flynn  Seconded:   Trustee Godfrey
THAT the Board of Education of School District 69 (Qualicum) give final approval 
for the Kwalikum Secondary student trip to Europe from March 20 to April 1, 
2023.
CARRIED UNANIMOUSLY 

14. POLICY COMMITTEE OF THE WHOLE REPORT 
a. Administrative Procedure Updates

Superintendent Jory referred to his memo which provided the background to the 
revised or rescinded administrative procedures being presented.  

Trustee Young was thanked for all her work in chairing the Policy Committee of 
the Whole and for thoughtfully and steadily moving the review of policies forward. 

22-123R 
Moved: Trustee Young Seconded:   Trustee Kurland 
THAT the Board of Education of School District 69 (Qualicum) receive the 
revisions to the administrative procedures from sections 100 through 500 as 
presented.
CARRIED UNANIMOUSLY 
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b. Rescinding of Administrative Procedure  

22-124R 
Moved: Trustee Young Seconded:   Trustee Godfrey 
THAT the Board of Education of School District 69 (Qualicum) approve rescinding 
the stand alone Administrative Procedure: Physical and Health Education 
Curriculum Provisions for Alternate Delivery of Instruction.
CARRIED UNANIMOUSLY 

15. FINANCE & OPERATIONS COMMITTEE OF THE WHOLE REPORT 
a. Receipt of the PRISM Reports  

22-125R 
Moved: Trustee Flynn  Seconded:   Trustee Kurland 
THAT the Board of Education of School District 69 (Qualicum) receive the Reports 
by Prism Engineering from the facilities investigation conducted at Oceanside 
Elementary, Qualicum Beach Elementary, Springwood Elementary, Ballenas 
Secondary and Kwalikum Secondary Schools as part of BC Hydro’s Continuous 
Optimization for Commercial Buildings Program, as presented. 
CARRIED UNANIMOUSLY 

b. Fitness for All Proposal 
Secretary Treasurer Amos provided the potential cost of providing space rent-free 
at the Qualicum Commons by the Qualicum Community Education & Wellness 
Society (QCEWS) to create an accessible gym for their Fitness for All proposal.  
The challenge is the facility’s condition and the ongoing expenses to upkeep the 
site, which was reviewed by the Director of Operations, Phil Munro, at the October 
Finance & Operations Committee of the Whole Meeting. 

22-126R 
Moved: Trustee Flynn  Seconded:   Trustee Young 
THAT the Board of Education of School District 69 (Qualicum) request staff to 
investigate further the cost and other implications associated with the Fitness for 
All Proposal by the Qualicum Community Education & Wellness Society.
CARRIED UNANIMOUSLY 

16. REPORTS FROM REPRESENTATIVES TO OUTSIDE ORGANIZATIONS 
No Reports 

17. TRUSTEE ITEMS 
Trustee Young shared information about the following upcoming events: 
 Spooktacular is scheduled for October 27th at Storybook Village at the Qualicum 

Commons for young learners and families with young children were invited  to 
attend and participate in the activities being offered. 

 November 25th will be A fundraiser dance for the Oceanside Community Track 
Society is being held on Friday, November 25th and tickets will be available soon. 

18. NEW OR UNFINISHED BUSINESS  
None 
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19. BOARD CORRESPONDENCE AND MEDIA 
None 

20. PUBLIC QUESTION PERIOD 
Trustees/senior administrators received comments and/or answered questions on the 
following topics: 
 Fitness for All Proposal 
 Alternate delivery of instruction 

21. ADJOURNMENT 
Trustee Godfrey moved to adjourn the meeting at 7:05 p.m. 

__________________________________ 
CHAIRPERSON 

__________________________________ 
SECRETARY TREASURER 
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SCHOOL DISTRICT No. 69 (QUALICUM)

IN-CAMERA MEETING

SECTION 72 REPORT
OCTOBER 25, 2022

Via ZOOM

PARTICIPANTS: 

Trustees 
Eve Flynn  Chairperson 
Julie Austin  Vice Chairperson 
Elaine Young  Trustee 
Laura Godfrey  Trustee 
Barry Kurland  Trustee 

Administration 
Peter Jory  Superintendent of Schools 
Ron Amos  Secretary Treasurer 
Gillian Wilson  Associate Superintendent 
Brenda Paul  Director of Human Resources 

The Board of Education discussed the following topics:
 Labour Relations 
 Personnel 
 Legal 

The Board of Education passed motions regarding the following topics: 
 Personnel 

_____________________   _________________________ 
Chairperson  Secretary Treasurer
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Hundreds more families in B.C. benefit from $10-a-day child care

NEWS RELEASE COMMUNIQUÉ
For Immediate Release
2022ECC0083-001628
Nov. 1, 2022

VICTORIA – More families in B.C. will save thousands of dollars per year as more than 1,370 
more child care spaces convert to the $10 a Day ChildCareBC program.

These spaces will help make life more affordable and help build high-quality, affordable, 
accessible child care as a core service in B.C.

This is in addition to thousands of other families who are benefiting from existing $10-a-day 
spaces or paying $10 a day or less for child care through fee reductions.

“We doubled the number of $10-a-day spaces earlier this year and will be nearly doubling yet 
again by the end of 2022, with 1,373 spaces added this month alone,” said Katrina Chen, B.C.'s 
Minister of State for Child Care. “Affordable child care can be life changing, and we’re one step 
closer to making that a reality for all families in B.C.”

Spaces in the $10 a Day ChildCareBC program reduce the average cost of child care from $1,000 
a month at participating facilities (for full-time, centre-based infant care) to $200 a month, 
saving families approximately $800 a month per child on average.

“Our governments are making affordable, high-quality, flexible and inclusive child care a 
reality,” said Karina Gould, federal Minister of Families, Children and Social Development. 
“Through our transformative investments, we remain focused on making life more affordable 
for families and giving every child the best possible start in life.”

More $10-a-day spaces will be created over the next few months. By the end of the year, the 
program will expand the number of $10 a Day ChildCareBC spaces available for families in B.C. 
from 6,500 in April to approximately 12,500.

The $10-a-day program expansion represents further progress in partnership with the federal 
government under the Canada-B.C. Canada-wide Early Learning and Child Care Agreement. To 
support the goal of ensuring access to high-quality, affordable and inclusive early learning and 
child care, the Government of Canada is contributing $3.2 billion for child care in B.C. over five 
years.

The newly approved $10-a-day spaces are being offered at 18 child care centres throughout 
B.C., bringing the total number of $10 a Day spaces in B.C. to nearly 8,200.

"Becoming a part of the $10-a-day program is truly life changing for our family,” said Kim, a 
parent of two children. “As the parents of four- and one-year-old boys who both attend SFU 
Childcare Society, this will give us a chance to save for them, provide more opportunities for 
learning and play, and ease finances at a critical time. In particular, for a child who benefits 

Ministry of Education and Child Care
Minister of Families, Children and Social Development
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Ministry of Education and Child Care
Media Relations
Jeremy.Uppenborn@gov.bc.ca
778 974-5825

Mohammad Hussain
Press Secretary
Office of the Minister of Families, Children and 
Social Development, Karina Gould
Mohammad.a.Hussain@hrsdc-rhdcc.gc.ca

Contacts:

from additional support, we can't underscore enough how much this means to our family."

In addition to these spaces, the Province, with federal funding support, is helping 
approximately 69,000 families with the cost of child care at centres that are not part of the $10
-a-day program through child care fee reductions of up to $550 more per month, per child. 
These savings, which kick in Dec. 1, 2022, are in addition to the $350 per month, per child that 
families have been saving through the Child Care Fee Reduction Initiative since 2018.

Since 2018, the Province has invested $2.7 billion in the 10-year ChildCareBC plan to build a 
future where affordable, inclusive and quality child care is a core service that families can rely 
on.

Quick Facts:

• All types of licensed child care providers offering services to children five and younger 
were eligible to apply for the $10-a-day program, including non-profit, private, publicly 
run and Indigenous-led providers.

• Additional consideration is given to providers in communities that do not currently have 
a $10-a-day site and is based on population density. 

• The cutoff date for $10-a-day program applications was Aug. 18, 2022, and more 
applications will be reviewed until the target is met.

• Families making as much as $111,000 may be eligible to receive additional child care 
support through the Affordable Child Care Benefit (ACCB), with those making less than 
$45,000 receiving the maximum ACCB funding amount and paying nothing for child care.

• An average of 30,500 children received support through the Province’s Affordable Child 
Care Benefit each month in 2021-22.

Learn More:

For information about existing $10 a Day ChildCareBC sites and spaces, criteria, guidelines and 
priority areas under this intake, visit: www.gov.bc.ca/childcare10aDaysites

For information about ChildCareBC, visit: www.gov.bc.ca/childcare

For more about the 2021-26 Canada-British Columbia Canada-wide Early Learning and Child 
Care Agreement:
https://www.canada.ca/en/early-learning-child-care-agreement/agreements-provinces-
territories/british-columbia-canada-wide-2021.html

For information about Canada-wide Early Learning and Child Care: https://canada.ca/child-care

Two backgrounders follow.
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https://www.canada.ca/en/early-learning-child-care-agreement/agreements-provinces-territories/british-columbia-canada-wide-2021.html
https://canada.ca/child-care


What people are saying about new $10 a Day ChildcareBC spaces in B.C.

BACKGROUNDER 1
For Immediate Release
2022ECC0083-001628
Nov. 1, 2022

Burnaby:

Raj Chouhan, MLA for Burnaby-Edmonds –

“Burnaby is a diverse community and each family has unique needs. By investing in child care, 
we’re ensuring that families will be supported no matter what comes their way.”

Anne Kang, MLA for Burnaby-Deer Lake –

“I’m pleased with the work our government is doing to put people first. Under the previous 
government, child care went underfunded with families having to choose between quality care 
and making ends meet. Prioritizing families and investments will make a real difference in their 
lives.”

Janet Routledge, MLA for Burnaby North –

“As communities across the province continue to grow, we are continuing our record child care 
investments. Burnaby is a welcoming place for families, and our government is committed to 
supporting them so that they can thrive.”

Rachel Day, executive director, SFU Child Care Society –

“We are very encouraged to receive the funding from the $10 a Day ChildCareBC program for 
our families at SFU Childcare Society. With 323 spaces on our current site at the SFU Burnaby 
campus and 103 spaces opening in our new facility on Sapperton Avenue, Burnaby, on Nov. 1, 
this means over 250 families in our communities will benefit greatly from this child care fee 
reduction. SFU Childcare Society is committed to delivering the high-quality, dependable child 
care that all our families very much rely on. We are thankful that this funding will continue to 
support our important society values and that we can maintain our well-resourced and 
inclusive environment, not only for the children in our care, but for our very much valued 
educators and staff.”

Central Vancouver Island:

Doug Routley, MLA for Nanaimo-North Cowichan –

“Adding more affordable child care spaces and making sure they are accessible in our 
community will help families as they face a higher cost of living. I look forward to seeing the 
positive impact these new spaces have for children and families in Nanaimo and across B.C., 
and thank the child care providers who are our key partners in this work.”

Ministry of Education and Child Care
Minister of Families, Children and Social Development
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Karen Love, executive director, BGC, Central Vancouver Island –

“Knowing that we can continue to offer the same high-quality and essential child care services 
to our parents for $10 a day means that it is now more affordable and accessible. This is vital to 
ensure we develop the adults of the future and work towards no more barriers.”

Parent of one child attending BGC Central Vancouver Island Ladysmith Child and Family 
Centre –

“We are newer parents and the $10-a-day day care is hugely helpful for increasing our family's 
financial security and for giving us some breathing room in an uncertain economy. The $10 a 
Day ChildcareBC plan is a wise and impactful investment in working families. We wish to 
express our sincere gratitude to all who worked to make it a reality.”

Coquitlam and Port Coquitlam:

Fin Donnelly, MLA for Coquitlam-Burke Mountain –

“I’m pleased our government is prioritizing families by creating new $10-a-day child care spaces 
in Coquitlam-Burke Mountain. Affordable child care is more important than ever with inflation 
making life more expensive for everyone.”

Mike Farnworth, MLA for Port Coquitlam –

“The cost of child care can be a barrier for parents who are pursuing education or career goals. 
By lowering child care fees, we’re saving parents hundreds of dollars each month and ensuring 
they can support their families.”

Danielle Fakim, director, Les P’tits Lutins –

“As a not-for-profit child care centre, our focus has always been to offer quality child care 
services to our francophone families at reasonable rates. When the opportunity arose to apply 
for the government implemented $10-a-day program, we knew that this would greatly support 
our existing families as well as the many others on our waiting list. We are pleased to have 
been accepted into the program and look forward to continuing to offer educational child care 
services to our growing francophone community at significantly reduced monthly fees. This is a 
great initiative for B.C. families.”

Marie-Chantale Bédard, parent of one child attending Les P’tits Lutins –

“Having access to this program will make a major impact for our family. It will allow us to adjust 
somewhat to the increasing cost of living in B.C., save additional funds for our child’s post-
secondary education and, most importantly, spend more quality time as a family – which we all 
know has no price. We are beyond grateful for the $10-a-day program and look forward to the 
financial peace of mind this will bring our family and to all of our day care families.”

Kelowna:

Kirstie Blanleil, director of operations, BGC Okanagan –

“Quality child care is a necessity for families. Ten-dollar-a-day child care spaces will help ease 
financial burdens that families are experiencing.”
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Parent of two children attending BGC Okanagan –

“Receiving the email with the news that our day care was selected for the $10-a-day initiative 
was like winning the lottery. We are two working parents who both work in the public sector 
and inflation has impacted us greatly. This relief allows us to breathe a little.”

Richmond:

Kelly Greene, MLA for Richmond-Steveston – 

“For too long, families have had to make sacrifices in order to ensure their children have 
adequate care. By making child care more accessible and affordable, more parents will be able 
to pursue their education and their careers, knowing their child is thriving.”

Alana Robson, president, Little Wings board of directors –

“Little Wings Daycare is a small, non-profit centre, with a close-knit community and many 
dedicated parent volunteers. We are so very excited to be joining the $10-a-day child care 
program and continuing to provide quality care, now with better affordability for our families.”

Beth Williams, parent of two children attending Little Wings Daycare –

“Families need child care for a multitude of reasons – it’s good for children, parents and the 
economy. As a parent of two, both of whom have benefited from the high quality of care and 
enrichment at Little Wings, this kind of governmental investment in reducing barriers to access 
for families who need or choose child care is the right step to be taking. It’s an investment in 
our future and I am thrilled that this valuable industry and talented educators who enable it 
are being supported in this way. Our centre has been crucial in the health and happiness of my 
family and it’s exciting to move forward in making that even more accessible.”

Surrey:

Jinny Sims, MLA for Surrey-Panorama –

“Accessible child care is an essential resource for people in a growing city such as Surrey. The 
previous government treated child care as a luxury for far too long, and our government is 
supporting families by continuing to create new spaces in our communities.”

Nancy Garner, director, Young Climbers Childcare Centre –

“Young Climbers is excited to partner with the government to offer $10-a-day child care. By 
doing this, we want our families and community to know how much we value, love, support, 
encourage and care for them. The $10 a Day ChildcareBC program will have a positive financial 
impact, making affordable child care a reality. Families will pay no more than $200 a month, 
per child, for full-time enrolment regardless of the care type. This is great news!”

Mathew, parent of three children attending Young Climbers Childcare Centre –

“Young climbers Childcare Centre is where my three boys go for day care. We were the first 
family to hear this great news! This is a wonderful program and will allow our family to have 
the extra money to put away for rainy days and have more family fun together, as my wife and 
I were paying more in child care than some of my family members paid in mortgages.”
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Vancouver and Vancouver Coastal Region:

Bowinn Ma, MLA for North Vancouver-Lonsdale –

“Child care can be one of the biggest bills a family faces each month. Affordable child care can 
change the lives of a family, and I’m thrilled to know that these new $10-a-day spaces will make 
a big difference for families on the North Shore.”

George Heyman, MLA for Vancouver-Fairview –

“We know people are struggling to make ends meet with the rising cost of living, and the cost 
of child care can place huge added pressure on families. The previous government chose to 
ignore the realities that working families face every day, but with our government’s universal 
child care plan we are making a meaningful difference for people in my community and across 
the province.”

West Vancouver Child Development Centre board of directors –

“The extension of the $10-a-day program to our centre is a life-changing difference for our 
families. It signals a commitment to maintaining healthy communities for working families and 
comes at a critical time when rising inflation and the high costs of living in the Lower Mainland 
is pushing many families out of the region, and/or out of the workforce. We know it will go a 
long way in improving the lives of our families and our community.”

Rebecca R., parent of one child attending West Vancouver Child Development Centre –

“My husband and I both work full time and have had one or both of our children in full-time 
day care for the past seven years. The announcement of the $10-a-day program coming to our 
day care will enable us to put savings towards our children’s future, where we might not 
otherwise have been able to do in this challenging economic environment.”

Williams Lake:

Linda Bond, administrator, Williams Lake and District Group Daycare –

“I’m absolutely thrilled to have our centre become a $10-a-day centre. I’ve been in child care 
for 35 years, since before $10-a-day was even an idea that at first seemed impossible, so to be 
in this situation now is quite surreal. It’s been so amazing letting our families know about being 
chosen for this program – they’ve almost universally gone from confusion, to disbelief, to relief 
and finally to excited planning! This will alleviate so much stress for many of our families and 
allow them to provide so many more opportunities for their children now, as well as in the 
future.”

Danelle Fuller, parent of two children attending Williams Lake and District Group Daycare –

“Ten-dollar-a-day child care is going to be life changing for our family and decrease our 
financial stress significantly. My husband has returned to college to further his education and 
the reduced child care cost will help alleviate the financial burden of being a single-income 
household while he completes his degree. We are also excited to be able to use some of the 
money we will save on child care costs to contribute to our children’s post-secondary education 
funds and extracurricular activities.”
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Hundreds more $10 a Day ChildCareBC spaces throughout B.C. communities

BACKGROUNDER 2
For Immediate Release
2022ECC0083-001628
Nov. 1, 2022

This backgrounder includes information on the 15 child care providers providing new $10 a Day 
ChildCareBC spaces.

Burnaby:

SFU Childcare Society
SFU Childcare Society; 426 spaces (120 infant-toddler, 175 2.5 years to kindergarten, 131 school 
age), non-profit

Coquitlam:
Shining Star Daycare Society
Shining Star Daycare; 170 spaces (24 infant-toddler, 59 2.5 years to kindergarten, 67 school age, 
20 preschool), non-profit

Kelowna:

BGC Okanagan

• BGCO Cameron Park Early Learning Centre; 28 spaces (12 infant-toddler, 16 2.5 years to 
kindergarten), non-profit

• BGCO Martin Avenue Community Centre; 64 spaces (16 2.5 years to kindergarten, 48 
school age), non-profit

YMCA of Southern Interior BC
Dilworth Mountain YMCA Child Care; 79 spaces (12 infant-toddler, 23 2.5 years to kindergarten, 
24 school age, 20 preschool), non-profit

Ladysmith:

BGC Central Vancouver Island (BGCCVI)
BGCCVI Ladysmith Child and Family Centre; 82 spaces (12 infant-toddler, 20 2.5 years to 
kindergarten, 50 school age), non-profit

Langley:

Sonshine Street Preschool
Sonshine Street Preschool and Child Care Centre; 50 spaces (12 infant-toddler, 18 2.5 years to 
kindergarten, 20 preschool), non-profit

Nanaimo:

Ministry of Education and Child Care
Minister of Families, Children and Social Development
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BGC Central Vancouver Island

• BGCCVI Chase River Club; 73 spaces (16 2.5 years to kindergarten, 41 school age, 16 
preschool), non-profit

• BGCCVI Fifth Street Daycare; 16 spaces (2.5 years to kindergarten), non-profit

North Vancouver:

Sutherland Early Learning Childcare Centre
Sutherland Early Learning Childcare Centre; 22 spaces (infant-toddler), non-profit

Port Coquitlam:

La Société Francophone Les P'tits Lutins
Les P’tits Lutins; 64 spaces (22 infant-toddler, 42 2.5 years to kindergarten), non-profit

Richmond:

Little Friends Preschool Society
Little Friends Childcare Centre; 40 spaces (2.5 years to kindergarten), non-profit

Little Wings Daycare Centre Society
Little Wings Daycare; 49 spaces (24 infant-toddler, 25 2.5 years to kindergarten), non-profit

Surrey:

Newton Fellowship Church
Young Climbers Childcare; 108 spaces (eight infant-toddler, 20 2.5 years to kindergarten, 24 
school age, 56 preschool), non-profit

Vancouver:

Montessori Daycare Society
Montessori Daycare Society; 37 spaces (12 infant-toddler, 25 2.5 years to kindergarten), non-
profit

West Vancouver:

West Vancouver Child Development Centre
West Vancouver Child Development Centre; 33 spaces (eight infant-toddler, 25 2.5 years to 
kindergarten), non-profit

Williams Lake:

Williams Lake and District Daycare Society
Williams Lake and District Daycare; 32 spaces (16 infant-toddler, 16 2.5 years to kindergarten), 
non-profit
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Board and Trustee Representative Committee Report 

Trustee Representative: R. Elaine Young
Committee Name: Early Years Table 
Meeting Location: Zoom 
Meeting Time: Noon October 13, 2022

Mission Statement:  
The Early Years Coalition focuses on encouraging healthy relationships with families, with 

each other, and with community as it relates to the importance of early learning and successful 
development for young children. 
Our Vision: 

Thriving children, families and community 
Our Goals: 

1. Community Collaboration and Engagement  
2. Decrease SD69 EDI Reported Vulnerabilities 

Attendance:

Attendees: Oceanside Building Learning Together, Arrowsmith community Recreation, Island Health –  

Dental and Nutrition, Parent Support Services BC, SD69, SOS, Pacificare, OHWN, VI Reg. Library, Mamas 

for Mamas, Metis Nation BC.

 First 2000 Days & Beyond/Child and Youth Wellness Action Table (OHWN) 

Brain Building Activity for Families is being piloted with the Baby & Me prenatal group.  

Overview of OHWN (Child and Youth and Senior’s Action Tables working on protection 

from trauma) 

 SPOOKTACULAR on October 27. Community partners still welcome to come to the fun at 

Storybook Village. Rotary will have coffee available for the adults.  

 Child Care Update 

Two family childcare centres have closed  

Arrowview has just been licensed for 24 school aged spaces in addition to the current 

program. They will open the wait lists soon.  

 Community Partner Updates 

Upcoming programs are listed on the OBLT website www.oblt.ca (look under calendar tab 

Farm to school grants are open at https://farmtoschoolbc.ca/grants/

Early Development Index results have come to the school district and will be presented at 

the next meeting.  

VI Library is working on their strategic plan. 

Next Meeting:

November 10, 2022   
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SCHOOL DISTRICT 69 (QUALICUM) 

STATUS OF ACTION ITEMS 

1 

Action Item Responsibility Status Proposed Deadline 
Use of Common Space for Artwork - March 10, 2020

THAT the Board of Education of School District 69 (Qualicum) ask 
staff to work with Parksville Civic and Technology Centre partners 
to develop a plan and process to allow the display of wall art from 
SD69 students, VIU students and community members in the 
communal areas of the building; and,  
THAT this process may serve as a vehicle for installation art, be it 
temporary or permanent. 

Senior Staff The latest joint use agreement for the PCTC 
allows for the mechanism to include student 
artwork in the lobby area.  
As COVID restrictions ease, the committee can 
meet to review what is placed on the walls and 
invite students to submit artwork for 
consideration. 

Fitness for All Proposal – October 25, 2022 
THAT the Board of Education of School District 69 (Qualicum) 
request staff to investigate further the cost and other implications 
associated with the Fitness for All Proposal by the Qualicum 
Community Education & Wellness Society

Secretary 
Treasurer/Director 
of Operations 

November 22, 2022 
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Education Committee of the Whole Report 
Tuesday, November 15, 2022 
Via Zoom 
2:30 p.m.

Chair: Trustee Austin

1. ACKNOWLDEGEMENT OF TRADITIONAL TERRITORIES

2. OPENING COMMENTS

3. Mandate Discussion:  
To discuss and make recommendations to the board on the general directions for education 
in the district, and to serve as a vehicle for regular reports to the board on educational 
programs and services. 

Proposed Mandate: 
To discuss and make recommendations to the Board on aspects of teaching, learning and 
educational equity. We will strive to have all students receive whatever they need to develop 
to their full academic and social potential and to thrive every day

The proposed mandate change was generally approved of; however, there were requests to 
entertain wording to include a climate justice concept.  This involved further discussion on the 
purpose of the Education Committee and the need for using broad strokes.  It was also 
suggested that students not only 'receive', but 'contribute'.  The Committee of the Whole will 
consider these suggestions for further conversation and will return in January with some 
suggested wordsmithing. 

4. SCHOOLS AND/OR PROGRAMS  
a. KSS Student Trip to Calgary 

Lori Marshall presented the proposed student music trip to Calgary in the spring.  The 
students would travel by bus and will use fundraising efforts to help off-set the $1100 
cost.  There are also subsidies available for students to ensure all students could 
attend.   

5. ENVIRONMENTAL STEWARDSHIP AND CLIMATE ACTION 
a. Climate Action Task Force Update - Trustee Austin 

The Climate Action group was originally set up as a task force.  Three years later it 
has been proposed that the district move climate action items to the board's Education 
and Finance and Operations Committees of the Whole. 

b. KSS Student Symposium - Student Government Presentation
Carolin Mattice presented on behalf of the students as they were on a music field trip.  
Students are working towards hosting a one-day environmental symposium in the 
spring coming from their inquiry of “How can we inspire and motivate secondary school 
youth to make positive environmental changes within their own community and 
school?”.  The four hour event will hopefully be held at the Qualicum Beach Civic 
Centre and will include key note speakers, break out groups, arts, and music.  Student 
from other neighbouring districts will also be invited to attend.  The KSS students have 
been applying for grants through the school district and will seek additional financial 
support from the broader community.  

They are also actively looking for volunteers and will come back to the Education 
Committee with an update in February.  If you would like to help, please contact Carolin 
Mattice at cmattice@sd69.bc.ca. 
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6. SOCIAL JUSTICE AND EQUITY 
a. Update

Similar to the CATForce, the Social Justice Working Group will now bring their voice 
directly to the Education Committee of the Whole meetings. 

b. Safe Schools 
Associate Superintendent Wilson noted that school districts across BC are noticing 
trends in increased gang associations, drug and alcohol abuse, poverty and 
concerning trends on social media.  Mental Health concerns have risen by 25% and 
self harm by 200%.  Following a district sponsored symposium being held on 
December 1 for students, a Safe Schools Youth Committee is being proposed to help 
address some of these concerning trends.  Thanks to DPAC for their sponsorship of 
the White Hatter organization’s webinar series on internet safety and digital literacy.  

c. Youth Development Instrument (YDI) Information
Associate Superintendent Wilson shared information about some of the data collected 
from Grade 11 students in the district.  The next step will be to bring a group of students 
together to look at the data and seek their thoughts about some actions the district can 
take to support some of the areas of concern. 

The YDI report can be viewed at the following link: 
https://chartlab.ca/wp-content/uploads/2022/05/YDI-2021_2022-SD69-Report.pdf

7. SHARED LEARNING 
a. Update from Director of Instruction

Director of Instruction Terpstra reported that this year's Foundation Skills Assessment 
(FSA) had a 10% increase in participation and teachers in the district will begin 
marking this weekend.  Reporting out in the district has followed progressive trends, 
where other districts in the province are just now catching up to a non-grade method 
which SD69 has used for years. 

8. INFORMATION  
a. Early Development Instrument (EDI) Data

Associate Superintendent Wilson advised that data has just been distributed to 
schools.  Staff will be working with the Oceanside Building Learning Together (OBLT) 
Early Years Table to look at the domains in which the area has higher vulnerability and 
look at what the longitudinal data trends are. 

9. ITEMS FOR DISCUSSION TO MOVE TO THE BOARD MEETING
a. That the Board of SD69 (Qualicum) approve in Principle the Kwalikum Secondary 

Student Music Trip to Calgary in the spring of 2023

10. FUTURE TOPICS
a. Suggestions for Education Committee Topics 

Trustees invited attendees to suggest future topics for discussion.  One suggested 
topic was “Critical Incident Response”. 

If you have any other topics to suggest, please contact Julie Austin 
(jaustin@sd69.bc.ca) or Gillian Wilson (gwilson@sd69.bc.ca)

11. NEXT MEETING DATE:
 Tuesday, January 17 at 2:30 p.m. via Zoom 

12. ADJOURNMENT
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SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCEDURES TO BOARD POLICY 601

EMPLOYEE CONFLICT OF INTEREST

Page 1 of 3

Purpose 

These Administrative Procedures were written in support of Policy 601: Employee 
Conflict of Interest. 

Understanding Conflict of Interest 
District employees have a duty of loyalty to the District as the employee’s employer. This duty 
requires employees to provide services to the best of the employee’s ability regardless of the 
employee’s own personal perspectives of Board direction or policy.  

The honesty and integrity of District employees must be above reproach and coupled with 
impartiality in the conduct of the employee’s duties to ensure that the employee’s actions are 
above public suspicion.  

The actions and conduct of employees must be such as to instill within the public a sense of trust 
and confidence in the District.  

It is essential that employees recognize their responsibility to ensure that confidential information 
received as a result of employment with the District remains confidential, and not be divulged to 
anyone other than individuals authorized to receive such information. This includes confidential 
information received verbally or in written or electronic form. Disclosure of confidential information 
may put employees in a position of conflict of interest, and great care must be taken when 
communicating with individuals both inside and outside of the District.  

A conflict of interest may also occur when an employee’s private affairs or financial interests are 
in conflict, or could result in a perception of conflict, with the employee’s duties or responsibilities. 
in such a way that:  
 the employee’s ability to act in the public interest could be impaired. 
 the employee’s actions or conduct could undermine or compromise the public’s 

confidence in the employee’s ability to discharge work responsibilities. 
 the trust that the public places in the public service is undermined. 

Expectations for Employees 
Employees are to disqualify themselves as participants in personnel decisions when the 
employee’s objectivity would be compromised for any reason, benefit or perceived benefit 
which could accrue to them.   

Employees are expected to request a determination of the Superintendent before engaging in any 
activity which might reasonably give rise to questions about a possible conflict of interest.  

The Superintendent is expected to request a determination of the Board before engaging in any 
activity that might reasonably give rise to questions about a possible conflict of interest.  
A breach of the conflict of interest policy is considered to be a serious breach of an employee’s 
obligations and as a result, may result in discipline up to and including dismissal.  
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SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCEDURES TO BOARD POLICY 601

EMPLOYEE CONFLICT OF INTEREST

Page 2 of 3

While the Board recognizes the right of public service employees to be involved in activities as 
citizens of the community, conflict must not exist between employees’ private interests and the 
discharge of the employee’s job-related duties. 

Employees are to disqualify themselves as participants in personnel decisions when the 
employee’s objectivity would be compromised for any reason, benefit or perceived benefit which 
could accrue to them.  For example, employees are not to participate in staffing actions involving 
direct relatives or persons living in the same household.   

Upon accepting a position in the District, employees must arrange their private affairs in a manner 
that will prevent conflicts of interest, or the perception of conflicts of interest, from arising.  

Representative Examples of Conflict of Interest 
Examples of conflicts of interest include, but are not limited to, the following:  
 An employee uses District property or the employee’s position to pursue personal 

interests. 
 An employee is under obligation to a person who might benefit from or seek to gain special 

consideration or favour. 
 An employee, in the performance of duties, gives preferential treatment to an individual, 

corporation or organization, including a non-profit organization, in which the employee, a 
relative or friend of the employee has an interest, financial or otherwise. 

 An employee benefits from, or is reasonably perceived by the public to have benefited 
from, the use of information acquired solely by reason of the employee’s employment. 

 An employee benefits from, or is reasonably perceived by the public to have benefited 
from, a government transaction over which the employee can influence decisions (for 
example, investments, sales, purchases, borrowing, grants, contracts, regulatory or 
discretionary approvals or appointments)  

 An employee requests or accepts from an individual, corporation or organization, directly 
or indirectly, a personal gift or benefit that arises out of the employee’s employment in the 
District other than the exchange of normal hospitality between persons doing business 
together or gifts to persons participating in public functions. 

Employees are in a conflict of interest when dealing with direct relatives or individuals who 
permanently reside with them when the following working relationships exist:  
 A reporting relationship exists where one employee has influence, input or decision-

making power over the other employee’s performance evaluation, salary, premiums, 
special permissions, conditions of work and similar matters. 

 The working relationship affords an opportunity for collusion between the two employees 
that would have a detrimental effect on the employer’s interest. 

The above restriction on working relationships may be waived provided that the Superintendent 
or Secretary-Treasurer is satisfied that sufficient safeguards are in place to ensure that the 
employer’s interests are not compromised.  
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SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCEDURES TO BOARD POLICY 601

EMPLOYEE CONFLICT OF INTEREST

Page 3 of 3

Employees may engage in remunerative employment with another employer, carry on a business, 
receive remuneration from public funds for activities outside the employee’s position, or engage 
in volunteer activities without there being a conflict of interest, provided it does not:  
 Interfere with the performance of the employee’s duties as an employee of the District. 
 Bring the District into disrepute. 
 Represent a conflict of interest or create the reasonable perception of a conflict of interest. 
 Appear to be an official act or to represent District direction or policy. 
 Involve the unauthorized use of work time or District premises, services, equipment or 

supplies to which they have access by virtue of the employee’s employment with the 
District. 

 Gain an advantage or appear to gain an advantage that is derived from the employee’s 
employment with the District. 

Duty to Report 
Employees shall promptly report any fact or circumstances of which they become aware that 
might give rise to a real or perceived conflict of interest. Reports shall be made in writing to the 
employee’s Principal or Supervisor.  

An employee who alleges conflict of interest on the part of another employee, may report this to 
the employee’s Principal or Supervisor, in writing. If the employee whose actions are being 
questioned is the direct Supervisor, the matter may be reported to the Superintendent of Schools 
or Secretary-Treasurer. 

A Principal or Supervisor who receives a written report of an alleged conflict of interest will seek 
guidance from the Superintendent or Secretary-Treasurer. 

References: 
 Board Policy 601:  Employee Conflict of Interest

Dates of Adoption/Amendments: 
Adopted:   2018.01.23  
Amended: 2021.11.23 
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SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCECURES TO BOARD POLICY 603

EMPLOYEE ATTENDANCE SUPPORT

Page 1 of 4

PURPOSE 
The purpose of these Administrative Procedures is to support of Board Policy 603:  Employee 
Attendance Support and to: 
a. set out the process for managing short and long term medical absences, as well as the 

District’s attendance support program and its accommodation program;
b. clarify roles and responsibilities. 

SCOPE 
1. This procedure applies to all regular and casual employees of School District, including 

those who work off site or virtually.  

RESPONSIBILITIES  

Employees  
2. Implicit to the employment relationship is the obligation for all employees to perform their 

work on a regular and dependable basis. Employees are expected to be punctual, present 
at their designated worksite, and actively engaged in work activities associated with their 
jobs during designated work hours.  

3. Employees are responsible for:  
a. attending work regularly and consistently according to their work schedule;  
b. seeking support when needed to ensure they are healthy and able to attend work; 
c. actively communicating needs for support and providing relevant information to the 

School District to facilitate an accommodation process; 
d. attending personal issues and non-urgent medical treatments/appointments at 

dates and times that do not conflict with their work schedule wherever possible; 
e. reporting all absences, even if a replacement is not required by logging their 

absence in Power School (or calling the Dispatch Clerk if a spare employee);  
f. to the extent possible, maintaining contact with the District for the duration of their 

absence, keeping their supervisor and Human Resource informed of their recovery 
progress, the date of their anticipated return to work, and any issues that may 
impede on their ability to return to work;  

g. logging their absence each day they are away, unless they have provided a 
medical certificate confirming their specific period of absence as required.  

h. providing a medical certificate for any absences of 11 days or more. 

Supervisors  
5. Supervisors play an important role in supporting employee attendance at work. Through 

regular contact with their employees, supervisors are in the best position to respond to 
attendance problems as they arise. They also have a significant impact on establishing a 
working climate that favours regular attendance.  
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6. Supervisors are responsible for: 
a. supporting employees in accordance with the attendance procedures; 
b. consistently and regularly communicating the School District’s expectations for 

employee attendance and the impact that absenteeism can cause;
c. in conjunction with Human Resources, monitoring and reviewing employee 

attendance levels and ensuring the accuracy of attendance reports; 
d. using pro-active and sensitive conversations to support employees who are 

identified as having higher than average absences or patterns of absences, with 
union representation; 

e. ensuring that attendance issues are addressed confidentially with consistency, 
fairness and respect.  

Human Resources  
7. The Director of Human Resources or designate will be responsible for:  

a. attendance support; 
b. ensuring that employees are aware of the attendance procedures;
c. maintaining with contact employees during periods of absence; 
d. requesting and handling medical information from employees in accordance with 

the BC Human Rights Code and the Freedom of Information and Privacy 
Protection Act; 

e. supporting supervisors with their responsibilities and ensuring that the attendance 
support program is applied in consistent, fair and respectful ways that respond to 
the unique needs and circumstances of individual employees; 

f. monitoring the effectiveness of the Attendance Procedures, including the 
Attendance Support Program, with reports to the Senior Leadership Team.   

In addition to the above, any employee absent for 6 days or more without a medical 
certificate may be contacted by Human Resources. 

Trade Union  
8. Unions are an important resources and support for employees.  It is understood that 

unions provide support to employees who are identified by the Attendance Support 
Program by:  
a. ensuring employees are treated fairly, consistently, and with respect at all stages 

of the program;
b. providing advice and support to members; and, 
c. collaborating with the Human Resources and the employee’s Supervisor to seek 

support for employees when needed and/or on efforts to improve employees’ 
health, wellness and attendance.  
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References:  
 Board Policy 603:  Employee Attendance Support 
 Ministry of Education and Child Care Mental Health in Schools Strategy
 Canada Human Rights Act, RSC 1985, C. H-6 

Dates of Adoption/Amendments: 
Adopted: 1981.02.18:   
Amended: 1984.04.04:  1987.10.18:  1989.06.28:  1991.04.23:  1991.09.10: 2001.04.03:  

2008.02.26:  2017.10.24:   2022.02.22 
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Absence  An employee will be deemed absent if they have been scheduled to 
work and are not present at work. Approved leaves and vacation are 
not included in this definition for the purpose of this policy and 
administrative procedure.  

Culpable Absence Failure to be present at work as a result of factors within the 
employee’s control, e.g. failure to notify, absence without leave, 
abuse of leave (i.e. invalid use of sick leave) and chronic tardiness or 
leaving early without notification or excuse.  

Non-Culpable Absence Failure to be present at work due to factors over which the employee 
has little or no control, including but not limited to: 
 physical or mental illness, injury or mental conditions including 

those constituting disability for which accommodation is required 
under the BC Human Rights Code;

 family responsibilities including those for which accommodation 
is required under the BC Human Rights Code;

 Unpaid leaves to which employees are entitled to under BC 
Employment Standards Act, including maternity leave, sick leave, 
parental leave, bereavement leave, compassionate and family 
care leave, and any other leaves to which employees are entitled 
under the terms of their collective agreement or individual 
employment contract.  

Accommodation  Taking steps to adjust rules, policies, practices or situations that have 
a negative impact on an individual or groups, protected under the 
Canada Human Rights Act.  

Inclusive Workplace  Is a workplace where all employees have the opportunity to 
contribute and participate in the workplace in a barrier free 
environment.  

Undue Hardship  Occurs when accommodation adjustments to the workplace would 
be prohibitively expensive, or create undue risks to health and safety. 
Each situation will be viewed as unique and assessed individually. A 
claim of undue hardship must be supported with facts and an analysis 
of options.  

Modified Duties  Changes to assigned work tasks, methods, equipment, work station, 
or schedule.  

Alternate Duties  A different job in the same work area or another work site. 

Restrictions  Tasks that an employee is not capable of performing due to 
predictable risk of medical harm.   

Limitations  Describes the level of ability and the activity that a person is able to 
tolerate.
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Statement of Commitment 
The inherent right of all individuals to be treated with dignity and respect is central to the beliefs 
of School District No. 69 (Qualicum).  School District No. 69 (Qualicum) recognizes the right of all 
employees to work, to conduct business and otherwise associate free from bullying and 
harassment.  The District has an obligation under WorkSafeBC’s Occupational Health and Safety 
(OHS) policies under Sections 115, 116, and 117 of the Workers Compensation Act, to prevent 
and address workplace bullying and harassment. 

In making this commitment, the District recognizes the rich diversity of our social fabric and the 
benefits which diversity brings to all members of our community.  The District is committed to 
encouraging the tolerance of and valuing of differences.   The District considers bullying and 
harassment in any form to be totally unacceptable and will not tolerate its occurrence. 

Who Is Covered 
All persons working for the District or carrying out District business on a temporary, part time or 
full-time basis are covered by these procedures.  (A ‘person’ could be a workplace party such as 
a supervisor, or co-worker)   

Should a harassment incident involve a non-workplace party or student that an employee comes 
into contact with at the workplace, the Superintendent of Schools or designate, will determine the 
procedures to follow and the parties will be so notified.

Purpose 
To ensure that all persons covered by these procedures are aware of their duties regarding 
bullying and harassment in the workplace, and to provide clear and precise procedures for the 
reporting and resolution of incidents and complaints. as per Policy 604: Workplace Bullying and 
Harassment.  

Board Policy Linkages 
Policy 604:  Workplace Bullying and Harassment 
Policy 700:  Safe, Caring and Inclusive School Communities and its Attendant Administrative 
Procedure 

Responsibilities 
It is the District’s expectation that all persons covered by these procedures, will comply with the 
District’s policies and procedures, and are required to:  
a. refrain from engaging in bullying and harassment of other employees, supervisors, the 

employer or persons acting on behalf of the employer 
b. report occurrences of bullying and harassment observed or experienced in the workplace 
c. apply and comply with the District’s policies and procedures on bullying and harassment  
d. participate in training sessions and/or annual reviews (MATA Members also refer to 

Collective Agreement Article E.2.6.) 
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WorkSafeBC OHS Definition of Workplace Bullying and Harassment 
Bullying and harassment includes any inappropriate conduct or comment by a person towards a 
worker that the person knew or reasonably ought to have known would cause the worker to be 
humiliated or intimidated, but excludes any reasonable action taken by an employer or supervisor 
relating to the management and direction of workers or the place of employment. 

MATA Members also refer to Collective Agreement Article E.2.2. 

Bullying and Harassment may include, but is not limited to: 
a. Verbal aggression or insults; calling someone derogatory names 
b. Vandalizing personal belongings 
c. Sabotaging someone’s work 
d. Spreading malicious gossip or rumours 
e. Engaging in harmful or offensive initiation practices or hazing 
f. Physical or verbal threats (this could also constitute “violence” or “improper activity or 

behaviour” under the Regulation 
g. Making personal attacks, based on someone’s private life and/or personal traits 
h. Making aggressive or threatening gestures 
i. Any comment, look, suggestion, physical contact, or real or implied action of a sexual 

nature which creates an uncomfortable working environment for the recipient 
j. Any circulation or display of visual material of a sexual nature that has the effect of creating 

an uncomfortable working environment 
k. An implied promise of reward for complying with a request of a sexual nature 
l. Misuse of power or authority as intimidation, threats, coercion and blackmail 
m. Reprisal or a threat of reprisal made by a person in authority after a sexual advance is 

rejected 
n. Cyber-bullying – the sending of derogatory or threatening messages to either the 

Complainant or others about the Complainant through email, text messaging, social 
networking, and websites or sharing personal and confidential messages or images 

Repetition is not always a necessary element in harassment; however, the more innocuous the 
behaviour, the less likely a reasonable person would consider the behaviour harassment if it only 
happened a few times.  Serious allegations, however, even if the action only occurred once, can 
be considered harassment. 

Bullying and Harassment is not: 
a. Expressing differences of opinion 
b. Offering constructive feedback, guidance, or advice about work-related behaviour and 

performance 
c. Making a legitimate complaint about someone’s conduct through established procedures 
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Workplace Defined 
For the purpose of these procedures, the workplace includes locations where activities related to 
the business of the District take place.  These include: 
a. Activities within offices, staff rooms, classrooms, lunch rooms and other District property 
b. Events associated with and including extra-curricular activities 
c. Situations outside of District operated premises e.g., field trips, work-related conferences, 

training sessions, travel, community events or social gatherings 
d. Activities in other locations where workplace bullying and harassment may have a 

subsequent impact on the work relationship, performance or environment 

Human Rights Code/Criminal Code/Grievance Procedure Reference 
Filing a complaint under these procedures is not intended to preclude rights under the Collective 
Agreement, BC Human Rights Code, Criminal Code of Canada or other avenues of redress open 
under the law. 

The complaint and investigation procedures should not be invoked or pursued at the same time 
as a parallel complaint before the BC Human Rights Tribunal or if a grievance remains 
outstanding. While such proceedings are taking place, the procedures outlined here will be 
suspended and may be superseded, where appropriate.   

Reporting Time Frame 
Any complaint must be filed within a reasonable time following the occurrence of the triggering 
incident.  The Board adopts a six (6) month time frame and may, in its discretion, decide not to 
deal with the complaint when the facts upon which the complaint is based occurred more than six 
(6) months before the complaint was filed.  

However, where a reasonable circumstance exists for failing to bring the complaint forward within 
six (6) months and the delay would not result in any prejudice to the Respondent, a complaint 
may be accepted beyond the six (6) month limit. 

Complaint Withdrawal 
The Complainant may choose to withdraw the complaint at any stage. However, the District may 
be obliged under these procedures, to continue the inquiry into the complaint and to take whatever 
remedial action it deems appropriate, or refer the matter to another process or procedure. 

Responsibilities for Reporting Bullying and Harassment 
All persons covered under these procedures have the responsibility for and are expected to 
promote a working and learning environment that is free from bullying and harassment, and to 
assist anyone who believes that they are being or may have been bullied or harassed.  Anyone 
who believes that a colleague or another person covered under these procedures is being or may 
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have been bullied or harassed, is encouraged to notify their Supervisor, Director of Human 
Resources or Superintendent of Schools or designate, or their Union Representative. 

The Complainant has the right to decide how to respond to bullying or harassment including
informal, verbal or written communication with the Respondent, or through the filing of a complaint 
under these procedures.  The Complainant may wish to seek guidance or counselling from their 
Supervisor, Director of Human Resources, Superintendent of Schools or designate or Union 
Representative to discuss the situation and how it might be resolved.  Since advice only is being 
sought at this stage, names need not be disclosed. 

Employment Consequence of Engaging in Harassment 
Employees who engage, directly or indirectly, in bullying or harassment may be disciplined up to 
and including dismissal. 

Confidentiality 
All records of the complaint filed at Step 2, including contents of meetings, interviews, results of 
inquiries and other relevant material will be kept confidential, except where disclosure is required 
by a disciplinary or other remedial process or required by operation of law or as a consequence 
of contemplated or actual litigation. Records will be stored in a secure file in the Human Resources 
Department. 

The Complainant and the Respondent and any witnesses interviewed in an investigation are to 
maintain strict confidentiality about the complaint. 

Counselling 
The District’s Employee Family Assistance Program (E.F.A.P.) is available to all employees and 
the employee’s immediate families and offers counselling and resource assistance on a voluntary 
and confidential basis. 

No Reprisals 
For the purposes of these procedures, “reprisal” against an individual will be treated as 
harassment when such actions occur for: 
a. invoking these procedures (whether on behalf of oneself or another individual);  
b. participating or co-operating in any inquiry under these procedures; or,  
c. associating with a person who has invoked these procedures or participated in these 

procedures. 
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BULLYING OR HARASSMENT COMPLAINT PROCEDURE STEPS: 
These procedures contain three (3) steps, which are outlined below.  In most instances, the 
complaint will be advanced through the Steps outlined below. It is noted that some exceptions to 
this may apply, and Step 1 may be bypassed and the complaint initiated at Step 2.

All parties involved in a complaint agree to deal with the complaint expeditiously; however, 
timelines set out in this procedure may be subject to variation by a Representative of the District, 
after consultation with the parties and the party’s Union Representative, if applicable. 

MATA Members also refer to Collective Agreement Article E.2.3. 

Step 1 - Speak Up 
a. The Complainant (person who considers that they have been subjected to bullying or 

harassment is advised to record the details surrounding the incident(s) including times, 
dates, places, people involved, names of witnesses, if any, what was said or done, and 
circumstances surrounding the incident(s). 

b. The Complainant is encouraged to bring the matter to the attention of the Respondent 
(person responsible for the comment or conduct) calmly, but firmly, making a direct and 
clear objection indicating that the comment or conduct is not acceptable, is unwelcome, 
will not be tolerated and must stop.  This is often an effective way to resolve the issue and 
end the bullying or harassment. The Complainant may choose to do this alone or 
accompanied by a representative of the complainant’s choice (i.e. Supervisor, Director of 
Human Resources, Superintendent of Schools or designate or Union representative). It is 
important the Complainant document any communication they have with the Respondent.  
It is also important that the Respondent document any communication regarding a bullying 
or harassment complaint. 

c. Before proceeding to Step 2, the Complainant may choose to either correspond with or 
approach their Supervisor, Director of Human Resources, Union Representative, or 
Superintendent of Schools or designate to report their complaint and to discuss potential 
means of resolving the complaint and to request assistance in resolving the matter.  A 
resolution may be attempted using the Informal Resolution Outcomes outlined below.  If 
the matter is resolved to the Complainant’s satisfaction, the matter is deemed to be 
resolved.  

Informal Resolution Outcomes 
a. All discussions shall be solely an attempt to mediate the complaint; 
b. Any and all discussions shall be completely off the record and will not form part of any 

record; 
c. Only the Complainant, Respondent, and Supervisor (Principal in the case where the 

Complainant and Respondent are both BCTF members) shall be present at such 
meetings; 

d. No discipline of any kind would be imposed on the Respondent; and 
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e. Where the Complainant and Respondent are both BCTF members, the BCTF and its 
locals, based on the foregoing, will not invoke the notice of investigation and other 
discipline provisions of the collective agreement at meetings. 

Should a resolution be reached between the Complainant and Respondent at Step 1 under the 
Informal Resolution Outcomes, it shall be written up and signed by both parties.  Only the 
Complainant and the Respondent shall have copies of the resolution and they shall be used only 
for the purpose of establishing that a resolution was reached.  No other copies of the resolution 
shall be made. 

In the circumstances where a Respondent has acknowledged responsibility, the Supervisor may 
advise a Respondent of the expectations of behaviour in a neutral, circumspect memo.  Such 
memo will be non-disciplinary in nature and shall not form part of any record.  Only the 
Respondent shall retain a copy of the memo.  That the memo was sent can be referred to as proof 
that the Respondent had been advised about the standard of conduct. 

Step 2
The Complainant may find it necessary to deal with the complaint at Step 2: 
i. if the Complainant does not feel comfortable talking to the Respondent; 
ii. if the Complainant is not satisfied with the result of the initial contact with the Respondent; 

or 
iii. if the bullying or harassment continues. 

a. To initiate the Step 2 process, the Complainant is required to complete the Workplace 
Bullying or Harassment Complaint Form attached to these procedures which details 
the particulars of the allegations, and submit it along with any other supporting 
documentation, to the Superintendent of Schools or designate.  The complaint should 
include specific incident(s) which form the basis of the complaint and the definitions of 
bullying or harassment which may apply; however, the form of the complaint will in no way 
restrict a mediation or investigation or its conclusions. 

b. The Superintendent of Schools or designate will review the particulars of the complaint 
(further particulars may be requested from the Complainant).  Upon the conclusion of such 
a review, the Superintendent of Schools or designate shall: 

i. initiate an investigation of the complaint and appoint an investigator; or 
ii. recommend mediation or other alternative disputes resolution processes to resolve 

the complaint. 

Should the complainant not agree with the process recommended by the Employer, an 
investigation will be initiated. 

c. The Respondent cited in a complaint shall be provided with notice of the mediation or 
investigation, in writing and shall be provided with a copy of the Workplace Bullying or 
Harassment Complaint Form filed by the Complainant within three (3) working days of 
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the submission.  The Superintendent of Schools or designate is responsible for ensuring 
that the Respondent receives a copy of the written complaint.  

d. The Superintendent of Schools or designate will inform both the Complainant and the 
Respondent in writing, with a copy to the Union (if applicable), of the following: 
i. that they have the right to representation during any discussions or meetings held 

during the process, and, 
ii. notice of mediation or investigation. 

e. In the event the Superintendent of Schools is involved either as the Complainant or 
Respondent, the complaint shall, at the Complainant’s discretion, be immediately referred 
to either BCPSEA or a third party who shall have been named by prior agreement of the 
District and the Union, who shall proceed to investigate the complaint in accordance with 
Step 3 of these procedures and report to the Board. 

Step 3 – Investigation Process: 
a. A representative of the District will investigate the complaint of bullying or harassment*.   

*The Superintendent of Schools may appoint an independent investigator. 

b. The investigator will collect evidence by interviewing the Complainant and Respondent 
(separately), interviewing any witnesses, and otherwise investigating all aspects of the 
matter which are relevant in determining whether the allegations of bullying or harassment 
are substantiated.   

c. The investigation shall be conducted by a person who shall have training and/or 
experience in investigating complaints of bullying and harassment.  The Complainant may 
request that the investigator shall be of the same gender as the Complainant and where 
practicable the request will not be denied. 

d. The Investigator must keep confidential and comprehensive notes of all meetings. 

e. The investigation shall be conducted as soon as is reasonably possible and shall be 
completed in twenty (20) working days unless otherwise agreed to by the parties.  Such 
agreement will not be unreasonably withheld. 

f. Both the Complainant and the Respondent have the right to representation during any 
discussions or meetings held during the process and shall be advised of this right by the 
investigator. 

g. Notwithstanding either party’s refusal to co-operate in an investigation, the District may 
deem it necessary to follow the complaint procedure through to completion.  

h. The Employer will advise the Complainant and the Respondent, in writing, of the results 
of the investigation and any actions that may be taken in the matter. The specific details 
of any disciplinary action will only be provided to the employee who is to be disciplined 
and their Union, if applicable. 
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Outcomes 

Depending on the outcome of the investigation, a decision regarding rehabilitative or disciplinary 
action for the Respondent and/or the Complainant may include, but is not limited to:  

a. Counselling 
b. Education on Bullying and Harassment (e.g. training or awareness sessions) 
c. Formal written apology 
d. Change of work assignment of the Complainant and/or Respondent 
e. Verbal warning 
f. Written warning 
g. Suspension or dismissal 

Note: If disciplinary action is required, a copy of any disciplinary correspondence will be placed 
in the employee’s personnel file. 

References: 
 Administrative Procedures to Board Policy 604:  Workplace Bullying and Harassment  
 Board Policy 606:  Respectful Workplaces  
 Board Policy 700:  Safe, Caring and Inclusive School Communities  
 MATA Collective Agreement Article  
 CUPE Local 3570 Collective Agreement Article  
 WorkSafeBC, Towards a Respectful Workplace: A Handbook on Preventing and 

Addressing Workplace Bullying and Harassment  
 Occupational Health and Safety Regulation (Sections 115 to 117)  
 Workers’ Compensation Act (Action 150)  

Dates of Adoption/Amendments: 
Adopted:   1985.07.11:   
Amended: 1991.06.11:  1991.09.10:  2000.12.19:  2008.03.11:  2015.11.24:  2017.06.27 
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CHECKLIST 

All persons working for the Board or carrying out Board business on a temporary, part time or full 
time basis are covered by these procedures.  A ‘person’ could be a workplace party such as a 
supervisor, or co-worker.  Should a bullying or harassment incident involve a non-workplace party 
or student that an employee comes into contact with at the workplace, the Superintendent of 
Schools or designate will determine the procedures to follow and the parties will be so notified. 

Complaints from an individual or group should be reported within a reasonable time following the 
occurrence of the triggering incident. The Board adopts a six (6) month time frame and may, in 
its discretion, decide not to deal with the complaint when the facts upon which the complaint is 
based occurred more than six (6) months before the complaint was filed.  However, where a 
reasonable circumstance exists for failing to bring the complaint forward within six (6) months, 
and the delay would not result in any prejudice to the Respondent, a complaint may be accepted 
beyond the six (6) month time limit. 

IN SOME CIRCUMSTANCES STEP 1 MAY BE BYPASSED AND THE COMPLAINT 
PROCEDURE MAY BE STARTED AT STEP 2. 

STEP 1 – SPEAK UP 
(THE MAJORITY OF CASES ARE RESOLVED AT THIS STEP) 

 Complainant is advised to record the details surrounding the incident (times, dates, places, 
names of people involved, witnesses, circumstances, etc.) 

 Complainant is encouraged to advise the Respondent in person or in writing that they
consider the conduct in question to be offensive and request the Respondent to stop.  This 
may be done in the presence of a resource person. 

 Both the Complainant and the Respondent are advised to document the details of the 
meeting. 

 Complainant may wish assistance to resolve the complaint using the Informal Resolution 
Outcomes outlined below.  If the matter is resolved to the Complainant’s satisfaction, the 
matter is deemed to be resolved. 

INFORMAL RESOLUTION OUTCOMES 

 All discussions shall be solely an attempt to mediate the complaint. 

 Any and all discussions shall be completely off the record and will not form part of any 
record. 

 Only the Complainant, Respondent, and Supervisor (Principal in the case where both 
parties are BCTF members) shall be present at such meetings. 

 No discipline will be imposed on the Respondent. 
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 Should a resolution be reached between the Complainant and Respondent, it shall be 
written up and signed by both parties.  Only the Complainant and the Respondent shall 
have copies of the resolution.  No other copies of the resolution shall be made. 

 Where a Respondent has acknowledged responsibility, the Supervisor may advise a 
Respondent of the expectations of behaviour in a neutral, circumspect memo.  Such 
memo will be non-disciplinary in nature and shall not form part of any record.  Only the 
Respondent shall retain a copy of the memo.  That the memo was sent can be referred to 
as proof that the Respondent had been advised about the standard of conduct. 

 If the Respondent fails to stop, or if the Complainant does not feel comfortable in 
confronting the Respondent in the first place, or if the Complainant is not satisfied with the 
initial contact, then move to STEP 2. 

STEP 2 

 Complainant completes the Workplace Bullying or Harassment Complaint Form and 
submits form along with any supporting documentation to the Superintendent of Schools 
or designate.  The complaint should include specific incident(s) and the definitions of 
bullying or harassment which may apply. 

 The Superintendent of Schools or designate will review the particulars of the complaint 
(further particulars may be requested).  Upon conclusion of the review, the Superintendent 
of Schools or designate shall initiate an investigation and appoint an investigator or 
recommend mediation or other alternative disputes resolution processes to resolve the 
complaint.  Should the complainant not agree with the process recommended, an 
investigation will be initiated.  

 Superintendent of Schools or designate ensures that the Respondent receives notice of 
the mediation or investigation and a copy of the complaint, in writing. 

 Superintendent of Schools or designate ensures that the Complainant, Respondent and 
Union (if applicable) are informed, in writing, that a representative may accompany them 
to any meetings and provides them with notice of mediation or investigation. 

(If the Respondent is the Superintendent of Schools or designate, the Complainant is to 
contact either BCPSEA or a third party who shall have been named by prior agreement of 
the District and the Union, who shall proceed to investigate the complaint in accordance 
with Step 3 and report to the Board). 
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STEP 3 – INVESTIGATION PROCESS 

 A Representative of the District will commence an investigation of the complaint as soon 
as is reasonably possible following the receipt of a written request for a Step 3 
investigation.  [The Complainant may request that the investigator be of the same gender 
as they are and where practicable the request will not be denied.] 

*The Superintendent of Schools may appoint an independent investigator.    

 The investigator will collect evidence by interviewing the Complainant, Respondent and 
any witnesses (separately). 

 The investigator will inform both the Complainant and Respondent of their right to 
representation during any discussions or meetings held. 

 The investigator will keep confidential and comprehensive notes of all meetings. 

 The investigation will be completed in twenty (20) working days unless otherwise agreed 
to by the parties and the party’s Union Representative, if applicable.   

THE INVESTIGATOR WILL INVESTIGATE FULLY.  THE INVESTIGATION SHALL BE 
COMPLETED AS EXPEDITIOUSLY AS POSSIBLE.  

Following the investigation: 

 The Complainant and the Respondent will be advised by the Employer of the conclusion 
of the Step 3 investigation.   

 The results of the investigation will be shared, in writing, with the Complainant, 
Respondent and Union, if applicable.  The specific details of any disciplinary action will 
only be provided to the employee who is disciplined and the employee’s Union, if 
applicable.   

OUTCOMES 
Depending on the outcome of the Step 3 investigation, a decision regarding rehabilitative or 
disciplinary action for the Respondent and/or the Complainant may include, but is not limited to:  

 Counselling 
 Education on Bullying and Harassment (e.g. training or awareness sessions) 
 Formal written apology 
 Change of work assignment of the Complainant and/or Respondent 
 Verbal warning 
 Written warning 
 Suspension or dismissal 

For more detailed information, refer to pages 1 – 8 of this document. 

45



SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCEDURE TO BOARD POLICY 700 

SAFE, CARING, AND INCLUSIVE SCHOOL COMMUNITIES

Page 1 of 11

Purpose
These Administrative Procedures are written in support of Policy 700: Safe, Caring, and Inclusive 
School Communities.  

The Board of Education recognizes its responsibility to provide safe, caring, and inclusive learning 
environments in our schools. Bullying, intimidation, discrimination, harassment and violence are 
behaviours that can disrupt a student’s ability to learn and interfere with the school’s ability to maintain 
an appropriate learning environment. Therefore, bullying, intimidation, discrimination, harassment, or 
violence constitute serious misconduct that warrants appropriate intervention should it occur and the 
implementation of educational programs and administrative measures that are designed to prevent it 
from occurring.  

This administrative procedure is explicitly directed toward the conduct of students in their interaction with 
other students. Also included in this administrative procedure is the bullying, intimidation, discrimination, 
harassment, or violence toward adults by students.  

Bullying, intimidation, discrimination, harassment, or violence by adults toward students or of adults by 
other adults are similarly prohibited but are governed by procedural guidelines in other school district 
administrative procedures - Collective Agreements, Human Rights and Workers Compensation 
Legislation and in the Criminal Code of Canada.  

School Codes of Conduct  
The Board of Education believes that a Code of Conduct with broad support of the students, parents, 
teachers, staff and administrative personnel greatly contributes to a safe and effective learning 
environment.  The Board of Education also believes that there should be ongoing communication and 
consultation regarding behavioral expectations of students within the school community. 

The Board of Education supports the values expressed in the BC Human Rights Code respecting the 
rights of all individuals in accordance with the law – prohibiting discrimination based on race, colour, 
ancestry, place of origin, religion, marital status, family status, physical and mental disability, sex, sexual 
orientation, gender identity or expression, and age. 

Principals and Vice-Principals shall establish, with the involvement of students, parents, and staff a Code 
of Conduct for the school.  This Code of Conduct shall be in compliance with the Provincial Standards 
for Codes of Conduct Order [Ministerial Order 276/07(M341/16)]. 

1. This code shall establish expectations for student conduct: 
a. within the school facility in all school programs and activities 
b. outside the school facility in all school programs and activities 
c. going to and from school, when the school deems it to be appropriate 

2. Principals and Vice-Principals have the overall responsibility to see that Codes of Conduct are 
enforced and have paramount authority for the discipline of students. 

3. All adults in the school are expected to be vigilant and to act thoughtfully and responsibly in 
ensuring the safety and security of the students and the building. 
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4. Strategies are to be in place for active teaching and promotion of the behavioural expectations 
outlined in the Code of Conduct. 

5. Significant breaches of the Code of Conduct and related disciplinary/restorative responses will be 
noted in the district student information system. 

6. The Code of Conduct will clearly state a range of consequences for inappropriate behavior. 

7. The school’s Code of Conduct will be informally reviewed annually with input from students, staff, 
parents, and administration.  Confirmation of the review will be filed with the Superintendent of 
Schools or designate by April 15th of each school year (attached form).  

8. Each school’s Code of Conduct shall be filed with the Superintendent of Schools or designate by 
July 15th, annually and submitted for approval by the Board of Education at its September Regular 
Board Meeting. 

9. The school’s Code of Conduct shall be posted publically. 

10. All reasonable steps will be taken to prevent retaliation against a student who has made a 
complaint of a breach of a Code of Conduct. 

Student Dress Code
1. Each school is required to develop, in consultation with students, parents, teachers, staff and 

administrative personnel, a school dress code. 

2. The school’s dress code may be incorporated into the school’s student Code of Conduct. 

3. The school’s dress code should guide and support students and parents to making appropriate 
individual choices around attire suitable for a learning environment. 

4. The school’s dress code may be reviewed annually by students, parents, teachers, staff and 
administrative personnel as part of the Code of Conduct. 

Education for Prevention of Bullying, Intimidation, Discrimination, Harassment and Violence  
The Board expects that each school in the district will ensure:  
a. that communication with parents, at least annually, includes emphasis of the seriousness with 

which the district regards bullying, intimidation, discrimination, harassment, or violence and the 
provisions of this administrative procedure. 

b. that students are informed on an annual basis, in language appropriate to their age level about 
the following:  
 the definition of bullying, intimidation, discrimination, harassment, and violence 
 the expectations of the district for student conduct with regard to bullying, intimidation, 

discrimination, harassment, and violence - including the obligation of students to report to 
adults incidents of bullying, intimidation, discrimination, harassment, or violence 
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 the interventions listed in this administrative procedure  

The Goals for SOGI Inclusive Education in School District No. 69 (Qualicum) are as follows: 

Visibility 
The diversity of sexual orientations, gender identities and expressions are recognized and valued.  

Protection 
The dignity of all people across the sexual orientation and gender identity (SOGI) spectra is preserved 
and protected from harm.  

Inclusion  
Equitable treatment and inclusion are a reality for people of all sexual orientations, gender identities and 
gender expressions. 

How We Are Committing Ourselves to Achieving These Goals: 

Developing Common Language and Understandings  
Staff and learners will be well-informed and equipped with appropriate and respectful language. We 
acknowledge that language is ever evolving and that the individual is always the expert on how they may 
identify and when it comes to the language or terms they consider respectful and inclusive. 

Glossary of SOGI Terms for Staff and Learners to Support and Inform our Work: 

Agender - Describes a person who identifies as having no gender. 

Ally - A person who supports and stands up for the rights of LGBT people. 

Asexual - Describes a person who experiences little or no sexual attraction to others. Asexuality is not 
the same as celibacy. 

Assigned sex at birth - The sex (male or female) assigned to a child at birth, most often based on the 
child's external anatomy. Also referred to as birth sex, natal sex, biological sex, or sex. 

Bisexual  - A sexual orientation that describes a person who is emotionally and sexually attracted to 
people of their own gender and people of other genders. 

Cisgender - A person whose gender identity and assigned sex at birth correspond (i.e., a person who is 
not transgender). 

Gay - A sexual orientation that describes a person who is emotionally and sexually attracted to people of 
their own gender. It can be used regardless of gender identity, but is more commonly used to describe 
men. 

48



SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCEDURE TO BOARD POLICY 700 

SAFE, CARING, AND INCLUSIVE SCHOOL COMMUNITIES

Page 4 of 11

Gender binary structure - The idea that there are only two genders, boy/man/male and 
girl/woman/female, and that a person must strictly fit into one category or the other. 

Gender dysphoria - Distress experienced by some individuals whose gender identity does not correspond 
with their assigned sex at birth.  

Gender expression - This term describes the ways (e.g., feminine, masculine, androgynous) in which a 
person communicates their gender to the world through their clothing, speech, behavior, etc. Gender 
expression is fluid and is separate from assigned sex at birth or gender identity. 

Gender fluid - Describes a person whose gender identity is not fixed. A person who is gender fluid may 
always feel like a mix of the two traditional genders, but may feel more one gender some of the time, and 
another gender at other times. 

Gender identity - A person's inner sense of being a boy/man/male, girl/woman/female, another gender, 
or no gender. 

Gender non-conforming - Describes a gender expression that differs from a given society's norms for 
males and females. 

Gender role - A set of societal norms dictating what types of behaviors are generally considered 
acceptable, appropriate, or desirable for a person based on their actual or perceived sex. 

Heterosexual (straight) - A sexual orientation that describes women who are emotionally and sexually 
attracted to men, and men who are emotionally  and sexually attracted to women. 

Lesbian - A sexual orientation that describes a woman who is emotionally and sexually attracted to other 
women. 

Non-binary - Describes a person whose gender identity falls outside of the traditional gender binary 
structure.  

Pansexual - A sexual orientation that describes a person who is emotionally and sexually attracted to 
people of all gender identities. 

Queer - An umbrella term used by some to describe people who think of their sexual orientation or gender 
identity as outside of societal norms. Some people view the term queer as more fluid and inclusive than 
traditional categories for sexual orientation and gender identity. Due to its history as a derogatory term, 
the term queer is not embraced or used by all members of the LGBT community. 

Questioning - Describes an individual who is unsure about or is exploring their own sexual orientation 
and/or gender identity. 

Sexual orientation - How a person characterizes their emotional and sexual attraction to others. 

Transgender - Describes a person whose gender identity and assigned sex at birth do not correspond. 
Also used as an umbrella term to include gender identities outside of male and female. Sometimes 
abbreviated as trans. 
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Two-Spirt - Describes a person who embodies both a masculine and a feminine spirit. This is a culture-
specific term used among some Native American, American Indian, and First Nations people. 

(Credit:  National LGBT Health Education Centre) 

Providing Safe and Inclusive Learning Environments 
Staff will commit to both proactive measures and responsive actions in order to ensure that sexual 
orientation and gender identity are not barriers to learner participation in all aspects of school life or a 
factor in their safety/wellbeing while in our care. 

Recognizing the Right to Self-Identification 
Learners will have the right to self-identification, which includes the name by which they wish to be 
addressed and the preferred pronouns that correspond to their gender identity. 

Protecting Confidentiality 
Learners will have the right to the confidentiality of their official and/or preferred sex, gender, and name. 

Broadening Dress Guidelines 
Learners are entitled to gender expression through what they wear to school. Dress codes are to support 
and guide appropriate learner choice in this regard. 

Offering Integrated and Inclusive Activities 
We will strive to offer integrated and inclusive activities which enable learners to participate in teams and 
groups that they feel correspond with their gender identity. Students will be included and accommodated 
in activities regardless of their sexual orientation or gender identity, including support to set up a Gender-
Sexuality Alliance/Gay-Straight Alliance or similar clubs.  

Providing Training to Staff 
All staff will be provided with knowledge, strategies and tools to develop a broad understanding of SOGI 
issues and to inform their practices in working with learners. 

Promoting Inclusive Learning Experiences 
Staff will ensure that classroom materials and activities will contain positive images and accurate 
information about sexual orientation, gender identity and gender expression. 

Providing Safe, Respectful and Inclusive Facilities 
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Learners may choose to use washrooms and change rooms that match their gender identity. Staff will 
endeavor to provide washroom and change room options that support and honour learner choice.   

Complaints of Bullying, Intimidation, Discrimination, Harassment, or Violence
An allegation of bullying, intimidation, discrimination, harassment, or violence shall be made informally 
through a verbal report to a staff member or, more formally, in writing to the Principal or Vice-Principal of 
the school or a district administrator. A trusted adult may accompany students making complaints.  

Complaints may be made anonymously but those making such complaints should understand that an 
anonymous complaint might not be resolved satisfactorily due to the limitations placed on an investigation 
by anonymity.  

Persons lodging complaints may request that their identity be kept confidential for fear of reprisal. Staff 
should endeavour to honour such requests but any person lodging a complaint must be informed that 
due process may, at some stage of the investigation and intervention process or of a subsequent legal 
process, require the District to release all information.  

All staff are responsible for receiving complaints of bullying, intimidation, discrimination, harassment, or 
violence and for ensuring that the most appropriate staff member is informed of the complaint.  

Falsely Reporting Bullying, Intimidation, Discrimination, Harassment, or Violence  
It is a violation of this district administrative procedure to knowingly report false allegations of bullying, 
intimidation, discrimination, harassment, or violence. Persons found knowingly to have filed a false report 
will be subject to appropriate discipline and/or the filing of a complaint with other appropriate authorities.  

Retaliation  
No student, school employee, parent or volunteer may engage in reprisal or retaliation against a victim, 
witness, or other person who brings forward information about an act of bullying, intimidation, 
discrimination, harassment, or violence. Reprisal/retaliation or shunning/isolation is prohibited and will 
result, where appropriate, in discipline and/or in the filing of a complaint with other appropriate authorities.  

Possession or Use of Weapons 
The District considers the possession or use of any weapon or simulated weapon by anyone on or near 
school premises to be a serious threat to the school environment and to the safety of students and staff.  
Staff are to take appropriate action to ensure the safety and well-being of students and staff. 

Violent incidences must be documented as indicated and reported to the student’s parents and a 
Violence, Threat-Making and Rapid Assessment (VTRA) completed.
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Where a Principal/Vice-Principal reasonably believes that a person on or near school premises is in 
possession or has used a weapon, that person shall: 
a. invoke the appropriate All Hazards Emergency Procedure in order to minimize the risk of injury to 

any person  
b. immediately notify the police and the Superintendent of Schools or designate 
c. ensure the weapon is removed from school premises (confiscated) 
d. contact parent/guardian 

Resultant consequences will range from school disciplinary action to charges being laid by the police 
depending on specific circumstances. 

Investigation  
All complaints of bullying, intimidation, discrimination, harassment, or violence will be taken seriously and 
will be followed up in a timely manner. In cases a criminal offence has occurred, the school or district 
administration will notify the RCMP. Similarly, in all cases where child abuse is suspected, a report will 
be made to the appropriate ministry. An investigation of bullying, intimidation, discrimination, harassment, 
or violence shall include obtaining input from the person(s) alleged to have been harmed by the 
behaviour, from the alleged perpetrator and from one witness, (if one exists) to the alleged behaviour.  

More intensive interviewing of those involved and/or of witnesses may be required at the discretion of 
the investigator, depending on the nature of the behaviour or incident.  

Intervention  
When there is a finding that misconduct has occurred, intervention will be:  
 appropriate to the degree of misconduct 
 educative, preventive and/or restorative  
 implemented in a timely manner 
 appropriate intervention may include, for example, one or more of the following actions:  
 an opportunity for those harmed by the behaviour to explain to the perpetrator that his/her conduct 

is unwelcome, offensive or inappropriate either in writing or face-to-face 
 a statement from the Principal/designate to an individual that such behaviour is not appropriate 

and could lead to discipline 
 a general public statement from the Principal/designate to the school as a whole which outlines 

this administrative procedure without identifying those involved or revealing details of previous 
behaviour or incidents 

 arranging measures which are designed to provide those harmed with restitution of status or 
sense of self-worth 

 counselling or educative measures designed to support any students involved with bullying, 
intimidation, discrimination, harassment, or violence – including both those who may have been 
harmed and those who are responsible 

 disciplinary measures up to and including suspension or expulsion from a regular educational 
program 

 notification of other agencies as deemed by the Principal/designate to be appropriate or legally 
required 
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Student Locker Searches
A student locker search may be undertaken if there are reasonable grounds to believe that a school rule 
has been or is being violated and that evidence of the violation will be found in the student's locker. 

1.  All requests/questions regarding student locker searches will be referred to the Principal of the 
school. 

2.  Students shall be advised at the time they are assigned a locker of the following Rules and 
Conditions of Use under which the locker is assigned: 

The locker is assigned to a student for use during the school year based on the following rules 
and conditions of use:
a. Students are responsible for the locker which is assigned to them and the locker is not to 

be used by any other person. 
b. Only approved locks may be used on student lockers and the combination of the lock must 

be registered at the office. 
c. No illegal substances, weapons or other prohibited or offensive material are to be placed 

in school lockers.
d. School officials may search student lockers at any time and without prior notice in order 

to ensure compliance with the conditions of use and other school policies and rules.  It is 
recommended that an additional staff member be present when a locker is searched, 
except in an emergency situation.

e. Permission to use the locker may be terminated where a student does not comply with the 
conditions of use or school policies or rules.

f. If any student has reason to believe that any locker contains anything which would 
threaten the safety of other students, staff or any other person, that student is expected to 
immediately report the information to a teacher, Vice Principal or Principal.  The name of 
the student making the report will be kept confidential. 

Questioning of Students by Law Enforcement Authorities
School and District administration should be aware of the current provisions and requirements of the 
Youth Criminal Justice Act and other pertinent legislation. 

Issues of particular importance to school and District administration in current legislation are: 
a. the ‘ban on publication' provisions which seek to protect the identity of young offenders or those 

accused or suspected of committing an offence  
b. the potential admissibility of all statements made by students to school authorities 

The RCMP School Liaison Officer is authorized to discuss police matters directly with students at the 
school and, where appropriate or required by law, make contact with the parent or guardian of a student 
being questioned. This does not preclude the questioning of students by other RCMP officers who have 
the legal right to do so. 

Where practicable, the designated RCMP School Liaison Officer should be involved when students are 
to be questioned by police. 
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Should the parent or guardian not be available, the Principal or designate may, with the agreement of the 
student, act in loco parentis with his/her primary concern being the protection of the rights of the student. 

No school district employee shall act or be required to act as a representative of the police.  

Routine cooperation with the police, where such cooperation is a legal or reasonable expectation of 
school and district personnel such as providing student contact information or arranging meeting space, 
does not constitute acting as a representative of the police. 

The Principal or designate acting in loco parentis in a police investigation shall not assume the lead role 
in subsequent school investigations or outcomes related to the matter(s) originally under investigation. 

Unless otherwise instructed by the RCMP, the Principal or designate (as soon as practicable) shall inform 
the parent and/or guardian of any case where a student is accused of an alleged offence or is 
apprehended. 

The Principal or designate shall proceed with any school-level investigation and/or other discipline-related 
steps as necessary pursuant to school and district policy.  

The Principal or designate shall make it clear to students and parents that school-related consequences 
may be determined separately from the police investigation and outcomes, and that information gained 
from statements by students to police may result in school and/or school district level consequences. 

Violence, Threat, Risk Assessment (VTRA) 
Trained multidisciplinary teams at both the school and district level will be guided by the Assessing 
Violence Potentials: Protocol for Dealing with High-Risk Student Behaviours when responding to threats. 

Each school is to review this threat assessment policy with all staff and students at the beginning of each 
school year as well as with the school PAC, and with parents/guardians through the school newsletter 
and/or website in order to provide “Fair Notice” that each threat will be taken seriously. 

Students and staff who become aware of a threat have a duty to inform the school Principal/Vice Principal 
immediately. 

The Principal or Vice Principal is expected to secure the school environment by detaining students 
involved in a threatening or violent situation, notifying parents/guardians, implementing the school Code 
of Conduct as appropriate to the situation or by taking any other immediate action deemed necessary to 
ensure student and staff safety. 

The School Threat Assessment Team is to be notified of all threats or violent situations and will coordinate 
the school’s Threat Assessment Procedures. 

The suspension of students for engaging in threatening or violent acts is not to be a substitute for a 
thorough threat assessment and intervention plan; however, suspension may be used as an interim 
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intervention as the threat assessment is conducted and within the guidelines of the suspension policy 
until such time as an adequate intervention plan can be implemented as appropriate. 

School Threat Assessment Teams may be formed to assess intervention needs, based on the level of 
the threat (low, medium, high), consult with outside experts, and provide intervention recommendations 
to the school coordinator and to the school Principal as per the District VTRA intervention planning 
document. 

When the threat assessment protocol is activated, a designated Threat Assessment Team member will 
notify parents/guardians when it is deemed appropriate. Whenever possible, parents should be an 
integral part of the VTRA process. 

For serious threats requiring significant interventions and protection of students and/or staff, a District 
Threat Assessment Team will be convened by the Safe Schools Coordinator or Superintendent. 

The District Threat Assessment Team will meet with the School Threat Assessment Team coordinator to 
review the incident, assess the threat intervention needs, and make recommendations for intervention 
planning to the school Principal for action and the Superintendent of schools for information. 

The resulting VTRA report and recommendations represent the collective opinion of the whole team 
rather than any one individual member of the team. 

If students are suspended for threat containment purposes for up to and including 5 school days as per 
Board Policy 701:  Student Discipline and its attendant Administrative Procedure until the threat 
assessment is completed, then interim counselling and support serVices are to be provided as 
appropriate when students are suspended for up to and including 5 days to ensure student safety and 
well-being.  Any recommended suspensions over 5 school days will be referred to the District Discipline 
Committee as per Board Policy 701:  Student Discipline. 

Schools are to report all threats involving threat assessment procedures to the Superintendent’s office 
outlining the incident, the assessed threat level, actions and interventions taken and planned. 

Any communication with the media regarding incidents of violence, risk or threat will be done through 
the Superintendent’s office. 

Appeal  
All decisions of the Board or district staff are subject to appeal pursuant to Section 11 of the School Act
and Board Bylaw 5:  Parent/Student Appeals to the Board of Education and its attendant Administrative 
Procedure.  

Other Laws  
Nothing in this administrative procedure precludes any person harmed by alleged bullying, harassment, 
intimidation or violence from exercising his/her rights under procedures outlined in other laws; for 
example, the Criminal Code of Canada or civil action.  
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Other District Policies and Procedures  
Nothing in this administrative procedure is intended to prohibit discipline or remedial action for 
inappropriate student conduct that falls outside of the definition of bullying, intimidation, discrimination, 
harassment, or violence as defined in Board Policy 700:  Safe, Caring and Inclusive School Communities, 
but which is or may be prohibited by other district policies or by school codes of conduct.  

References: 
 Board Policy 700: Safe, Caring and Inclusive School Communities 
 Board Policy 701: Student Discipline and its attendant Administrative Procedure 
 Violence, Threat-Making, Risk and Threat Assessment Community Protocol 
 Provincial Standards for Codes of Conduct Order [Ministerial Order 276/07(M341/16)] 
 Youth Criminal Justice Act 
 Guidelines:  School Support for Trans and Gender Non-Conforming Students (Vancouver School 

Board) 
 SOGI 1-2-3 
 National LGBT Health Education Centre 

Dates of Adoption/Amendments: 
Adopted: 2016.11.22 
Amended: 2018.01.23:  2022.01.25
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Purpose 
These Administrative Procedures are written in support of Policy 701:  Student Discipline 

1. The Board delegates the right and responsibility to teachers and school-based principals/vice-
principals to require students to apply themselves to their studies and to abide by the Code of 
Conduct established in a school.  Paramount authority in this regard rests with the 
administrative officers with a school. 

2. The Board requires that teachers and principals/vice-principals take appropriate progressive 
disciplinary action when: 
a. students fail to abide by the Code of Conduct established in a school to the extent that 

their behaviour is willfully disobedient or has a harmful effect on other students; or,  
b. students fail to apply themselves to their studies. 

3. School personnel shall be guided by Section 85 of the School Act in all of their dealings with 
students. 

4. Students failing to comply with the Rules, Policies and/or Codes of Conduct as sanctioned by 
the Board of Education may be suspended according to Section 85(2) (d) of the School Act.  
Principals or Vice Principals, when suspending a student, must ensure that an educational 
program is available for the student during the period of suspension.  Parent/guardian(s) shall 
be notified that the school will provide an educational program and the nature and expectation 
of that program. 

5. Principals and Vice Principals may suspend students for up to five (5) school days as a 
disciplinary measure.  When a student is suspended from school, the student shall remain at 
the school under the Principal's or Vice Principal's supervision and control until contact has 
been established with the student's parent/guardian(s) or the designated adult family 
alternative and a plan has been put in place for the student to be returned to the authority of 
the parent/guardian(s).  The Principal or Vice Principal shall notify the student and 
parent/guardian(s) verbally followed by a letter to the parent/guardian(s) with a copy being 
forwarded to the Superintendent of Schools and/or designate. 

6. The Principal or Vice Principal, where appropriate, shall arrange a meeting with the student 
and their parent/guardian(s) to resolve the suspension and to establish conditions and 
expectations which will govern the student's return to school. 

7. Any recommended suspension of longer than five (5) school days must be in accordance with 
Section 85(2)(d) of the School Act and shall be immediately reported to the parent/guardian(s) 
verbally and confirmed in writing by mail or be delivered by hand.  The Superintendent of 
Schools and/or designate must be notified and shall arrange a District Review Committee 
hearing. 

8. All written reports, including pertinent student records and information, from teachers and the 
school administration shall be submitted to the Superintendent of Schools and/or designate 
within three (3) school days of the student’s suspension from school.  Copies of pertinent 
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written reports shall be made available to the parent/guardian(s) and the student at least 
twenty-four (24) hours prior to the hearing. 

9. When students have been suspended for more than five days the Superintendent of Schools 
and/or designate shall convene a District Review Committee made up of the Superintendent 
of Schools or designate and up to three non-involved Principals/Vice Principals and/or 
community professionals. 

This District Review Committee shall meet with the student, the parent/guardian(s), and the 
referring Principal/Vice Principal to understand the circumstances leading to the suspension 
and to make recommendations regarding resolution of the suspension. 

After the student, the parent/guardian(s) and the referring Principal/Vice Principals have left, 
the District Review Committee shall consider the educational and support options and/or 
program offerings available for the student and decide the most appropriate action to take. 

10. The decision of the District Review Committee will, in most cases, be communicated by 
telephone, through the Superintendent of Schools and/or designate, to the parent/guardian(s) 
and the student and the Principal/Vice Principal within twenty-four (24) hours of the hearing. 

11. Written confirmation shall be directed to the parent/guardian(s) and the student and the 
referring Principal/Vice Principal by the Superintendent of Schools and/or designate.  A copy 
of Bylaw No. 5 (Appeals) shall be attached to the letter. 

12. To protect the student's right to privacy, all copies of written reports originally distributed to 
District Review Committee members shall be collected and destroyed immediately after the 
committee's decision.  The original documentation will be held in a confidential file under the 
jurisdiction of the Superintendent of Schools. 

References: 
 Board Policy 701:  Student Discipline
 Board Policy 700:  Safe, Caring and Inclusive School Communities
 The School Act:  Sections 26, 85(2)(c)(ii), 85(2)(d) 
 Charter of Rights and Freedoms 

Dates of Adoption/Amendments: 
Adopted:   1998.02.24 
Amended: 2000.08.29:  2016.12.13:  Reviewed October 2017:  2022.01.25
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Purpose 
These Administrative Procedures are written in support of Policy 704:  Student Cathcment 
Areas/Cross Boundary Transfers/District Bus Transportation 

Student Catchment Areas/cross Boundary Transfers 
1. Changes in catchment areas, if required, shall be determined and approved by the Board 

not later than March 1, to be implemented in September. 

2. Transfer of a student to a school outside of  their catchment area will be considered upon 
written application of the parents/guardians to the Superintendent of Schools or designate, 
on or before the last Friday in March prior to Spring Break. 

3. Approval of transfer is to be based on space availability in the requested school.  Space 
availability is deemed to exist when there is expected, based on reasonable projections, 
to be capacity to provide the student or applicant with an educational program appropriate 
to their needs, taking into account physical and educational resources. 

The Board of Education delegates to the Superintendent of Schools or designate, the 
decisions as to whether space is available in individual schools and educational programs. 

Decisions on space and facilities availability will be made in consultation with the principal 
of the affected school and will be based on consideration of the following factors: 
 the operating capacity of the school as defined by the Ministry of Education
 staff assigned to a school by the District
 the physical space in which instructional programs operate in the school
 the ability of the school to provide appropriate educational programs for the 

applicant and other students
 the needs of other programs located in the school

If space and facilities are determined to be available, enrolment in educational programs 
in the school will be offered in the following priority order, provided that application 
deadlines and requirements are met: 
 catchment area child who attended the school during the previous school year
 other catchment area child
 non-catchment area child
 non-school district child

4. Students who reside within a defined school catchment area will be given placement 
priority up to September 30th of any school year.  Transfer students may be returned to 
their catchment area school, or, upon a parents/guardian’s request, to another District 69 
school (subject to space availability) up to and including September 30th of any school 
year. 
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5. A student who has spent the previous school year in an approved cross-boundary 
placement at a District 69 school will be deemed to be a member of that school community.  
This status will be retained upon transition to the secondary school which students from 
that school would normally attend based on district catchment areas. 

6. Siblings of students (who, by nature of Regulation #5 above are considered “students of 
this school’s catchment area”) will, at the request of the parents/guardians through the 
completion of the district’s Application for Cross-Boundary Enrollment form, be considered 
catchment area students for this school. 

7. Access to District programs, such as Collaborative Education Alternative Program 
(CEAP), PASS/Woodwinds Alternate School or French Immersion, is not subject to 
Transfer Request approval. 

8. Transportation or transportation assistance will be provided for a student who cannot 
attend their catchment area school because space is not available.   

9. Transportation for a student choosing to attend a non-catchment area school or district 
program is the responsibility of the parents/guardians. 

Transportation of Students by District School Bus Service 
1. Walk limits are distances determined by the Ministry of Education.  Funding is based on 

provincially established eligibility walk limits.  The Board will establish local walk limits 
annually. 

2. Exceptions to established walk limits are: 
a. Students at all grade levels who are living, and attending school, in the catchment 

areas for Nanoose Bay, Errington, and Bowser Elementary Schools, will have an 
eligible walk limit of 1.5 km. 

b. Special needs students, where transportation costs are recognized on a door-to-
door basis for those students diagnosed unable to walk to school due to physical 
or mental disabilities and therefore need to travel to school by vehicle. 

c. Extra curricular activities, when funding is provided for this service by schools. 

3.  The need for transportation fees and the cost of any actual fees for courtesy riders* will 
be determined by the Board during budget deliberations in the spring of each year.  
Announcement of any fees and payment schedule will be made public following approval 
of the budget for the next school year.  There are no fees for eligible riders. 

4. The bus driver is the final authority in all matters relating to the safety and well-being of 
passengers. 
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* Courtesy Riders – students who fall outside of the criteria for eligible riders but who can 
be accommodated through surplus space on existing transportation routes on a fee for 
service basis. 

References:   
 The School Act (Sections 74.1, 75, and 75.1) 
 Board Policy 704:  Student Catchment Areas/Cross Boundary Transfer/District Bus 

Transportation 
 Application for Cross-Boundary Enrollment Form 

Dates of Adoption/Amendments: 
Adopted: 1979.09.01 
Amended: 1987.10.28:  1986.08.27:  1988.12.21:  1991.09.10:  2002.10.22: 2003.08.26:  

Review 2007:01:23: 2007.03.27: 2011.03.29:  2018.02.27:  2018.04.24:  
2022.02.22
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Purpose 
These Administrative Procedures are written in support of Policy 705: Corporate/ 
Community Sponsorships, Partnerships, and Advertising in Schools. 

The Board acknowledges that corporations, businesses and service organizations may from time 
to time choose to support financially and/or materially public school activities through 
sponsorships or partnerships. The Board supports the development of sustainable education-
business relationships between the Board, its schools, and the community provided they do not 
compromise the District’s commitment to maintaining safe, caring and inclusive schools. 

The Board or, in the case of a school, the Principal or designate, in consultation with school 
partner groups, shall have the authority to decline any form of donation, sponsorship or 
partnership that is inconsistent with the values, principles or policies of the School District or the 
particular school.  

No employee of the School District shall accept a personal gift in cash or kind, or benefit from the 
corporate sponsor or donor. Corporate involvement programs shall not limit the discretion of the 
schools, teachers, and the School District in the use of sponsored materials.  

The following points should be considered in determining whether to allow a request for access 
to teachers or students or to accept a donation, sponsorship or partnership agreement:  
•  Will not lead to exploitation of the students  
•  Does not imply endorsement of the school or the Board  
•  Offers significant educational, cultural, artistic or athletic benefits or social values for 

students  
• Expected acknowledgement is dignified, modest, reasonable and consistent with this 

policy  
•  Is not primarily to solicit sales  
•  Ensures protections against claims that are false or misleading  
•  Involves minimal intrusion into instructional time  
•  School or School District has sufficient funds to pay the costs of installation, on-going 

maintenance, repairs and training  
•  Donated goods and services are held to the same standard used for the selection and 

purchase of curriculum materials.  

Sponsorships or sponsorship agreements exceeding $25,000 in amount or longer than one (1) 
year in duration shall be confirmed by contract through the School District. Proposals shall be 
sent to the Secretary Treasurer’s office with a detailed rationale to obtain appropriate approvals 
and/or draw up proper legal agreements in consultation with all stakeholder groups.  

Each sponsorship arrangement should have an agreed upon sponsor acknowledgement plan 
prior to accepting the sponsorship or donation. The sponsor acknowledgement plan shall be 
approved by the school principal in consultation with the education partner groups for school level 
sponsorships. The Secretary Treasurer’s office will ensure the sponsor acknowledgement plan is 
acceptable and consistent with this policy for District-wide sponsorship agreements.  
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Sponsor or partner activity must not infringe on any collective agreement or labour relations’ 
practices.  

Advertising  
In general, the sales, the promotion of sales or the support to sales by canvassing, advertising or 
by other means on the part of any commercial enterprise may be seen as a violation of the safe 
and secure environment for students or an invasion of the privacy of parents or teachers. 
Therefore, commercial enterprises will not normally be permitted access to teachers and students 
either directly on school property or indirectly through the use of School District or school mailing 
information or systems.  

Limited or selected advertising may be permitted in school or School District publications, 
provided that it does not conflict with educational objectives. Some requests by individuals or 
agencies for access to teachers and students are reasonable and contribute to the teaching-
learning programs in schools. Recognized charitable organizations and agencies and other 
organizations having educational and community services attributes may be allowed the 
opportunity to approach school principals or designated Board staff at the discretion of the 
Superintendent. 

Distribution of materials supplied by genuine, community-oriented organizations may be 
authorized by the Superintendent, provided that they do not demand undue disruption of school 
time or routine, and provided that they do not contain political, religious or inflammatory 
material/messages/images which might create unfavourable community reaction and/or run 
counter to School District values.  

Partnerships  
The Board supports and encourages partnerships that:  
•  Treat the educational and personal welfare of students as the paramount concerns and 

are in accordance with the highest ethical standards and considerations  
•  Address an identifiable educational or operational purpose or need consistent with the 

School District’s strategic priorities, statements of purpose, and the provincial goals of 
education  

•  Increase the equitable access of students to high quality educational programs, service or 
learning resources.  

Education-business relationships shall be designed to support the curriculum, enhance the quality 
and relevance of learning, and be relevant to the Board’s desired educational outcomes. Care 
must be taken to ensure that neither schools nor students are exploited through the partnership 
activities. Any direct involvement by students in a workplace setting shall be for reasons that are 
educationally relevant and consistent with the principles governing cooperative education.  

It is important that a school or the School District regularly give public acknowledgement to the 
direct and/or indirect contributions of business partners to school or School District educational 
programs. The school or School District shall undertake a review of the goals, objectives and 
outcomes of each partnership annually. This must involve input from both partners. The review 
should allow for revisions to and updating of the partnership agreement.  
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Donations  
The School District is able to issue tax receipts for cash donations and donations of furniture, 
equipment or similar items valued $1000 or less. In accordance with Canada Revenue Agency’s 
Policy 413, donated items valued at more than $1000 must be independently assessed by a third 
party before the School District can issue a tax receipt. A sponsorship payment from a business 
for which the business receives a material advantage such as promotion or advertising (for 
example, in a press release) as part of an acknowledgement plan may not be eligible for a tax 
receipt under Canada Revenue Agency’s rules.  

New or used equipment must be at a standard acceptable for use in classrooms and schools and 
meet School District specifications. Equipment must be installed according to the standards of 
the School District. The school principal shall consult with the appropriate Board office staff to 
make this determination. The school and/or School District must consider costs of installation, 
maintenance, repairs, and training, where necessary, to ensure funds are available to support the 
acquisition of the donated equipment. If accepted, donations shall become the property of the 
School District.  

District Parent Advisory Council/Parent Advisory Council (PAC) 
The District Parent Advisory Council and a school’s Parent Advisory Council (PAC) are often  
successful fund-raising groups whose efforts facilitate the acquisition of equipment, goods or 
services in support of one or more schools.  Decisions on the methods of raising funds for a school 
shall be made in consultation with the Superintendent of Schools and/or the school’s Principal in 
accordance with School District policies and administrative procedures.  

Reference: 
• Board Policy 705:  Corporate/Community Sponsorships, Partnerships and Advertising in 

Schools 

Dates of Adoption/Amendments: 
Adopted: 2018.02.27 
Amended:  
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Purpose 
These Administrative Procedures were written in support of Policy 708: Emergency Preparednes and 
Closures.  

Emergency Planning 
Site Administrators, in cooperation with the appropriate authorities, shall have Emergency Preparedness Plan 
procedures in place to ensure the safety of staff and students. That plan should provide for the evacuation, 
care and reuniting of students with parents.   

All employees shall be informed about the Site Emergency Preparedness Plan procedures to be followed at 
their worksite to ensure their safety and the safety of others. 

At the beginning of each school year, parents shall be informed of the District Emergency Procedures and 
Site Emergency Preparedness Plan.  This information will outline emergency procedures to be followed by 
staff and students in case of an emergency. 

Emergency drills, including fire, earthquake, and lockdown, shall be undertaken in conformity with the District 
Emergency Procedures and Site Emergency Preparedness Plan. 

The Board of Education will endeavor to ensure that each district school has sufficient staff trained in the 
following: 
a. emergency planning 
b. the reduction of hazardous conditions 
c. Basic First Aid, C.P.R. Systematic Search and Basic Rapid Building Damage Assessment. 

If materials and supplies beyond those normally provided by the School District are to be kept on hand to 
augment the Site Emergency Preparedness Plan, then it shall be the responsibility of each worksite to obtain 
and maintain supplies in good order. 

The Site Emergency Preparedness Plan must be easily identifiable and located in the main office of the 
worksite and any other locations that can be easily accessed by all site employees  

The General Manager Director of Operations shall also develop an Emergency Preparedness Plan to 
address the safety of students and staff on school buses.  Copies of this plan will be located at the 
Transportation Department Office, on each school bus and at each school. 

In the event that a Site Administrator (or designate) must implement emergency procedures, the 
Superintendent of Schools (or designate) must be kept informed of the situation. 

In the event of an advance warning of an impending natural disaster or any other occurrence which is a threat 
to the safety of children in school, the following action will be taken: 
a. The Superintendent of Schools (or designate) and/or Principal shall order a school or school(s) to be 

locked down or closed. 
b. Parents will be notified in accordance with established school procedures. 
c. Students will be dismissed and a student release/transportation plan enacted. 
d. The General Manager Director of Operations shall be responsible for providing the immediate 

transportation of students. 
e. The Superintendent of Schools (or designate) shall immediately notify the public of the threat to 

student safety and the nature of the emergency. 

References: 
 Board Policy 708:  Emergency Preparedness 

65



SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCEDURES II TO BOARD POLICY 708 

EMERGENCY CLOSURE OF SCHOOLS - STUDENTS

Page 1 of 2

Purpose 
These Administrative Procedures are written in support of Board Policy 708:  Emergency 
Preparedness and Closures 

The Board of Education has the responsibility, under the School Act, to keep District schools in 
session for all students and staff according to the annual School Calendar established by the 
Ministry of Education.  However, the Board of Education also recognizes that the health and safety 
of staff and students is of paramount importance and recognizes that schools may have to be 
closed temporarily at times for any of several reasons, including the following: 

 Inclement weather 
 Power outage 
 Failure of heating or water services 
 Emergency health issues 
 Other emergency situations. 

The Superintendent of Schools, or designate, has the authority to close schools by reason of 
weather emergencies or for other causes that might endanger the health or safety of students 
and staff. 

School Closure 
There are occasions when the General Manager Director of Operations, in consultation with the 
Superintendent of Schools, may decide not to run the morning bus routes due to hazardous 
conditions.  Every effort will be made to make that decision no later than 6:15 a.m. 

Changes in bus operations or school closures shall be communicated to the following media 
outlets, which usually make such announcements between 6:30 and 8:00 a.m.:  
 CIBH Radio (“The Beach” – 88.5 FM) Parksville 
 CHPQ Radio (“The Lounge” – 99.9 VM) Parksville 
 CHWF Radio (“The Wolf” – 106.9 FM) Nanaimo 
 CKWV Radio (“The Wave” - 102.3 FM) Nanaimo 
 CKNW (980 AM) Vancouver 
 CBC Radio One (690 AM) Vancouver 
 CHEK TV News Victoria 
 Parksville/Qualicum Beach News (PQB News) 

Prior to the end of October each year, parents will be reminded through school newsletters of the 
procedures that will be implemented in the event of emergent conditions. 

Emergency Early Dismissal 
Each school shall have an established plan by which parents can be notified in the event of an 
early closure. 

In those situations during the school day where an emergent situation arises or weather conditions 
deteriorate significantly enough that a Principal or designate has concerns for local road 
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conditions in his/her school zone, the Principal or designate should contact the Superintendent of 
Schools.  It is the responsibility of the Superintendent of Schools to notify the Principal or 
designate as soon as it becomes apparent that school emergency closure will be necessary. 

When an emergent situation occurs after school has begun it may be prudent for students to be 
dismissed and, therefore, staff will activate their plan to contact parents.  On such occasions the 
Superintendent of Schools shall activate communication which notify parents that schools will be 
closed early and some or all bus schedules have been advanced. 

If a school bus driver is unable to complete the school bus driver’s normal bus run, the driver will 
so advise the General Manager Director of Operations.  After discussion with the General Manager 
Director of Operations the driver will either return the students to their home school or deliver 
them to an alternate location identified by the General Manager Director of Operations.  Parents 
will be advised of such route changes either by direct telephone contact or other means. 

References: 
 Board Policy 708:  Emergency Preparedness 

Dates of Adoption/Amendments: 
Adopted: 2018.02.27 
Amended: 2022.05.24
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What Complaints Does This Policy Apply To?  
Purpose 
The Complaint resolution process outlined below is available to students, parents and other 
interested persons and applies to complaints concerning the decisions, actions or conduct of the 
School District or its personnel, as per Policy 710: Resolution of Parent and Student 
Complaints.  

Not every complaint or concern that is received will be amenable to resolution under this Policy.  

The following matters are not subject to this Policy: 
 Student suspensions of more than 5 days (which will be reviewed by a hearing of a District 

Review Committee in accordance with Board Policy 701:  Student Discipline);  
 Decisions of the District Review Committee; 
 Where an investigation or resolution process under a collective agreement is available; 
 Where the matters raised are the subject of ongoing legal proceedings; 
 Where the matters complained of involve serious misconduct by a member of Personnel 

warranting an independent investigation and response by the School District;  
 Where the School District has reason to believe the Complaint is malicious, frivolous, 

vexatious or filed in bad faith or the Complainant refuses to participate in a manner that is 
appropriate or respectful of the other participants. 

The School District also reserves the right, in its sole discretion and on a case by case basis, to 
process complaints through other processes. 

Any matters not covered by this Policy should be reported in writing to the applicable School 
Principal or School District office for appropriate action. 

Application to Student and Parent Concerns (See Figure 2 attached) 
Section 11 of the School Act provides students or parents with a right of appeal to the Board of 
Education from a decision of an employee of the School District that “significantly affects the 
education, health or safety of a student”.   

A parent or student who wishes to exercise that right of appeal will be required to first complete 
the dispute resolution process set out in this Policy [See Bylaw 5; and School Act s.11(4)], unless 
the decision in issue is a decision of the District Review Committee in which case the parent or 
student may proceed directly to the appeal process outlined in Bylaw 5, if available. 

Application to Complaints about Senior Administration.   
Complaints about the decisions, actions or conduct of the Superintendent, Associate 
Superintendent or Secretary-Treasurer of the School District, should be in writing and sent to the 
attention of the Superintendent, and a Complaint concerning the Superintendent may be sent to 
the attention of the Secretary Treasurer.  Where the Superintendent or, as applicable, the 
Secretary-Treasurer, considers it appropriate to do so, they may submit such a Complaint to the 
resolution process outlined below, but omitting Step 2.  
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PROCESS (See attached Figure 1 and 2) 

Step 1 -  Initial Contact 
At Step 1 of the Process, the Complainant is encouraged to directly approach the person about 
whom the Complaint relates (the “Respondent”) and communicate his or her concerns or issues.  
The Complainant may choose to approach the Respondent in person or through written 
communications and should reference this Policy.   

At Step 1 of the Process, the Parties will attempt to: 
 define the concern(s); 
 clarify the issue(s); 
 develop an appreciation and understanding of each other’s point of view; and, 
 resolve the concern(s). 

If the Complainant is unwilling to approach the Respondent directly or there is no resolution at 
Step 1, the Complainant may proceed to Step 2 by filing a written letter of complaint with the 
Respondent’s direct management supervisor (the “Facilitator”) (in most cases, the school 
principal).  Please contact the School District office if clarification of the appropriate individual to 
receive the Complaint is needed.   

In complaints concerning management Personnel (including principals, superintendent, assistant-
superintendent and secretary treasurer) Step 2 will be omitted, and the Complainant may proceed 
directly to Step 3 by sending a written letter of complaint to the Superintendent (Complaints about 
the Superintendent shall be sent to the attention of the Secretary-Treasurer). 

Step 2 - Facilitated Contact 
Upon receiving a Complaint, the Facilitator will arrange to meet with each of the parties.   The 
Facilitator will, as applicable, advise the union of any Complaint involving one of its  members.  
Any party may choose to be accompanied by a support person in meeting with the Facilitator. 

The Facilitator will:  
 gather information and evidence; 
 record the Complaint or allegations and/or investigate the Complaint; 
 attempt to facilitate resolution; and, 
 make a decision concerning the appropriate resolution or remedy or, where appropriate,  

may confirm, rescind, vary or modify the decision or action under review. 

The Facilitator will complete the Process for Resolution of Concerns Form (attached), and, if 
appropriate, provide copies to all parties, including, the union, the Superintendent and the 
Secretary Treasurer.  However, circulation of the Resolution of Concerns Form may be restricted 
in some cases to ensure the privacy of the individuals involved. 

Most Complaints will be resolved or concluded at Step 2, and the decision of the Facilitator will 
be considered final.   
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However, in appropriate circumstances, if a matter is not resolved at Step 2, it may be referred 
by the Facilitator to Step 3.  Matters which will be referred to Step 3, include:   
 student discipline or suspension (except where the matter has been reviewed by the 

District Review Committee);   
 decisions significantly affecting the health or welfare of students (within the meaning of 

Section 11 of the School Act); 
 complaints or concerns about any inappropriate conduct by any member of the Personnel. 

Step 3 - School District Review 
At Step 3, the Superintendent or designate will review the Complaint and all information relevant 
to the matter, and may: 
 contact or meet with the Complainant and Respondent;  
 receive further information or evidence or investigate; 
 attempt to facilitate a resolution; 
 make a decision concerning the appropriate resolution or remedy or, where appropriate, 

confirm, rescind, vary or modify the decision under review;  
 notify the parties of  their decision verbally or in writing.  

At Step 3 the Superintendent may refer any matter related to student discipline to the District 
Review Committee for its review and recommendations. 

Step 4 – Board of Education Review 
Certain student matters may also be subject to a further right of appeal to the Board of Education.   
Students and parents should refer to Board Bylaw 5: Parent/Student Appeals to the Board of 
Education to determine whether they are eligible to appeal their concerns to the Board of 
Education. 

GENERAL PRINCIPLES 

1. Confidentiality.  The School District will endeavour to respect the confidentiality of the 
parties involved in a Complaint, but confidentiality cannot be guaranteed.  It may be 
necessary for the School District to disclose details of a Complaint in order to fairly and 
appropriately investigate and respond to it.   

2. Freedom of Information Legislation and Information Access.  The School District is subject 
to the Freedom of Information and Protection of Privacy Act.  Accordingly, Complaint 
documentation may be subject to access and disclosure under this legislation.  For more 
information see the School District’s Privacy Policy at www.sd69.bc.ca. 

3. Awareness of this Policy.  All Personnel are responsible to inform members of the 
educational community (i.e. parents, students, and other interested persons) about this 
Policy as one means of resolving individual complaints or concerns.    
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4. Annual Policy Review. On at least an annual basis, the Superintendent shall review and 
circulate this Policy to school and district administrators.  On or before October 30 each 
school year, school principals shall review this Policy with staff and local parent advisory 
councils. 

5. Timeliness.  The School District and all Personnel are expected to make reasonable 
efforts to file and respond to Complaints within a reasonable period of time.  Complaints 
should be initiated within thirty (30) days of the decision or incident complained of.

6. Notification.  If a Complaint involves allegations against a member of Personnel, that 
person will be provided notice of the allegations and an opportunity to respond.

7. Support.  The School District and all personnel are expected to support the Resolution of 
Complaints process and to provide clarification of the process to parents, students and 
other interested persons as required. 

References:   
 Board Policy 710:  Resolution of Parent and Student Complaints 
 Board Bylaw 5:  Parent/Student Appeals to the Board of Education 
 The School Act:  Part 2 
 BC Confederation of Parent Advisory Councils (BCCPAC) Resources  

Dates of Adoption/Amendments: 
Adopted: 1989.10.15 :  
Amended:  1991.09.10: Review October 2000:  2001.04.24 : 2002.10.22 : 2003.05.27: 

2009.04.28:  2016.03.08:  2021.11.23
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PURPOSE  
The purpose of these Administrative Procedures is to set out the roles and responsibilities for 
health and safety within the School District, as per policy 801: Health and Safety of Employees 
in the Workplace.    

KEY PRINCIPLES FOR MANAGING HEALTH AND SAFETY 

Health and Safety Program 

1. A health and safety program is designed to provide a safe and heathy working and learning 
environment through a practical system of procedures and practices for: 

a. the prevention and elimination of hazards to people (employees, students and 
members of the public), equipment and property damage, machinery and 
environment; 

b. situations which will assist and enable all employees to work at minimal risk to 
themselves, fellow workers, students and members of the public; 

c. providing reliable information so employees can successfully fulfill their health and 
safety responsibilities; 

d. providing a consistent approach to health and safety throughout the School 
District; 

e. establishing health and safety standards as a baseline for evaluating the School 
District’s performance against legal and regulatory requirements;  

2. A formal health and safety program is required when an employer has 50 or more 
employees. Core components of a health and safety program include: 

a. Occupational Health and Safety policy;  

b. regular inspections; 

c. written instructions; 

d. management meetings; 

e. investigations; 

f. records and statistics; 

g. instructions and supervision of workers.  

Incident Prevention 

3. Incident prevention is the process of reducing or eliminating behaviours and/or conditions 
that have the potential to cause injury, harm or property damage within a workplace and 
learning environment.  
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Due Diligence  

4. Due diligence is the level of judgement, care, prudence, determination, and activity that a 
person would reasonably be expected to do under particular circumstances. 

5. When applied to health and safety, due diligence means that employers shall take all 
reasonable precautions, under the particular circumstances, to prevent injuries or 
incidents in the working and learning environment. This duty also applies to situations that 
are not addressed elsewhere in the Occupational Health and Safety legislation. 

6. Due diligence is demonstrated by the actions that are taken before an event occurs, not 
after. 

ROLES AND RESPONSIBILITIES  

7. The Board of Education will take all reasonable steps to: 

a. endeavor to provide and maintain a healthy and safe working and learning 
environment; 

b. establish the policy governing the health and safety program; 

c. provide direction to the Superintendent of Schools regarding the development and 
implementation of the School District’s health and safety program.  

8. The Superintendent of Schools is responsible for:  

a. delegating an annual review of the health and safety program;   

b. ensuring that the District Leadership Team has awareness of the health and safety 
program;  

c. ensuring that the health and safety program is being effectively implemented 
across all sites.  

9. The General Manager of Operations, under the direction of the Secretary Treasurer, has 
overall responsibility for health and safety in the School District and will take all reasonable 
steps to:  

a. Initiate activities and programs which will ensure compliance of the School District 
with all WorkSafeBC requirements;  

b. make funding recommendations to the Board of Education in order to ensure a 
safe working and learning environment;   

c. ensure that School District land, premises and property is maintained in a manner 
that ensures the health and safety of persons at or near the workplace; 

d. ensure that any contractor at a worksite is supplied with any information that is 
necessary to identify and control hazards;  
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e. ensure that adequate standards, procedures and working practices for 
maintenance of buildings and equipment and for the performance of all potentially 
hazardous tasks are established;  

f. ensure adequate instruction, training and education takes place for all staff;  

g. ensure that a District Health and Safety Committee and Site Joint Health and 
Safety Committees are established and meet on a monthly basis; 

h. ensure that regular inspections are carried out at each site on a regular basis;  

i. ensure that all pertinent and required records and statistics are maintained and 
reviewed.  

10. Members of the District Senior Leadership Team will take all reasonable steps to: 

a. provide specific direction on the implementation of the health and safety program 
within each worksite, delegating tasks as necessary to ensure completion;  

b. exercise due diligence in order to ensure the health and safety of all employees 
and non-employees, including students, volunteers and other visitors;  

c. take all reasonable steps to remedy any workplace conditions that are hazardous 
to the health and safety of employees and non-employees; 

d. ensure that employees are made aware of all known or reasonably foreseeable 
health and safety hazards to which they are likely to be exposed to by their work;  

e. ensure the provision of safeguards, safety appliances and devices, including 
personal protective equipment necessary for the protection of employees; 

f. upon identification and investigation of hazardous working and learning conditions, 
will forward concerns to and review and address recommendations of the Site and 
District Joint Health and Safety Committees; 

g. ensure the implementation of practices and procedures to effectively eliminate or 
effectively control hazards;  

h. cooperate with WorkSafeBC and any other person carrying out a duty under the 
Occupational Health and Safety Regulations (OHSR);  

11. Principals, Vice-Principals and other management staff will take all reasonable steps to:  

a. ensure that all new / transferred employees receive proper orientation and are 
provided with training in all safe work procedures required for their job; 

b. ensure the health and safety of all workers under their direct supervision;  

c. be alert to unsafe working practices and conditions, and deal with them promptly 
and effectively;  

d. report any hazards to the General Manager of Operations and the Site Joint Health 
and Safety Committee;  

e. consult and cooperate with the Site Joint Health and Safety Committee and the 
District Occupational Health and Safety Committee;  
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f. ensure that all incidents are investigated to determine causation, that an accident 
report form is completed, along with a written accident investigation report where 
required, and that these documents are forwarded to the Health and Wellness 
Coordinator and the Site Health and Safety Committee;  

g. as required by collective agreements, documents will be forwarded to MATA or 
CUPE Local 3570 

h. establish, maintain and update safe work proccedures;  

i. ensure regular maintenance is carried out on equipment and machinery; 

j. enforce the use of safeguards, safety appliances, and devices, including the 
wearing of personal protective equipment;  

k. encourage incident, accident and hazard reporting;  

l. carry out regular inspections within their designated areas on site in accordance 
with the health and safety program; 

m. cooperate with WorkSafeBC and any other person carrying out a duty under the 
Occupational Health and Safety Regulations (OHSR);  

12. All employees will: 

a. comply with all health and safety directives and regulations;  

b. perform all tasks using safe work procedures required to ensure minimum risk of 
injury or accident to themselves and to others; 

c. report all injuries, incidents and accidents to their supervisor and assist in 
completing the appropriate report forms; 

d. wear and / or use personal protective clothing and equipment, as well as 
safeguards, safety appliances and devices, as required; 

e. ensure that their ability to work is not impaired;  

f. refuse to do unsafe work that they have reasonable cause to believe would create 
an undue hazard to the health and safety of any person.  

g. report all health and safety hazards to their supervisor, including the absence or 
defect in any protective equipment, device or clothing; 

h. not remove, impair or render ineffective any safeguard provided for protection;  

i. model and practice a responsible attitude toward health and safety on the job and 
not engage in horseplay;  

j. cooperate with WorkSafeBC and any other person carrying out a duty under the 
Occupational Health and Safety Regulation; and,  

k. cooperate with the members of the Joint Site Health and Safety Committee.  
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13. All students are expected to: 

a. comply with rules, policies and codes of conduct in order to maintain a safe and 
healthy environment conducive to learning; 

b. use safe actions in schools, on school property and at school events 

c. maintain a safe and healthy environment and report unsafe conditions.  

14. Contractors and sub-contractors will: 

a. report to the school office upon first entry to a school property; 

b. comply with applicable health and safety legislation; 

c. make arrangements with the General Manager of Operations concerning 
emergency procedures; 

d. immediately correct any unsafe condition or acts observed in their jurisdiction and 
report any out of their jurisdiction; 

e. providing education, training and enforcing the use of applicable personal 
protective equipment; 

f. report of all incidents and injuries; investige and report the findings of all lost time 
and serious incidents to their representative; 

g. cooperate with all safety representatives having jurisdiction on their job site; 

h. maintain good housekeeping;  

15. Visitors, suppliers and consultants will: 

a. report to the school office upon first entry to a school property; 

b. participate and comply with health and safety directives received from the site 
administrator; 

c. comply with the School District’s health and safety rules; 

d. wear adequate personal protective equipment as necessary; 

e. report any unsafe acts or unsafe condition to the site administrator which could 
have any negative health and safety consequence; and,  

f. report any injury sustained on School District 69 property or premises. 

16. Enforcing the Health and Safety Program 

Members of the District Leadership Team will monitor and enforce the health and safety 
program along with associated activities, safety rules and administrative procedures, 
including responding appropriately to any person who fails to comply with WorkSafe BC 
health and safety regulations or the school district safety procedures. 
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17. Review of the Health andSafety Program 

The health and safety program and the related policy and administrative procedure will be 
reviewed at least annually and published in part or as a whole, when required.  

Reference: 
 Board Policy 801:  Health and Safety of Employees in the Workplace 

Dates of Adoption and Amendments: 
Adopted: 1991.02.26  
Amended: 1991.04.23:  1991.09.10:  1997.11.25:  2008.11.25: 2019.08.27:  2022.06.28 
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BIOHAZARD EXPOSURE CONTROL PLAN 

Purpose 
SD69 Employees and volunteers have a responsibility to report to their site supervisor or 
designate any discarded sharps/needles encountered on the school grounds and surrounding 
area of the site.  This is to ensure that the students, employees and public are not placed at risk 
by coming into contact with such objects.  After reporting the sharp/needle to supervisor, a call is 
to be placed to the Operations Department (250-248-2067). 

It will generally be the responsibility of the Operations Department to pick up and dispose of such 
hazardous items; however, in an emergent situation where it is determined that the sharp/needle 
needs to be removed immediately, the supervisor (if trained in Sharps removal protocols) may 
remove the sharp/needle using the school Bio-Hazardous Materials Kit following the steps 
outlined below.   

Schools and worksites are to follow these sharp/needle handling procedures and have the proper 
Sharps Container, protective equipment and understanding before attempting to pick up a 
sharp/needle. 

Follow these steps to pick up improperly discarded sharps/needles and other items that could 
carry HIV, the Hepatitis B and C viruses as well as residual drugs (i.e. fentanyl): 

1. Secure the location so that students, staff or public do not have access to the area 

2. Retrieve a Bio-Hazardous Materials Kit from the office or first aid room and get the 
disposable waterproof gloves and a proper sharps container ready. 

3. Put the gloves on.  DO NOT pick-up the sharp/needle with your hands even while wearing 
the disposable waterproof gloves. 

4. Place the Sharps Container next to the sharp/needle or other bio-hazardous item; DO 
NOT hold the container in your hand or you might accidentally jab yourself.

5. Use the tongs provided in the kit to pick up the sharp/needle (or other hazardous item) 
and place it in to the Sharps Container with the pointed end first and away from you. DO 
NOT insert your fingers into the opening of the container and keep your free hand out of 
the way.

6. If more than one sharp/needle or bio-hazardous item is found at a time, you may use the 
same disposable container.

7. Remove and discard the gloves and wash your hands with soap and water or with the 
antiseptic wipes available in the kit.

8. Once your kit has been used it must be properly disposed of by the Operations & 
Maintenance Department

9. The Operations & Maintenance Department will provide a new kit when the used kit is 
picked up for disposal. 
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10. The employee removing the sharp/needle is to file a report (including the location where 
the sharp/needle or bio-hazardous item was found) with the Site Safety Committee.

A Bio-Hazardous Materials Kit includes: 
 A proper Sharps Container 
 Disposable waterproof gloves 
 Small blue disposable tongs 
 Antiseptic wipes 
 The sharps/needles handing procedures. 

These one-time-use kits are to be made be available in the office at each SD69 facility. 

Dates of Adoptions and Amendments: 
Adopted: 2018.11.27 
Amended:  
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SECTION 177 – EXLUSION ORDER 

Purpose 
Section 177 of the School Act is intended to prevent the disruption of schools and school functions, and 
to ensure the protection of students and staff. This section allows the principal or other school 
administrator to direct a person to leave school property, and prevents the person from returning without 
prior approval of the principal or administrator. It also enables the principal or administrator to call for 
assistance from law enforcement if necessary. If a person contravenes this section of the School Act, 
he or she commits an offence. The purpose of providing this authority to principals and other 
administrators is to maintain order on school premises and to ensure the protection of students and 
staff. 

 The purpose of providing this authority to principals and other administrators is to maintain order on 
school premises and to ensure the protection of students and staff. Section 177 may be used, for 
example, to prevent a stranger who presents a threat to student safety from accessing school property. 
However, there may also be circumstances where persons associated with the school, such as parents, 
employees, or volunteers, are denied access to school property under section 177. It is important to 
note that this section is intended to be used only in exceptional circumstances, where there is a risk to 
student/staff safety or significant and ongoing disruption to the educational programs offered by the 
school. 

The Board of Education is responsible for establishing and communicating procedures for application 
of section 177 of the School Act within School District 69. 

Guidelines 
Section 177 exclusion orders may be issued in circumstances where a person of authority with the 
school district determines that a person’s actions:  
 Pose a risk to the safety of students, staff or others in the school community  
 Present significant and ongoing disruption to the educational programs offered by the school  

Those persons within the school district who have authority to direct individuals to leave school property 
under the terms of section 177 of the School Act within School District 69 are: 
 Superintendent 
 Assistant Superintendent 
 Directors or Managers 
 Principals and Vice-Principals 

Procedures to be followed when a person is excluded from school property under the terms of 
section 177 of the School Act:  
1. Where practicable, seek approval of the Superintendent or Assistant Superintendent prior to 

issuing a section 177 exclusion order.  
2. If necessary, call for assistance from the RCMP if the person refuses to leave the grounds or 

premises after being directed to do so or if there is reason to be concerned about a threat from 
the individual. 
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3. Report the incident to the Superintendent or Assistant Superintendent. 

4. Provide written notification to the excluded person as soon as possible, including reasons for 
and length of exclusion, date for review, and information about avenues of appeal (A template 
letter for use by authorized staff is available on the District Sharepoint site). 

5. Prepare a report on the incident/s, including the following information at a minimum:  
 Name of school 
 Date, time, and location of incident or incidents 
 Description of incident or incidents (i.e. what happened, who was involved, etc.) 
 Name (and contact information, when possible) of person excluded under section 177 
 Name of principal or other authorized staff member who directed the person to leave 

school property 
 Length of exclusion 
 Date for review of decision to exclude 
 Means of delivering the exclusion order letter 
 RCMP file number for incident (if a file was opened by the RCMP) and name of the 

attending officer 
 Name of person completing document 

6. Submit a copy of this report to the Administrative Assistant to the Superintendent. 

7. File a Schools Protection Program incident report. 

Process for appealing an exclusion order issued under the terms of section 177 of the School 
Act:  
1. An individual who receives an exclusion order may appeal that decision through the process 

outlined in Board Policy 6005 - Resolution of Concerns.  Such an appeal would begin at Step 
3 – School District Review. 

2. The School District is subject to the Freedom of Information and Protection of Privacy Act. 
Accordingly, Complaint documentation may be subject to access and disclosure under this 
legislation.  For more information see the School District’s Privacy Policy at www.sd69.bc.ca. 

References:   
 School Act: Section 177 
 Board Policy 6005:  Resolution of Complaints 
 Board Bylaw 5:  Board Appeals 

Dates of Adoptions and Amendments: 
Adopted: 2016.08.31 
Amended:  
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PURPOSE 
These Administrative Procedures are intended to increase the awareness within the 
schools about the potential impact of fragrance chemicals on the health, wellbeing, 
productivity and lifestyle of those affected, as per Policy 803: Towards and Scent 
Considerate School/Workplace Envionment. 

There has been increasing awareness in the District that exposure to perfumes and other 
chemically-scented products can trigger serious health reactions in individuals with asthma, 
allergies, migraines, or chemical sensitivities. 

Fragrances are found in a wide range of products. Common scented products include perfume, 
cologne, aftershave, deodorant, soap, shampoo, hairspray, body spray, makeup and powders. 
Examples of other products with added scents include air fresheners, fabric softeners, laundry 
detergents, cleaners, carpet deodorizers, facial tissues, and candles. 

We generally think that it is a personal choice to use fragrances; however, fragrance chemicals 
are by their very nature shared. The chemicals vaporize into the air and are easily inhaled by 
those around us. Today’s scented products are made up of a complex mixture of chemicals, many 
of which are synthetic compounds derived from petroleum products. These fragrance chemicals, 
classified as volatile organic compounds, can contribute to indoor air quality problems and cause 
health problems. 

Individuals can experience a variety of symptoms, including headache, sore throat, runny nose, 
sinus congestion, wheezing, shortness of breath, dizziness, anxiety, anger, nausea, fatigue, 
mental confusion and an inability to concentrate. Some of these fragrance chemicals are known 
to be skin sensitizers. Some are also respiratory tract irritants, and can trigger asthma and 
breathing difficulties. Individuals with respiratory challenges commonly cite fragrances as initiating 
or exacerbating the individual’s asthma. Fragrances are also implicated in vascular changes that 
can trigger migraines in individuals. Individuals with chemical sensitivities can experience 
symptoms at very low levels in the air, far below those known to cause harmful effects in the 
general population. 

Although the mechanisms by which fragrance chemicals act to produce symptoms are not yet 
understood, the impact on all those affected can be quite severe, resulting in great difficulty in 
work and study activities. 

WHAT IS THIS ADMINISTRATIVE PROCEDURE INTENDED TO DO? 
Firstly, this Administrative Procedure is intended to increase the awareness within the schools 
about the potential impact of fragrance chemicals on the health, wellbeing, productivity and 
lifestyle of those affected. 
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Secondly, in order to protect those individuals with fragrance sensitivities and to possibly prevent 
others from developing such sensitivities, the District is asking for voluntary cooperation towards 
a scent-reduced environment. 

All staff, students and visitors are strongly encouraged to avoid or reduce the use of fragranced 
products, and to replace them with unscented alternatives. 

We recognize that the issue is complex and controversial to some. We recognize the personal 
right of individuals to use scented products.  We believe, however, that this must be balanced 
with the adverse health effects and extreme discomfort that can be suffered by fragrance-sensitive 
individuals. 

This is not an issue about an individual disliking the smell of a particular perfume and getting what 
he/she wants in the workplace. This is not a ban on scented products. This is a request to 
voluntarily refrain from chemical-based scented products. 

WHAT IS THE DISTRICT DOING ABOUT IT? 
Recognizing that chemicals, including fragrance’ chemicals, can negatively impact on indoor air 
quality, the District 
 Promote the reduction of unnecessary use of chemicals, including fragrance chemicals. 
 Promote the use of environmentally-friendly and least harmful products in cleaning 

materials and building materials. 
 Target harmful chemicals and contaminants and implement controls to effectively prevent 

or minimize their release into the general air as a result of building, maintenance, custodial, 
research and teaching activities. 

 Support the best possible air quality practicably attainable, by means of proper ventilation, 
peak performance and proper maintenance of building mechanical ventilation systems, in 
keeping with the District’s Indoor Air Quality Standard. 

WHAT CAN YOU DO TO HELP?EXPECTATIONS 
 Be considerate of those who are sensitive to fragrance chemicals. Avoid using chemically-

scented products; instead, use unscented alternatives. 
 If you do use chemically-scented products, use them sparingly. A general guideline for 

chemically-scented products is that the scent should not be detectable more than an arm’s 
length away from you. Do not apply scented products in a public area. 

 Be an informed customer. Read the product label. A product labeled as "fragrance-free" 
is likely to be free of fragrance chemicals. A product labeled as "scent-free" or "unscented" 
may mean that no fragrance chemicals have been added to the product, or it may be that 
a masking agent has been added to disguise the smell of some of the ingredients. These 
terms are not regulated, so use your nose or ask the store to check the product for 
fragrances. 

 Avoid using products (e.g. air fresheners or potpourris) that give off chemical-based scents 
in your work area. 
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 Avoid using laundry products or cleaning agents that are chemically-scented. Air out dry-
cleaned clothing before wearing. 

WHAT CAN YOU DO IF YOU ARE SENSITIVE TO FRAGRANCE CHEMICALS? 
 If you feel you can do so comfortably, approach the scented individual and let him/her 

know how you react to fragrances.  Be specific about the types of physical reactions you 
have (e.g. asthma attacks, migraines, shortness of breath).  Talk to the individual in a 
cordial and respectful manner.  Ask for the individual’s understanding and cooperation.  
Many people are unaware of the potential health effects of fragrance chemicals. 

 Inform your Principal/ Vice Principal/Manager of your sensitivities, your symptoms, and the 
types of exposures that improve or worsen these symptoms.  Ask your Principal/Vice 
Principal/Manager to assist in finding a solution to your situation.  You may ask your 
Principal/Vice Principal/Manager to discuss this matter with the individual involved if you 
do not feel comfortable doing so, or if the individual has done nothing after you have 
advised him/her of your situation. 

 Consult with your physician about your symptoms. 

WHAT CAN THE PRINCIPAL/VICE PRINCIPAL/MANAGER DO? 
If an individual in your work area is adversely affected by chemically-scented products: 
 Listen to the person with respect and civility. 
 Clarify the issue.  Ask the individual to describe the health effects, the factors that make 

the problem better or worse, and the actions they are taking to deal with it. 
 Investigate the issue and use good judgment and consideration to provide a fair, uniform 

and timely resolution. 
 Discuss the issue with your staff in an open and non-threatening manner.  Inform them of 

the health concerns that have arisen as a result of the use of chemically-scented products 
in the workplace.  You may choose to have this discussion with an individual or a group of 
employees, whichever is appropriate to the situation. 

 Request your staff’s cooperation and understanding to voluntarily avoid the use of 
chemically-scented products in the area.  Discuss the benefits of a scent-free work area. 

 Implement measures to reasonably accommodate those who are affected by scented 
products.  Where employees are severely limited due to exposure to scented products, 
you may need to establish a fragrance-free zone.  For meetings held in enclosed rooms, 
you may need to send out notices to attendees informing them of the scent-free nature of 
the meeting. 

 Consult with Operations staff regarding the adequacy of ventilation in the area. 

 Distribute this information and display the "No Scents make Good Sense" poster. 
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WHAT SHOULD YOU DO IF YOU ARE APPROACHED BECAUSE OF THE SCENTED 
PRODUCT YOU ARE WEARING? 

 If an individual or your Principal/Vice Principal/Manager informs you that the fragranced 
products that you use or wear are a problem and requests that you avoid using them, you 
may feel puzzled, hurt, annoyed, defensive or even insulted by the request. 

 Understand that it is not about you as a person or about your choice of fragrance, but it is 
about the chemicals in the fragranced product.  Do not discount the issue as ridiculous 
and unreasonable. 

 Discuss the issue openly.  Ask questions about the health impact on the person, the types 
of symptoms experienced, the factors which make the person’s symptoms better or worse 
(e.g. fragrance type, amount used). 

 Empathize with the individual.  Work with cooperation and understanding towards a 
satisfactory resolution. 

References: 
 Board Policy 8003:  Towards a Scent Considerate School/Workplace Environment 
 WorkSafeBC:  Scent Safety in the Workplace
 Central Okanagan School District – Toward a Scent-Reduced School Environment

Dates of Adoption/Amendments: 
Adopted: 2003.05.27 
Amended: 2007.05.22:  2016.12.13:  2018.04.24 
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At the beginning of each school year, Principals will review this policy with all staff and others 
working with students as appropriate.  Principals are advised to ensure that staff are aware of the 
Ministry of Education and Child Care’s Provincial Guidelines for Physical Restraint and 
Seclusion in School Settings along with the following definitions of physical restraint and 
seclusion: 

Physical Restraint:   is a method of restricting another person’s freedom of movement or mobility 
in order to secure and maintain the safety of the person of the safety of 
others. 

The provision of a ‘physical escort’, i.e. Holding or temporary touching of a 
student’s hand, wrist, arm, shoulder or back for the purpose of 
accompanying and inducing a student who is acting out to walk to a safe 
location, does not constitute physical restraint. 

The provision of physical guidance, or prompting of a student when 
teaching a skill, redirecting attention, or providing comfort also does not 
constitute physical restraint. 

Seclusion: is the involuntary confinement of a person, alone in a room, enclosure, or 
space which the person is physically prevented from leaving. 

Behaviour strategies such as “time-out”, used for social reinforcement as 
part of a behaviour plan, are not considered ‘seclusion’. 

The term seclusion does not apply where a student has personally 
requested to be in a different/secluded location/space. 

It shall be made clear to all staff and others working with students that restraint and seclusion 
procedures are for extreme emergency situations only, and are not to be used as a regular means 
of intervention. 

The school district will provide appropriate training opportunities for staff in order to maintain 
supportive, safe environments for both staff and students. 

The school-based team shall develop, in consultation with district staff, Behaviour Support Plans 
and Safety Plans for students whose behaviour could potentially pose imminent danger of harm 
to self or others. 

The Behaviour Support Plan and/or Safety Plan shall be attached to the student’s IEP and shall 
be reviewed regularly, and at least, annually. 

Parents and, where appropriate, students are to be consulted as part of the development process 
for behaviour intervention and/or risk reduction plans. 
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If physical restraint or seclusion have been used in an extreme emergency situation to prevent 
harm to self or others, the school must provide written documentation and follow-up that includes: 

1. Notification: 
 To the school principal as soon as possible after an incident and always prior to 

the end of the school day on which the incident occurred 
 By the school principal to the student’s parent(s)/guardian(s) as soon as possible 

and always prior to the return of the student to the student’s parent at the end of 
the school day on which the incident has occurred 

 To the Assistant Superintendent, as soon as possible after an incident and always 
prior to the end of the work day on which the incident occurred. 

2. Debriefing of the incident: 
 With involved school personnel 
 With the parents/guardians of the student, and where possible with the student 
 The purpose of the debriefing is examine what happened, what caused the 

incident and what could be changed, i.e. preventative and response actions that 
could be taken in the future, to make the use of physical restraint or seclusion 
unnecessary 

3. Reporting: 
 When a violent incident occurs, employees have a duty to advise the employee’s 

supervisor and file the appropriate report/s outlined in the Procedures for the 
Handling of a Violent Incident (see appendix). Generally a WorkSafe 6A – 
Worker’s Report of Injury or Occupational Disease to Employer form and/or 
Workplace Violence Risk Assessment (WVRA) form will be required. 

References: 
 Board Policy 804:  Physical Restraint and Seclusion of Students 
 Board Polcy 700:  Safe, Caring and Inclusive School Communities 
 BC Ministry of Education and Child Care Provincial Guidelines for Physical Restraint and 

Seclusion in School Settings 

Dates of Adoption/Amendments: 
Adopted: 2018.11.27 
Amended: 2022.06.28
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PROCEDURES FOR THE HANDLING OF A VIOLENT INCIDENT 

If a violent incident occurs, you have a duty to advise your Principal/Supervisor immediately 
and to file a report as directed below. 

DEFINITION OF VIOLENCE: 
“Violence means the attempted or actual exercise by a person, other than a worker, of any 
physical force so as to cause injury to a worker, and includes any threatening statement or 
behavior which gives a worker reasonable cause to believe that he or she is at risk of injury.”  
(Source:  WCB) 

NOTE:  Always use common sense – attend to any injury and in serious cases send a request 
to the office or nearest staff member for help.  Do not leave a hazardous teaching area 
unsupervised. 

The Employee MUST: 

1) Within 3 days complete form “6A – Worker’s Report of Injury or Occupational Disease to 
Employer” in its entirety and then submit the form to the Principal/Supervisor.  If time does not 
permit the completion of the form, make a verbal report to the Principal/Supervisor, followed 
immediately by the completion of the form and then submit the form to the Principal/Supervisor. 

NOTE:  Please ensure the form is filled out completely and accurately.  If the incident involves a 
student, the full name of the student is to appear on the form.  Report all incidents regardless of 
whether or not the student is designated. 

Further forms can be found in all school offices, at the Board Office or on the District’s website at 
https://start.sd69.bc.ca, under Staff, Staff Resources, and Health & Safety Links. 

The Principal/Supervisor MUST: 

1) Advise the Employee reporting an injury or adverse symptom as a result of an incident of 
violence to report to a first-aid attendant on site for treatment.  Also advise the Employee to 
consult a physician of the Employee’s choice for treatment or referral, and if the Employee 
does, file a form 6A (copies in office or on SD69 Portal) or call TELE-CLAIM and file a WCB 
claim. 

2) Promptly initiate an investigation into the incident, with at least one Union representative of the 
site-based Occupational Health and Safety Committee in addition to the Principal/Vice 
Principal, if the representative is reasonably available.  (The purpose of the investigation is to 
determine the cause or causes of the incident, to identify any unsafe conditions, acts, or 
procedures that contributed to the incident, and to recommend corrective action to prevent 
similar incidents.)  Depending on the severity of the incident, Part 3 Division 10 Articles 172- 
Article 177 of the Work Safe Guidelines, Form 52E40 (preliminary investigation) may need to 
be filled out within 48 hours of the incident. A 52E40 would typically, but not limited to, be 
completed for a time loss or medical claim only. Without delay undertake any corrective action 
required to prevent recurrence of similar incidents. 
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3) If a 52E40 has been initiated, schedule a meeting of the site-based Occupational Health and 
Safety Committee for the purpose of concluding the FULL investigation into the violent incident. 
The 52E40 includes any “sequence of events that preceded the incident” and/or “unsafe 
conditions, acts, or procedures that significantly contributed to the incident”.  

4) Using the information gathered from either the 52E40 (if initiated) or the “investigation into the 
incident” Complete the Workplace Violence Risk Assessment (WVRA) Form.  Ensure that the 
form is accurately completed in its entirety.  

5) Attach the completed Incident Investigation Report and the completed Workplace Violence 
Risk Assessment (WVRA) Form to the WS form 6A – Worker’s Report of Injury or 
Occupational Disease to Employer Form and distribute as outlined below: 

Distribution of the Forms: 

The Principal/Supervisor will ensure that the completed forms are distributed as follows: 

If the violent incident involves a student:

Un-redacted Copies: 

a) Keep a copy
b) The Employee
c) The Site-based Occupational Health and Safety Committee
d) Student or Students’ File(s) 
e) District Principal, Learning Services (if required as per Policy 7000)

Redacted Copies: 

The Principal/Supervisor will ensure that the full name of the student is redacted everywhere it 
appears on the form and replaced with “The Student”, and that a copy of the redacted form is placed in 
a sealed envelope and forwarded to: 

a) CUPE 
b) MATA 
c) General Manager of Operations 

If the violent incident does not involve a student, un-redacted copies are distributed as follows: 

a) Keep a copy
b) The Employee
c) The Site-based Occupational Health and Safety Committee
d) District Principal, Learning Services (if required as per Policy 7000)
e) CUPE (in a sealed envelope)
f) MATA (in a sealed envelope)
g) General Manager of Operations (in a sealed envelope)
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Purpose 
This Administrative Procedure is intended to provide procedural support for Board Policy 600:   
Personnel.  The policy statement and guidelines speak to a number of areas, as are described 
procedurally below.  The eleven sections described below are: 

I. Vacation Extensions 
II. Emergency Closure of Schools (Personnel) 
III. Criminal Record Checks and Police Information Checks 
IV. Credit Card Usage 
V. Travel Expenses 
VI. Performance Management: Exempt Staff 
VII. Long Service Recognition 
VIII. Exit Interviews 
IX. Interview and Relocation Expenses for Exempt Staff 
X. Leave of Absence for Community Service or Public Office 

I. VACATION EXTENSIONS 
The Board of Education believes that in general all teaching staff should be present in 
schools before and after each vacation break (winter, spring or summer).  For this reason, 
teachers will not normally be granted leave to extend these break periods subject to the 
terms of the Mount Arrowsmith Teachers’ Association (MATA) Collective Agreement. 

II. EMERGENCY CLOSURE OF SCHOOLS (PERSONNEL) 
The Board of Education believes that the health and safety of staff and students is of 
paramount importance and recognizes that schools may have to be closed temporarily at 
times for any of several reasons, including the following: inclement weather, power outage, 
failure of heating or water services, emergency health issues, as well as a variety of other 
emergency situations.  

The Board of Education authorizes the Superintendent of Schools, or designate, to close 
schools and/or worksites by reason of weather emergencies or for other causes that might 
endanger the health or safety of staff and students. School and/or worksite closure due to 
emergent conditions will be of three types:  
 For students only 
 For students and school-based employees 
 For students and all employees 

Principals, or designates, are expected to have school buildings open to provide for 
students who, for whatever reason, arrive at school. Principals who are unable to get to 
work must contact the Superintendent of Schools so that alternate arrangements can be 
made to have the school open. 

All employees are reminded to watch the district website, follow email and social media, 
and listen to local radio stations for news from the school district in the event of inclement 
weather or other reasons for schools and worksites to potentially be closed or otherwise 
impacted. 
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PROCEDURES 
1. School Bus Service 

There are occasions when the General Manager of Operations, in consultation 
with the Superintendent of Schools, may decide not to run the morning bus routes 
due to hazardous conditions.  Every effort will be made to make that decision no 
later than 6:15 a.m. It is understood that:
a. The decision to cancel school bus service is made by the General Manager 

in consultation with the Superintendent of Schools. 
b. If buses are not running in School District 69 (Qualicum) it does NOT mean 

that schools are closed. 
c. If buses are not running in School District 69 (Qualicum) it does NOT mean 

that staff cannot get to school – conditions vary throughout the District and 
staff need to assess the conditions in their own area. 

d. If buses are running in School District 69 (Qualicum), employees are 
expected to be at work. 

2. School Closure During the Day 

In extreme emergencies, schools may be closed after school has commenced.  In 
situations during the school day where an emergent situation arises or weather 
conditions deteriorate significantly enough that a Principal has concerns for local 
road conditions in their school zone, the Principal should contact the 
Superintendent of Schools.  It is the responsibility of the Superintendent of Schools 
to notify the Principal as soon as it becomes apparent that school emergency 
closure will be necessary. 

When an emergent situation occurs after school has begun it may be prudent for 
students to be dismissed and therefore staff will activate their plan to contact 
parents.  In this case, parents of students in elementary schools must be contacted 
prior to releasing students to go home.  In the case of busing students, all students 
will be held at the school until we can confirm that all affected parents have been 
contacted.  

Depending on the severity of the circumstances, the Principal shall, in consultation 
with the Superintendent of Schools, determine whether school staff complete their 
work day at school or at home. 

3. Employee Responsibilities 

It is expected that all staff will undertake normal precautions for winter weather; 
e.g. allowing more time for travel, snow tires, an analogue phone, battery operated 
radio, battery operated alarm clock in the event power is out. Employees are 
expected to make every reasonable effort to attend their regular place of work.  
Employees who are unable to get to work must contact their immediate supervisor 
each day of their absence and contact dispatch. 
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When Schools are open and buses are NOT running: 

Every effort will be made to decide early enough so that announcements can start 
no later than 6:30 am through local media and the District website  
www.sd69.bc.ca if power is available.  

a. CUPE staff 
i. CUPE staff who are unable to get to work, must contact their 

supervisor and dispatch for each day of absence. 
ii. Within 3 days of returning to work, CUPE staff must put in writing 

the reason they were unable to get to work and the efforts made to 
get to work, and direct the letter to the Secretary-Treasurer.  Late 
requests will not be accepted.

iii. This documentation will be reviewed on a case by case basis.  Pay 
may be adjusted retroactively. 

b. MATA staff 
i. MATA staff must make reasonable efforts to attend at their school 

(Collective Agreement Article D.28). 
ii. MATA staff who are unable to attend at their school, will contact 

their Principal and TTOC dispatch for each day of absence. 
iii. MATA staff must contact their Principal to explain the 

circumstances which preclude attendance to duties at their school.  
This communication needs to occur as early in the day as possible 
in order to ensure appropriate coverage of classes. 

iv. It is recommended that any verbal communication from MATA staff 
to their Principal be followed-up with an email as a means of 
documenting that the required communication occurred. 

v. If MATA staff are unable to attend at their school due to weather 
conditions, it is expected that they will carry-out work duties from 
home. 

vi. Such an absence will be treated as a ‘Leave with Pay’ (Collective 
Agreement Article D.28). 

c. Principals and Vice-Principals 
i. Principals will document contact made by MATA staff regarding 

absences due to weather conditions and confirm with TTOC 
dispatch, by the end of the day, all absences. 

d. Senior Staff 
i. Senior Staff will be responsible for initiating communications with 

other staff through the Emergency Phone Tree. 
ii. Senior Staff will touch base with PVP and other exempt staff 

regarding staffing issues that result from the conditions leading to 
closure. 

iii. Senior Staff will assist if possible as need be with situations arising 
from staffing shortfalls. 
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When schools are closed: 

Every effort will be made to decide early enough so that announcements can start 
no later than 6:30 am through local media and the District website www.sd69.bc.ca
if power is available. 

a. CUPE Staff 
i. If schools in this District are closed, CUPE staff will be paid at their 

normal rate. This applies to school closures in School District 
69 (Qualicum) only.  It does not apply if a CUPE staff member lives 
in another district and schools in that district are closed. 

ii. CUPE staff who are deemed necessary are requested to report to 
work. Necessary services during a District wide temporary school 
closure day are payroll clerks and the School Board Office 
receptionist as well as, if applicable, maintenance, grounds and 
custodial staff responsible for snow removal (per the General 
Manager of Operations). If safe for them to do so, they are 
requested to report to work.  If they do so, they will receive their 
regular pay and additional banked hours (at straight time) for each 
hour worked up to their assignment hours for that day. 

iii. If CUPE support staff are unable to get to work, they must contact 
their supervisor and dispatch for each day of absence. 

iv. Within 3 days of returning to work, CUPE support staff must put in 
writing the reason they were unable to get to work and the efforts 
made to get to work, and direct the letter to the Secretary-Treasurer. 

v. This documentation will be reviewed on a case by case basis.  Pay 
may be adjusted retroactively. 

b. MATA Staff 
i. If schools in this District are closed, MATA staff will be paid at their 

normal rate. This applies to school closures in this District only.  It 
does not apply if a MATA staff member lives in another district and 
schools in that district are closed. 

c. Principals and Vice-Principals 
i. Principals are expected to report to work when schools are closed.  

If this is not possible, Principals must contact the Superintendent of 
Schools to ensure that an adult presence is available at the site 
should students arrive at the school. 

III. CRIMINAL RECORD CHECKS AND POLICE INFORMATION CHECKS 
The Board of Education acknowledges and accepts its responsibility to ensure that 
criminal record checks are conducted on all employees who work with children and/or 
vulnerable adults. In fulfilling its responsibilities, the Board of Education is guided by the 
Criminal Records Review Act. The Criminal Records Review Act defines “working with 
children and/or vulnerable adults” to mean working with children and/or vulnerable adults 
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directly or having or potentially having unsupervised access to children and/or vulnerable 
adults in the ordinary course of employment or in the practice of an occupation.  

In accordance with the Criminal Records Review Act, the Board of Education will require 
all new employees and all current employees (except employees who belong to a 
governing body) to provide the Board of Education with a signed criminal record check 
Authorization Form.  

PROCEDURES 
1. Members of the Teachers’ Regulation Branch  

The Teachers’ Regulation Branch is responsible for obtaining completed and 
signed criminal record Authorization Forms from all members and all new 
applicants for certification.  

2.  All Other Staff (excluding teachers and other registered professionals) 
The Board will obtain completed and signed criminal record Authorization Forms 
from all other employees in positions classified within the Criminal Records Review 
Act’s definition of “works with children and/or vulnerable adults” (including those 
individuals who have previously had a criminal record check).  
a. The Human Resources Assistant will be responsible for monitoring the 

administration of the Criminal Records Review Act.  
b.  All new employees (successful applicants) and employees notified that the 

employee is due for a re-check must complete a Criminal Record Check 
Authorization Form. 

c. The Human Resources Assistant will check and verify each applicant’s 
identification in accordance with Criminal Record Review Program best 
practices and RCMP policy. 

d. Application is made to the Criminal Records Review Agency. 
e.  The original signed authorization form will be maintained on the employee’s 

personnel file for a minimum of five (5) years. 
 f.  The return of the Authorization Forms and the results returned from the 

Criminal Records Review Agency will be recorded.  
g.  Mandatory re-checks are required every five (5) years and employees are 

required to submit another Criminal Record Check Authorization Form by 
the five (5) year anniversary date, when notified by the Human Resources 
Department. 

h.  Any employee who has a break in service must provide a new criminal 
record check.  For example, if the employer/employee relationship is 
formally severed, this is considered a break in service.  

i. When the Criminal Records Review Agency informs the Board that an 
employee presents a risk to children and/or vulnerable adults, the Board 
will ensure that the employee is removed from or never placed in a position 
where the employee works with children as defined in the Act. 

j.  A vulnerable sector check is conducted as part of each criminal record 
check.  The vulnerable sector check is national RCMP policy and in some 
cases, the RCMP may require fingerprints in order to verify an Employee’s 
identity.  The Employee will be notified directly by the RCMP and provided 
with the necessary forms and instructions. 
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k.  It is the responsibility of each employee to notify the District if they are 
charged with or convicted of a relevant or specified offence as applicable 
subsequent to a criminal record check.  The employee must promptly report 
the charge or conviction to the Director of Human Resources, and submit 
a new, signed Consent for Criminal Record Check form.  Failure to do so 
may result in disciplinary action which may be up to and including 
termination.   

l.  Any employee who is required to provide fingerprints to the RCMP is also 
required to provide the District with a completed “Criminal Offence 
Declaration” (form attached), in order to meet the District’s obligations of 
due diligence. 

m.  New employees and employees requiring a re-check will be responsible for 
the cost of the Criminal Records check.  Any associated fees with the 
Fingerprint process are also the responsibility of the employee. 

3.  Volunteers 
a. Parents, guardians and/or community members who wish to act as a 

school volunteer must contact the school office to obtain a “Police 
Information Check with Vulnerable Sector Screening” letter.   The “Police 
Information Check with Vulnerable Sector Screening” letter must be on 
school letterhead, signed and dated by the principal and must contain the 
statement: “The applicant will require a vulnerable sector check” (sample 
letter attached).   

b. Potential volunteers are then referred to the Oceanside RCMP 
Detachment, at which time they will submit the “Police Information Check 
with Vulnerable Sector Screening” letter and the “Police Information Check 
with Vulnerable Sector Screening” form.    

c. The “Police Information Check with Vulnerable Sector Screening” form is 
available from the school or the Oceanside RCMP detachment and must 
be submitted at the same time as the “Police Information Check with 
Vulnerable Sector Screening” letter.  Please note that old forms will not
be accepted.   

d. For convenience, a copy of the “Police Information Check with Vulnerable 
Sector Screening” form has been attached and can be provided to 
applicants by the School Principal or designate at the same time that the 
applicant receives the “Police Information Check with Vulnerable Sector 
Screening” letter from the school. 

Note:  The “Police Information Check with Vulnerable Sector Screening” 
letter is required to waive the processing fee.  If the letter is not included 
with the package, the processing fee will be levied on the applicant.    

e. The RCMP will return the processed form to the parent, guardian or 
community member who will then submit the form to the School Principal. 

f. Forms that show any type of criminal record or other concerning 
disclosures must be forwarded to the Superintendent of Schools or 
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designate for review.  School Principals will be advised of any advice or 
considerations arising from this review. 

g. Completed “Police Information Check with Vulnerable Sector Screening” 
are valid for a maximum of five years only at which time they are 
expired.

h. All new volunteers (including those who may have previously completed a 
PIC_VS at another school and are now changing school sites) must submit 
forms (preferably in September).  This would include Kindergarten, and 
Grade 8 as well as any new registrations. 

DATE 

R.C.M.P. 
727 Island Highway West 
Parksville, BC V9P 1B9 

To Whom it May Concern: 

RE:  POLICE INFORMATION CHECK WITH VULNERABLE SECTOR 
SCREENING 

This letter is to confirm that NAME OF VOLUNTEER APPLICANT will 
be acting as a volunteer for various school/class events or activities 
throughout the school year.   

NAME OF VOLUNTEER APPLICANT will require a “Police Information 
Check with Vulnerable Sector Screening” as per the R.C.M.P. definition. 

Thank you for your attention to this matter. 

Yours Sincerely, 

PRINCIPAL NAME  
Principal 

c:  School File 

IV. CREDIT CARD USAGE 
Sound business practices support the use of Board issued credit cards by designated staff 
and School Trustees as their use contributes to the efficiency of school district operations. 

Procedures 
1. Board Credit cards may be issued to the following staff: 

a. Superintendent of Schools 
b. Secretary Treasurer 
c. Assistant Secretary Treasurer 
d. Associate Superintendent 
e.   Director of Instruction  
f.  General Manager of Operations  
g.  Assistant Manager of Operations 
h.   Director of Human Resources 
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i. School Trustees (five) 
j. Principals and Vice-Principals 
k. School secretaries ‐ may hold site cards to facilitate school purchases. 
l. Other employees with areas of responsibility that require either regular 

purchasing or situational purchasing that cannot be managed through petty 
cash or requests for funds. Such employees must be recommended by the 
employee’s supervisor (who must also be an individual designated in ‘a’ 
through ‘j’), and approved by the Secretary-Treasurer. 

2. The Board credit card issued to the aforementioned designated staff and School 
Trustees shall be utilized to cover expenses incurred on Board business or Board 
sponsored professional development: in accordance with the Card User 
Agreement. 

3.   The District endeavors to use credit or purchasing cards that provide savings back 
to the Board.       

4. Card holders shall sign and adhere to the Card User Agreement. 

V. TRAVEL EXPENSES 
Personnel traveling on behalf of the District to participate in meetings, workshops, 
negotiations and conferences, either by assignment or by directed attendance, are entitled 
to receive reimbursement of expenses incurred. 
1. Application for reimbursement of travel expenses shall be made to the appropriate 

supervisor with the submission of original receipts. 
2. Travel expense reimbursement shall be consistent with the BC School Trustees 

Association’s (BCSTA) Policy on Travel Expenses. 
3. This administrative procedure will be reviewed annually in the month of February by the 

Secretary Treasurer or designate. 
4. Expenses covered by a contractual travel allowance do not apply. 

VI. PERFORMANCE MANAGEMENT: EXEMPT STAFF 
The Board of Education believes that a performance management process should be an 
ongoing process of communication between a supervisor and an employee that occurs 
throughout each year in support of accomplishing the mission and strategic priorities of 
the organization. The communication process includes clarifying expectations, setting 
objectives, identifying goals, providing feedback, planning for professional growth/learning 
and reviewing progress in each area. 

Procedures 
The Board believes that performance management processes undertaken with exempt 
staff should be: 
1. Simple and clear  
2. Focused on personal professional growth and learning 
3. Premised on clearly articulated expectations, deliverables and accountabilities 

grounded in duties/responsibilities of the job description 
4. Based on goals/objectives/actions linked to strategic priorities and operational plan 

of the district/school  
5. Continuously looping with ongoing and regular check-ins and dialogue 
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The Board will ensure that it engages the Superintendent/CEO in an ongoing performance 
management process as agreed to by the parties. This process is to be facilitated by the 
Director of Human Resources or a designate. 

The Superintendent will ensure that an appropriate and ongoing performance 
management process is carried-out with the following exempt staff: 
1. Secretary Treasurer 
2. Associate Superintendent 
3. Director of Instruction 
4. Director of Human Resources 
5. Principals and Vice Principals 

The Secretary Treasurer will ensure that an appropriate and ongoing performance 
management process is carried-out with the following exempt staff: 
1. Assistant Secretary Treasurer 
2. General Manager of Operations 
3. Executive Assistant – Board Governance and Operations 

VII. LONG SERVICE RECOGNTION 
The Board of Education values the dedication and commitment of its employees.  The 
Board is, therefore, committed to recognizing employees with consistent and lengthy 
service (20 years), as well as those who are retiring from employment with the Board. 

VIII. EXIT INTERVIEWS 
The Board sees value in gaining insights into district operations, culture, strategies and 
human resources/labour relations practices through the use of exit interviews where and 
when possible and practicable.  

IX. INTERVIEW AND RELOCATION REIMBURSEMENT FOR EXEMPT STAFF 
In order to attract the best candidates for its exempt positions, candidates should be 
reimbursed for expenses. Reimbursement shall be as follows: 
1. Candidates selected for interview will be reimbursed for legitimate travel, 

accommodation and meal expenses. Submission of receipts is required in 
accordance with Board travel and reimbursement rates. 

2. The successful candidate may be reimbursed for expenses to relocate for 
employment with School District 69, with the amount to be as determined in 
contract negotiations.  Receipts must be submitted to the Secretary-Treasurer 
within sixty (60) days of the move. 

X. LEAVE OF ABSENCE FOR COMMUNITY SERVICE OR PUBLIC OFFICE 
The Board of Education encourages its employees to participate in a wide range of 
community service organizations and recognizes the right of these employees to seek 
public office. It is the intent of the following procedures to permit the School Board’s 
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employees to participate in public affairs benefiting the public and concurrently to protect 
the interests of the Board, the persons it employs and the public it serves. 

Procedures 
1. Employees who are providing voluntary supports for emergency response in the 

event of an emergency or catastrophe will be supported in accessing leave 
provisions within their collective agreement or contract of employment. Where 
there are no such provisions, the Superintendent may grant exceptional leave with 
or without pay either for the duration of the service being provided or in support of 
recovery time.  

2. Employees will be supported in seeking public office in keeping with provisions of 
their collective agreement or contract of employment.  Where there are no such 
provisions, the district will support the employee with leave provisions as possible 
in relation to the employee’s duties and responsibilities.  

3. On being duly accepted as a candidate for public office, whether it be for Federal 
Parliament, the Provincial Legislature, the Municipal Council or other public office, 
an employee of the Board may apply to the Board in writing for a leave of absence 
to conduct a campaign. Such leaves will be considered within the context of 
collective agreements and contracts of employment.  

4. An employee elected as a Member of Parliament or Member of the Legislative 
Assembly shall be granted a leave without pay for the duration of one term in office. 
On termination of office, the employee shall receive priority of placement but not 
necessarily in the employee’s former position. Terms of the relevant collective 
agreement or contract of employment will apply.  

5. It is presumed that service on a Municipal Council will not interfere greatly with 
the usual performance of an employee’s duties and responsibilities. It is expected 
that some reasonable accommodations must be made by both the Board and the 
employee concerned. 

References: 
 Board Policy 600:  Personnel 
 Board Policy 302:  Communities and Volunteers’ Involvement in our School District 
 Administrative Procedure:  Emergency Closure of Schools and Worksites (Employees 
 Criminal Records Review Act 
 Mount Arrowsmith Teachers’ Association (MATA) Collective Agreement 

Dates of Adoption/Amendments: 
Adopted:    2021.09.28 
Amended: 
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Purpose:  
This policy is intended to provide a safe and effective procedure for resolving interpersonal 
conflicts and reporting inappropriate conduct in the workplace.  

Scope:  
1. This administrative procedure and associated policy covers all adults involved in the 

learning or working environment regardless of their role. This includes school district 
employees, contractors, parents, school trustees, volunteers, third parties doing 
business, and members of the general public who interface with the school district. 

2. Students are not covered under this policy. Standards for student  behavior are addressed 
under each school’s code of conduct. 

3. Inappropriate behavior by an adult toward a student is not covered by this policy. The 
School Act, School District Policy, the Teachers’ Regulation Branch, the District’s 
Collective Agreements along with the BC Human Rights Code and employment 
laws/statutes will define and govern the standard of behavior required by adults when 
dealing with students. 

4. For District employees, this policy does not supersede any provision of an applicable 
Collective Agreement. 

5. The conduct of the Board of Education is addressed in Board Bylaw 1 under Trustee 
Code of Ethics. 

6. The following matters are not subject to the above principles 
a. Student suspensions of more than five days (See Board Policy: Suspension of 

students) 
b. Decisions of the District Discipline Committee 
c. Investigations/resolutions through employment contracts, collective agreements, 

or codes of ethics.  
d. Matters subject to legal proceedings  
e. Matters involving serious misconduct which warrant an independent investigation 

and response by the district. 
f. Malicious, frivolous, or bad faith complaints where the complainant refuses to 

participate in a respectful resolution process.  

Responsibilities:
7. School and district administration will ensure that provisions of this policy and 

administrative procedure are used to support the creation and continuation of respectful 
workplaces, and for providing support and intervention as needed to that end. 

8. Employees will be expected to, in accordance with WorksafeBC requirements, report an 
incident of violence to their supervisor in accordance with the procedure for the handling 
of a violent incident. 

9. School and district administration will work with anyone alleging an incident of bullying 
and harassment in accordance with Policy 6190 Workplace Bullying and Harassment. 

10. School and district administration will ensure that matters are referred to the processes 
described in collective agreements as situations dictate. 
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Definitions:   
11. Inappropriate workplace conduct is that which is objectionable and/or unwelcome to an 

individual. Examples of such conduct include, but are not limited to: 
a. an action or comment by any person which insults, or degrades another 

person; 
b. verbal abuse in any form, including swearing or threatening language; 
c. written or verbal comments, actions or gestures or other behaviors; 

d. “jokes” which are offensive or belittling; 

e. abusing authority; 

f. yelling or shouting (except where intended to alert another to danger); 

g. deliberately excluding an employee from relevant work activities or 
decision making; 

h. decision making which is influenced by factors which have no work 
related purpose; 

i. attempting to discredit an employee by spreading false information about them.   

Resolution Process:  
12. Any allegation of behavior that is inconsistent with the expectations of this policy and 

administrative procedure should be referred to the provisions of a collective agreement 
or board policy where possible. If those referrals are not appropriate, the steps listed 
below may be undertaken.  

13. For context, not all unpleasant or inappropriate conduct amounts to bullying and 
harassment. Employees might disagree on issues, they might not like what they are 
asked to do, or they might not be friends with all of their co-workers. However, all 
employees are expected to do what they can to interact respectfully with others.  

14. Given that most people will change their behavior when they discover it is creating issues 
for others, a complainant should attempt to resolve concerns informally at the earliest 
possible stage without unnecessary escalation. The complainant may select an 
advocate for support through the following process: 
a. the complainant should attempt to find a suitable resolution directly with the 

other person involved; 
b. in the event that a satisfactory resolution was not achieved, the 

complainant should address the matter with a union or association 
representative and, as possible, with the other individual’s supervisor; 

c. If the issue remains unresolved, the complainant may refer the matter to the 
Director of Human Resources for consideration of further mediation or 
investigation, or directly to the Superintendent of Schools;  

d. If the issue has not been concluded through the processes of 14 a through c, 
it shall be referred to the Superintendent (or designate). 

Reporting an Incident:
15. In the event that someone uninvolved is a witness to inappropriate conduct (i.e., damage 

to property, an offense toward another individual, etc.) that individual must report the 
incident to the supervisor most responsible for that area immediately. 
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References:  
 WorkSafeBC – Toward a Respectful Workplace:  A Handbook on Preventing and 

Addressing Workplace Bullying and Harassment
 Board Bylaw 1  
 Policy 6190:  Workplace Bullying and Harassment 
 Policy 6240:  Resolution of Complaints 

Dates of Adoption/Amendments: 
Adopted:   2021.01.26  
Amended: 
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For the purpose of this Administrative Procedure, Common Medical Conditions include 
anaphylaxis, asthma, diabetes, and epilepsy. 

DEFINITIONS 

Anaphylaxis – is a sudden and severe allergic reaction, which can be fatal, requiring medical 
emergency measures be taken 

Asthma – is a chronic, inflammatory disease of the airways in the lungs. 

Diabetes – is a chronic disease, in which the body either cannot produce insulin or cannot 
properly use the insulin it produces. 

Epilepsy – is a neurological condition which affects the nervous system. Epilepsy is also known 
as a seizure disorder or by many people as convulsions. 

Health Care Professional – a member of a College under the Regulated Health Professions Act 
(e.g., medical doctor, nurse practitioner, registered nurse, pharmacist). 

Health Care Provider – may be a Physician, Nurse Practitioner, Registered Nurse, Pharmacist, 
Respiratory Therapist, Certified Respiratory Educator, or Certified Asthma Educator. 

Medical Emergency – is an acute injury or illness that poses an immediate risk to a person’s life 
or long-term health and requires assistance from another qualified person and contact with 
Emergency Medical Services. 

Medical Incident – is a circumstance that requires an immediate response and monitoring, as 
the incident may progress to an emergency requiring contact with Emergency Medical Services. 

School – all school and school-board activities, including field trips, overnight excursions, board-
sponsored sporting events, and board-operated before- and after- school programs for children 
aged 4 to 12 years. 

School staff – all school staff, including occasional staff. 

Self-Management – a continuum where a student’s cognitive, emotional, social and physical 
capacity and stage of development are determinants of the student’s ability to confidently and 
independently manage their medical condition(s). The student’s journey to reach the student’s full 
potential along the self-management continuum is not linear and can require varying levels of 
support over time. A student’s capacity for self- management may be compromised during certain 
medical incidents, and additional support will be required. 
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ROLES AND RESPONSIBILITIES 

Parents/Guardians of Children with Common Medical Conditions 
As primary caregivers of their child, parents/guardians are expected to be active participants in 
supporting the management of their child’s medical condition(s) while the child is in school.  

Parents/Guardians are expected to: 
 Educate their child about his/her medical condition(s) with support from their child’s health 

care professional, as needed 
 Guide and encourage his/her child to reach full potential for self- management and self-

advocacy 
 Inform the school of their child’s medical condition(s) and co-create the Plan of Care for 

their child with the Principal or designate 
 Communicate changes to the Plan of Care, such as changes to the status of their child’s 

medical condition(s) or changes to their child’s ability to manage their medical condition(s), 
to the Principal or designate 

 Confirm annually to the Principal or designate that  their child’s medical status is 
unchanged or update as necessary 

 Initiate and participate in annual meetings to review their child’s Plan of Care; 
 Supply their child and/or school with sufficient quantities of medication and supplies in 

their original, clearly labelled containers, as directed by a health care professional and as 
outlined in the Plan of Care, and track the expiration dates if they are supplied 

 Seek medical advice from a medical doctor, nurse practitioner, or pharmacist, where 
appropriate 

Students with Common Medical Conditions 
Depending on the student’s cognitive, emotional, social and physical stage of development, and 
the student’s capacity for self-management, students are expected to actively support the 
development and implementation of the student’s Plan of Care. 

Students are required to: 
 Take responsibility for advocating for their own personal safety and well-being that is 

consistent with the student’s cognitive, emotional, social and physical stage of 
development and the student’s capacity for self-management 

 Participate in the development of their Plan of Care as appropriate 
 Participate in meetings to review the student’s Plan of Care as appropriate 
 Carry-out daily or routine self-management of the student’s medical condition to the 

student’s full potential, as described in their Plan of Care (e.g. carry their own medication 
and medical supplies; follow school board policies on disposal of medication and medical 
supplies) 

 Set goals on an on-going basis, for self-management of their medical condition, in 
conjunction with the student’s parent(s)/guardian(s) and health care professional(s) 

 Communicate with their parent(s)/guardian(s) and school staff if they are facing challenges 
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related to the student’s medical condition(s) at school 
 Wear medical alert identification that the student and/or parent(s)/guardian(s) deem 

appropriate 
 If possible, inform school staff and/or the student’s peers if a medical incident or a medical 

emergency occurs 

School Staff 
School staff are required to: 
 Review the contents of the Plan of Care for any student with whom they have direct contact 
 Participate in training, during the instructional day, on common medical conditions, at a 

minimum annually, as required by the Board 
 Share information on a student’s signs and symptoms with other students, if the 

parent(s)/guardian(s) give consent to do so and as outlined in the Plan of Care and 
authorized by the Principal in writing 

 Follow District Procedures designed to reduce the risk of student exposure to triggers or 
causative agents in classrooms, common school areas, and extra-curricular activities in 
accordance with the student’s Plan of Care 

 Support a student’s daily or routine management, and respond to medical incidents and 
medical emergencies that occur during school, as outlined in Board policies and 
procedures 

 Support inclusion by allowing students with common medical conditions to perform daily 
or routine management activities in a school location (e.g., classroom), as outlined in the 
student’s Plan of Care, while being aware of confidentiality and the dignity of the student 

 Enable students with common medical conditions to participate in school to the student’s 
full potential, as outlined in their Plan of Care 

 Collaborate with parents/guardians in developing transition plans for students with 
Common Medical Conditions, as appropriate 

 Maintain log of administration of medication and medical incidents 
 Notify the Principal or designate when they are aware that the expiry date on provided 

medication(s) have been reached 

Principal or Designate 
Principal or designate is expected to: 
 Clearly communicate to parents/guardians and appropriate staff the process for 

parents/guardians to notify the school of their child’s medical condition(s), as well as the 
expectation for parents/guardians to co-create, review, and update a Plan of Care with the 
Principal or designate.  
This process should be communicated to parents/guardians at a minimum: 
i. during the time of registration 
ii. each year during the first week of school 
iii. when a child is diagnosed and/or returns to school following a diagnosis; 

 Co-create, review or update the Plan of Care for a student with a common medical 
condition with the parent(s)/guardian(s), in consultation with the school staff (as 
appropriate) and with the student (as appropriate) 
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 Maintain a file with the Plan of Care and supporting documentation for each student with 
a common medical condition 

 Provide relevant information from the student’s Plan of Care to school staff and others 
who are identified in the Plan of Care (e.g., food service providers, transportation 
providers, volunteers, occasional staff who will be in direct contact  with the student), 
including any revisions that are made to the plan 

 Communicate with parents/guardians in medical emergencies, as outlined in the Plan of 
Care 

 Encourage the identification of staff who can support the daily or routine management 
needs of students in the school with common medical conditions, while honouring the 
provisions within the respective collective agreements 

 Maintain appropriate storage of medications or medical devices for students with common 
medical conditions 

 Communicate regularly with school staff and parents/guardians regarding any life-
threatening conditions 

 Inform parents/guardians about relevant Board policies and procedures and encourage 
regular review  

 Ensure, with consent, an updated photo with key emergency information is available to 
staff 

 Ensure replacement teachers have access to the student’s Plan of Care and are familiar 
with the emergency procedures 

 Ensure all staff have received training annually, including training about any prevention 
strategies, recognition of life-threatening situations, emergency protocols and the use of 
any emergency medical interventions 

 Maintain a list of school personnel who have received training 

 Promote supportive learning environments recognizing the need for an accepting social 
climate for students with common medical conditions 

Superintendent of Schools or Designate 
The Superintendent of Schools or designate is expected to communicate, on an annual basis, the 
Board policies on supporting students with common medical conditions to parents/guardians, 
staff, and others in the school community who are in direct contact with students. 

The Superintendent or designate is expected to: 
 Make available training and resources on common medical conditions on an annual basis 
 Develop strategies that reduce the risk of student exposure to triggers or causative agents 

in classrooms and common school areas 
 Develop expectations for schools to support the safe storage and disposal of medication 

and medical supplies, and communicate these expectations to schools and support 
schools in the implementation of the expectations 

 Communicate expectations that students are allowed to carry their own medication and 
supplies to support the management of the student’s medical condition, as outlined in their 
Plan of Care 

 Ensure there is a process at the time of registration for identifying students with common 
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medication conditions 
 Where appropriate, seek the support and advice of community partners and health care 

providers for the purpose of ensuring the safety and well-being of students with a common 
medical condition 

PLAN OF CARE 
A Plan of Care is a form that contains individualized information on a student with a common 
medical condition.  

The Plan of Care for a student with a common medical condition should be co-created, reviewed 
and/or updated by the parent(s)/guardian(s) in consultation with the principal or the principal’s 
designate, designated staff (as appropriate), and the student (as appropriate), during the school 
year (e.g. when a student has been diagnosed with a common medical condition). Health care 
provider information and signature(s) are optional. 

Parents/Guardians have the authority to designate who is provided access to the Plan of Care.   

With authorization from parents/guardians, the Principal or designate should share the Plan of 
Care with school staff who are in direct contact with students with common medical conditions 
and, as appropriate, others who are in direct contact with students with common medical 
conditions (e.g. food service providers, transportation providers, volunteers). 

COMMUNICATION STRATEGIES/PRIVACY AND CONFIDENTIALITY 
Parents/Guardians and school staff should be informed of the measures to protect the 
confidentiality of students’ medical records and information. 

At the beginning of each school year, the following text shall be communicated to all 
parents/guardians in a special letter: 

Re:  Treatment of Students with Identified Medical Conditions 

The School District requires that we maintain uniform, safe and efficient ways of 
dispensing medications at school.  If your child requires medication at school and 
you have not completed the required form, Request for Administration of 
Medication at School, it is imperative that you do so.  This form is available upon 
request from your child's school.  The school cannot administer any medication 
unless this form is completed.  Please have the form completed by the doctor 
prescribing the medication for your child, sign the form yourself and return it to the 
school office as soon as possible. 
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FACILITATING AND SUPPORTING DAILY/ROUTINE MANAGEMENT 

Anaphylaxis Risk Reduction 
The parent(s)/guardian(s) of students with life-threatening allergies and the student him/herself 
have primary responsibility for avoidance of allergens.  It is important to reiterate that the creation 
of allergen-free schools is not possible in our present circumstances.  It is, however, the 
responsibility of the District and of the Principal or designate at each school site to take reasonable 
measures to reduce the risk of exposure to life-threatening allergens. 

The following directions are not intended to be a complete or comprehensive list of measures 
which might reasonably be taken: 
 Trading or sharing of foods, food utensils and food containers in the student's classroom 

is to be discouraged. 
 Students with food allergies shall only eat lunches and snacks which have been prepared 

at home. 
 Hand washing is encouraged before and after eating for all students. 
 Surfaces such as tables and desks where students eat shall be washed clean of potentially 

contaminating foods 
 The use of foods in crafts, cooking classes and special celebrations shall be restricted 

depending on the allergies of students involved. 

All partners in education should be supporting inclusion by allowing students with common 
medical conditions to perform daily or routine management activities in a school location (e.g. 
within the classroom, gymnasium, library, schoolyard; on a school bus; at a field trip location), as 
outlined in the student’s Plan of Care. 

RESPONSE PROTOCOLS AND PRACTICES FOR RESPONDING TO MEDICAL 
EMERGENCIES  
Each school shall have trained staff qualified to provide first aid to students as required. In-service 
training to maintain first aid certification of designated staff will be arranged as required throughout 
the school year. 

Where home care or professional medical care is required, parents/guardians will be notified as 
soon as possible and informed of any intermediate action taken. 

When parents/guardians have been notified they may provide input when necessary to the 
principal or designate. 

When transportation of a sick child or an accident victim is required, the mode of transportation is 
left to the discretion of the Principal or person with supervisory responsibility at that time. When 
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ambulance service is required by schools, the Board will accept billing for the cost of 
transportation to the nearest hospital. 

Supervision and/or Administration of Medication to Children 
Designated staff shall administer medications to students only if the following conditions are met: 
 The medication is required while the student is attending school; 
 A parent/guardian has requested the school's assistance and has signed a release 

concerning administration of medication; 
 The Principal of the school has been notified so that a school plan of action is developed; 
 An employee designated to administer medication to a student has been given appropriate 

child-specific training to support the carrying-out this responsibility; 
 All prescribed medication is to be kept in a secure cabinet along with appropriate 

instructions; 
 Bus drivers may be required to administer allergy medication in emergent circumstances 

only if the bus driver has been given appropriate child-specific training to support the 
carrying-out of this responsibility. 

A "Request for Administration of Medication at School", form (Ministry of Health "Hlth 41"), must 
be completed by the parent(s)/guardian(s) giving all pertinent information concerning their child's 
medication, with the prescribing physician completing the appropriate section of this form. 

Students requiring medication due to a medical problem as outlined on the student's "Request for 
Administration of Medication at School" form, shall have the student’s medication administered 
by the designated school staff. 

The school Principal or designate, will ensure a plan of action is developed for the daily care of 
the student, which shall include: 
 A process for safekeeping and proper labeling of medication, ensuring large quantities of 

medication are not stored in school; 
 Appropriate recording-keeping procedures and other relative information tracking 

measures are in place, understood by all parties, and maintained; 
 Training for all school personnel involved in the administration of medication is undertaken 

and remains current. 

The school Principal or designate shall ensure that: 
 A master list of students who use medication(s) and school staff trained and authorized to 

administer medications, is kept in a prominent place in the school office; 
 Copies of all forms returned by parents/guardians are attached to the students permanent 

record card file; 
 Designated school staff have the necessary training regarding the procedures to be taken 

with a student having a medical condition requiring medication in an emergency situation. 

School staff are not to administer non-prescribed medication or to provide any medical services 
other than first aid, to any student. 
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School staff supervising field trips must be informed of any students requiring medication during 
this period, including the reason for the medication, name of the medication, time(s) medication 
required and dosage; and shall ensure administration of medication and maintain a record of the 
administration. 

AWARENESS TRAINING/RESOURCES 
All staff will be provided with information regarding common medical conditions on an annual 
basis.  

The scope of the information provided to staff includes the following: 

 Strategies/procedures for preventing risk of student exposure to triggers and causative 
agents 

 Strategies for supporting inclusion and participation in school 

 Recognition of symptoms of a medical incident and a medical emergency 

 Information on sources of support available to staff 

 Medical incident response and medical emergency response procedures and protocols  

 Documentation procedures 

Staff directly involved with students who have anaphylaxis will receive training which includes 
instruction in the administration of the ANAPHYLAXIS EMERGENCY ACTION PLAN and training 
for use of the "Epi-pen".  "Epi-pen" training and demonstration for relevant staff shall occur at least 
once per year. 

REPORTING/DOCUMENTATION 
For each incident when a student experiences an anaphylactic reaction at school the Principal or 
designate is required to complete a copy of the ANAPHYLACTIC INCIDENT REPORT FORM.  
One copy is to be retained at school in a central file, one copy in the student permanent file and 
one copy submitted to the District Safe School Coordinator.  

In cases where a student’s anaphylactic reaction has been of a very serious nature (for example, 
where an Epi-pen has been employed and/or the student was transported to hospital) the 
Principal or designate must involve the parent(s)/guardian(s), the staff who were involved in a 
meeting to review the incident and complete the ANAPHYLAXIS INCIDENT REPORT FORM.    

LIABILITY 
The Good Samaritan Act, passed in 2001, protects individuals from liability with respect to 
voluntary emergency medical or first aid services. Subsections 2(1) and (2) of this act state the 
following with regard to individuals: 
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2. (1) Despite the rules of common law, a person described in subsection (2) who voluntarily and 
without reasonable expectation of compensation or reward provides the services described in that 
subsection is not liable for damages that result from the person’s negligence in acting or failing to 
act while providing the services, unless it is established that the damages were caused by the 
gross negligence of the person. 

(2)  Subsection (1) applies to, 
…(b) an individual… who provides emergency first aid to a person who is ill, injured or 
unconscious as a result of an accident or other emergency, if the individual provides the 
assistance at the immediate scene of the accident or emergency. 

APPENDICES:  FORMS 

References: 
 Board Policy 8002:  Student Health – Common Medical Conditions 
 British Columbia Anaphylactic and Child Safety Framework – September 2007 
 Toolkit for Management of Medical Alerts in School Settings 
 Anaphylaxis Protection Order

Dates of Adoption/Amendments: 
Adopted:   2018.12.18 
Amended:   2022.06.28
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Finance & Operations Committee of the Whole Report 
Monday, November 14, 2022 
Via Zoom 
10:30 a.m. 

1. ACKNOWLDEGEMENT OF TRADITIONAL TERRITORIES 

2. PRESENTATION (10 MINUTES) 
There was no presentation; however, it was noted that with the new Board taking office 
and the committee appointments being reviewed, Trustee Elaine Young will be the new 
Chair of the Finance and Operations Committee 

3. PROJECT UPDATES  
a. Oceanside Community Track/Fundraiser

Trustee Young reminded the committee of the upcoming fundraising dance on 
November 25 at 7pm. Director of Operations Munro shared that he will be meeting 
with Koers Engineering and Ross River to review the Track cost estimates. It is 
anticipated that once the revised estimate is completed, the Steering Committee 
will meet to share the progress to date and will include the new Council appointees. 

b. Operations - Prism Report Recommendations
Director of Operations Munro shared that the recommendations from the Prism 
Engineering Report will be included in the capital planning and operational 
planning going into 2023.  He indicated that two Electricians will be hired for a year 
to support this work, highlighting that bringing the work inside will create 
efficiencies. It was also shared that recruitment for a Manager of Operations has 
begun and that it is anticipated to support this and other project work as necessary. 

4. ITEMS FOR DISCUSSION  
a. Mandate Wording – Trustee Young introduced the new wording for the 

Committee’s mandate for discussion. It was shared that with the work of the 
Climate Action Task Force now complete, the Committees of the Whole were 
recognizing the additional context to which matters are presented and discussed. 
There was general discussion regarding the use of the word sustainable vs 
environmental and it was felt that the inclusion of “toward environment 
sustainability” was more reflective of the intention to include these topics into the 
agenda. 

5. INFORMATION ITEM 
a. Dissolution of Climate Action Task Force

Trustee Austin shared that the Climate Action Task Force was being dissolved 
after discussion by the Board. She shared that the original intention was for the 
Task Force work to be short term in nature and to make recommendation of 
embedding Climate Action initiatives into the governance model.  Going forward 
these items would now be supported in the Committees of the Whole structure, 
specifically within the Finance and Operations and the Education agendas. It was 
confirmed that the initiatives and conversations regarding sustainability would 
continue but within the mandates of the Committees of the Whole.  
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b. School District Field Trip Rates 
Secretary Treasurer Amos provided background to the rationale for reviewing 
District rates and fees, citing rising fuel and other costs as pressuring the district’s 
budget.  He noted that transportation fees and facility rental rates were recently 
discussed and forwarded to the Committee for further consideration.   Secretary 
Treasurer Amos explained that field trip rates are charged to schools for use of 
school buses for field trips on a cost recovery model for wages and fuel costs. 
Recognising that these fees have not been reviewed for several years it was 
determined to be time to adjust them accordingly. The new rates will be effective 
January 1, 2023 and will not affect the current District practice of using budget 
funds to subsidize the field trip costs. 

c. 2021-2022 Statement of Financial Information (SOFI) 
Secretary Treasurer Amos reviewed the purpose and statutory nature of this 
report, and the requirement within the Financial Information regulation. 

6. ITEMS FOR RECOMMENDATION TO THE BOARD 
a. Statement of Financial Information 

To receive the Statement of Financial Information (SOFI) Report for the year 
ended June 30, 2022. 

b. Revised Mandate Wording 
To adopt the mandate “to discuss and make recommendations to the Board toward 
environment sustainability and on financial matters and matters pertaining to 
facilities, maintenance, technology and transportation.” 

7. FUTURE TOPICS 

8. NEXT MEETING DATE: 
Monday, January 16, 2023 at 10:30 via zoom 

9. ADJOURNMENT 
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External 
BCSTA Provincial Council 

   Alternate 

Eve Flynn 

Julie Austin 

BCPSEA Representative Council 

  Alternate 

Julie Austin 

Barry Kurland 

Oceanside Building Learning Together (OBLT) Early Years Coalition 

Alternate 

Carol Kellogg 

Elaine Young 

Tribune Bay Outdoor Education Centre Society 

   Alternate 

Elaine Young 

Julie Austin 

Oceanside Community Track Renewal Committee Elaine Young 

Early Learning & Child Care Council of Oceanside (ELCCCO) Julie Austin 

Oceanside Health & Wellness Network Elaine Young 

District Committees
Appeals All Trustees 

Audit Committee All Trustees 

BCPVPA (QDPVPA) Negotiations Barry Kurland 

CUPE Negotiations Committee Julie Austin 

Curriculum Implementation Advisory Committee Eve Flynn 

District Health & Safety Committee 

   Alternate

Carol Kellogg 

Elaine Young 

Board of Education Scholarship Committee TBD yearly 

Education Committee of the Whole 
All Trustees 

Julie Austin - Chair 

Finance and Operations Committee of the Whole 
All Trustees 

 Elaine Young - Chair 

French Language Advisory Committee 

   Alternate

Eve Flynn 

Elaine Young 

Indigenous Education Advisory Committee 

   Alternate

Barry Kurland 

Carol Kellogg 

Long Service/Retirement Committee 
Carol Kellogg 

Eve Flynn 

MATA Grievances TBD as needed 

MATA Negotiations Committee/Mid Contract Modifications TBD as needed 

Policy Committee of the Whole 
All Trustees 

Carol Kellogg– Chair 
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SCHOOL DISTRICT NO. 69 (QUALICUM) 

BOARD OF EDUCATION 2022-2023 

TRUSTEE PHONE LIAISON SCHOOLS

Julie Austin 250-752-4469 
jaustin@sd69.bc.ca

Errington Elementary 

PASS/CEAP 

Eve Flynn 
(Board Chair) 

250-240-2845 
eflynn@sd69.bc.ca

Nanoose Bay Elementary 

École Oceanside Elementary 

Carol Kellogg 250-357-9662 
ckellogg@sd69.bc.ca

Qualicum Beach Elementary 

Kwalikum Secondary 

Barry Kurland 250-927-5805 
bkurland@sd69.bc.ca

Bowser Elementary 

Arrowview Elementary 

International Student Program 

R. Elaine Young 
(Board Vice Chair) 

250-927-0375 
eyoung@sd69.bc.ca

Springwood Elementary 

False Bay School 

Ballenas Secondary 
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