
POLICY COMMITTEE OF THE WHOLE - AGENDA

MONDAY, SEPTEMBER 6, 2022
 1:00 P.M.
via Zoom

Join Zoom Meeting 
https://sd69-bc-ca.zoom.us/j/64999937790?pwd=aU1tL1hVVktzOHlwVlg4VmF3YlBRQT09

Meeting ID: 649 9993 7790 
Passcode: 157141 

Mandate: To Discuss and make Recommendations to the Board on all matters related to Policy 
and By-laws.  

Acknowledgment: We live, play and work on the unceded lands of the Coast Salish Peoples. We 
thank the Snaw-Naw-As and Qualicum Nations for sharing their territory with us.  

1. Introductions of those Present at the Meeting 

2. Items Potentially Going to Second and Third Reading (Intent and philosophy and 
edits) 
 709:  Board of Education Scholarships/Bursaries 

3. Items Potentially Going to Third and Final Reading (Final review including input on 
AP’s) 
 900:  Information Management and Access   

(7144: Student Records subsumed with 900) 
 Bylaw 1 – Board of Education  

4. Next Meeting Date  – Monday, October 17, 2022 via Zoom 
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Context
Students making the transition from Secondary School to a Post-Secondary placement face 
increasing costs. While some students may rely on family resources to assist them, many students 
can not attend due to significant financial barriers. 

Policy Statement
The Board believes that every student should be offered an opportunity to attend a post-
secondary institution should they desire to do so. The Board will set aside an amount for 
scholarships/bursaries annually during the budget process.  

Guidelines
1. Students must be in their graduation year from a school within the School District. 
2. Students must be entering an accredited post-secondary institution within 18 months of 

the award date. 
3. Students will NOT be advised of their selection until the Graduation ceremony.  

Definitions - Scholarships and Bursaries 
Scholarships and bursaries are financial awards offered with the intention of covering further 
educational costs after graduation from high school.  Scholarship winners are typically selected 
through merit, which may include high achievement on class or provincial assessments and/or 
other notable service or leadership.  Bursaries winners are typically selected through need, which 
may include household means and program opportunity.  Criteria for award selection is often 
determined by the donating body in collaboration with school or district staff.  

References 
 Administrative Procedures to Board Policy 709:  Board of Education Scholarships/ 

Bursaries 

Dates of Adoption/Amendments: 
Adopted: 
Amended: 
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Graduating students will be informed of the Board of Education Scholarship/Bursary opportunity 
as a part of their school’s scholarship process.  Policy guidelines will be used as criteria for 
application and selection.  

During budget deliberations, the Board will establish the amount of the scholarship/ bursary.

School Counsellors and/or scholarship committees will assess the applications and provide up to 
three candidates for the interview process.  School Counsellors and/or Scholarship Committees 
may choose to provide a letter of introduction for the candidates selected.  

The Board will establish an interview team composed of: 
1. Two School Trustees (one of whom will facilitate the interview process) 
2. The Director of Instruction (responsible for organizing the interviews) 
3. A member of the management team 
4. A representative of the Principals/Vice-Principals’ Association.  

Candidates will be considered by a combination of the following: 
1. Evidence of economic need that would seriously impede entering post-secondary.  
2. Successful work and or volunteer experience. 
3. Evidence of contribution to their school. 
4. Evidence of contribution to the community or family.  
5. Acceptable academic standing that indicates post-secondary success.   

At the Interview  
1. Students will summarize their educational plans. 
2. Each member of the interview team will ask a (previously selected) question.  
3. Students will be given an opportunity to ask any questions or summarize their reasons for 

applying for this award at the end of the interview.  

After the Interview  
1. Members of the interview team will discuss the applications and interviews  
2. The two School Trustees will make decisions regarding students to be awarded the 

scholarship/bursary.  
3. The Trustee facilitator will share this information with the Executive Assistant so that the 

information goes forward to an In Camera meeting of the Board.  
4. All documents will be returned to the Director of Instruction to be disposed of.  
5. The Director of Instruction will advise School Counsellors/Scholarship Committees of the 

Board’s choices.   

 At the Graduation Ceremonies  
1. The Board will determine the Trustee who will present the award to the student  
2. Clear instructions for accessing the award will be given to the student.  

a. The student will send their proof of enrollment including their post-secondary 
student number to district staff.  

b. Staff will transfer the funds to the student’s account at the post-secondary where 
they are registered.   
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References: 
 Board Policy 709:  Board of Education Scholarships/Bursaries 

Dates of Adoption/Amendments: 
Adopted: 
Amended: 
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Context: 
The Board of Education is committed to meeting its obligations to protect personal information 
from unauthorized access, use and disclosure in accordance with the Freedom of Information and 
Protection of Privacy Act (FOIPPA), The School Act Sections 9 and 79 and Ministerial Order 
M14-91. 

Policy Statement: 
The Board will hold and provide access to student and all other files in full compliance 
with the FOI/POP, School Act and Ministerial Orders. 

Guiding Principles: 
It is the intent of this policy and related administrative procedure (collectively recognized as this 
policy) to: 
The Board will provide clear written direction on the nature of and access to all files which 
will 
a. control the manner in which the School District collects, retains, uses, accesses, discloses 

and disposes of employee and student personal information; 
b. allow any person a right of access to the records in the custody or under the control of the 

School District subject to limited and specific exceptions as set out in FOIPPA; 
c. allow individuals, subject to limited and specific exceptions as set out in FOIPPA, a right 

of access to personal information about themselves that is held by the School District; 
d. allow individuals a right to request corrections to personal information about themselves 

that is held by the School District; and 
e. provide for independent reviews of decisions made by the School District under FOIPPA

and the resolution of complaints under the FOIPPA. 

References: 
 Administrative Procedure I to Board Policy 900:  Information Management and Access
 Administrative Procedure II to Board Policy 900:  Information Management and Access
 Board Policy 5056501:  Acceptable Use of Technology and its attendant Administrative 

Procedure 
 Board Policy 7144:  Student Records and its attendant Administrative Procedure 
 School District 69 Personal Information Directory 
 SD69 File Management Handbook 
 Freedom of Information and Protection of Privacy Act 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96165_00
 The School Act (Section 9) 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96412_02#section9
 And (section 79 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96412_06#section79
 Ministerial Order M14/91 

https://www2.gov.bc.ca/assets/gov/education/administration/legislation-
policy/legislation/schoollaw/e/m14_91.pdf
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Adopted/Amended: 
Adopted: 1980.01.23
Amended:   19.85.07.03:  1987.11.25:  1989.01.25:  1991.02.12: 1996.06.18:  2001.02.27:  

Interim Revision September 2010:  2020.01.28
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1. The purpose of this administrative procedure is to set out how the District will handle 
employee and student personal information. This administrative procedure should be read in 
conjunction with the policy. See appendix 1 for definitions.  

ROLES AND RESPONSIBILITIES  

2. The Secretary Treasurer is recognized as the Privacy Officer for the District and is 
responsible for:  
a) conducting a privacy audit and self-assessment; 
b) developing a privacy policy; 
c) implementing and maintaining a privacy policy 
d) managing privacy training; 
e) responding to requests for access to and correction of personal information; 
f) working with the Information and Privacy Commissioner in the event of an 

investigation. 

3. The Executive Assistant to the Secretary-Treasurer will provide appropriate supports to the 
Privacy Officer. 

4. Employees must:  
a) complete mandatory privacy and information management training; 

b) not alter, copy, interfere with or destroy personal information, except as required;  

c) not disseminate personal information to anyone not covered by a confidentiality 
agreement; 

d) practice safeguarding measures to ensure personal information held by the School 
District is protected from unauthorized access, use and disclosure;  

e) ensure that disclosures of information are made only to those entitled to that 
information;  

COLLECTING PERSONAL INFORMATION  

5. The School District has the legal authority to collect personal information that relates directly 
to and is necessary for its operating programs or activities or as otherwise authorized by 
statute. Personal information will be collected directly from the individual to whom it pertains, 
unless another method of collection is authorized by the individual or the statute.  

6. When the School District collects personal information about students or families, parents / 
guardians should be informed of the purpose for which the information is being collected. 
The parents / guardians of a student must authorize the disclosure of personal information 
for purposes ancilliary to educational programs, such as: 
 newsletter publications; 
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 website postings; 
 video conferencing; 
 social media applications; 
 honour roll lists; 
 team rosters; 
 yearbooks.  

7. Upon their child’s initial enrollment, parents / guardians will complete and submit the form 
entitled Student FOIPPA / Personal Information Consent.   

8. Where a parent or guardian provides consent, the School District will allow the school to 
publish student personal information for purposes such as: 
 recognition of achievement; 
 promotion of events; 
 commemoration of school events.  

This authorization is deemed in effect until the student changes or transitions to another 
school.  

9. Parents / guardians will have the ability to opt out of providing information that is not directly 
related to a student’s educational program or necessary for the School District’s operational 
activities.  

USE OF PERSONAL INFORMATION 

10. Personal information will be used for the purpose for which it was collected or for a use 
consistent with that purpose. Employees should seek clarification from the District Privacy 
Officer if there is uncertainty as to the confidentiality of the information or they need to access 
information for a purpose other than why it was collected.  

RETENTION AND DISPOSAL OF PERSONAL INFORMATION  

11. Personal information must be retained for specific periods of time. See Appendix 2 for the 
records retention and disposal schedule.    

12. Information management must be dealt with in a responsible, efficient, ethical and legal 
manner. The following safeguards, though not an exhaustive list, will assist in protecting the 
privacy of employee and student personal information: 

a) security measures, such as encryption or passwords, must be in place for personal 
information that is electronically stored, printed, or transferred; 

b) all mobile devices, including personal devices, that access or store District data must 
be secured by a password login and have the highest available encryption options; 
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c) passwords must not be shared nor should anyone login to a system using an 
username and password that has not been specifically assigned to them;  

d) locate screen in such a way that it can’t be read by visitors or people passing by; 

e) lock the computer screen when away from your desk; 

f) paper files should be held in locked storage; 

g) personal information should be removed from work areas when not in use; and, 

h) paper files, including notes, reports, letters and emails, containinig personal 
information should be protectively marked as private and confidential.  

13.      Any personal information that is held electronically and is no longer required for     
     administrative, financial or legal purposes must be deleted in their entirety and data  
     storage devices must be fully erased prior to disposal. 

14. Paper files containing employee and student personal information that are due for disposal 
must be securely shredded.  

DISCLOSING PERSONAL INFORMATION  

16. Personal information may be disclosed to an external or third party if the individual who is the 
subject of the information has provided written consent. In the case of a student under the 
age of thirteen, such consent may be provided by the student’s parent or guardian.  

17. Disclosure of personal information is permitted if the information is immediately necessary 
for the protection of the health and safety of an employee.  

18. Consent is not required from a student or parent when information is being disclosed for 
worker safety. If a plan is developed to protect the health and safety of a worker, which also 
affects the health and safety of a student, the parent will be informed, as per the 
requirements of the School Act. However, parental approval is not required to develop and 
implement plans to keep workers safe.  

19. Managers and Principals are required to investigate incidents that caused or could have 
caused injury to an employee, in conjunction with the members of the school or work site’s 
Joint Health and Safety Committee.  

20. Incident report forms contain employee personal information and therefore cannot be 
disclosed to employees outside of the committee, except for the purpose of reporting incident 
to WorkSafe BC.  

21. If student information is used to complete an incident investigation or report, personal 
identifiers must be removed so that the student is not able to be identified.  
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ACCESS TO PERSONAL INFORMATION  

22. Access to any personal information is based on employment duties requiring such access. 
Unauthorised access to information about colleagues, friends, or family is not permitted.  

23. The School District governs the right of access by an individual to their own personal 
information and by the public to any information or records in its custody or control.  

24. Other school districts, government ministries or law enforcement agencies may have access 
to personal information where obtaining this information is necessary for the provision of their 
services.  

25. Requests for access to information, including access to personal information, must be made 
in writing and must provide sufficient detail to enable the School Distrrict, with reasonable 
effort, to identify the records sought. A record of all such transactions must be kept on file. 

STUDENT PERSONAL INFORMATION  

26. Access to student records will be in accordance with Board Policy 7144: Student Records 
and its attendant Administrative Procedure. 

27. Routine requests will be handled at the point-of-contact. Formal written requests will be 
handled by the District Privacy Officer through the office of the Secretary Treasurer. 

EMPLOYEE PERSONAL INFORMATION 

28. Access to personal information may be gained during normal business hours, upon 
appointment and is available to: 
a) the employee, in the presence of a supervisory officer, or the appropriate personnel 

officer; 
b) other parties (e.g. legal counsel of the employee) with the specific written consent of 

the employee; 
c) appropriate Board employees and/or the Board's legal counsel, subject to the 

approval of the Superintendent or designate, or the appropriate personnel officer. 
d) the individual, in the presence of the appropriate manager or a designate; and/or, 
e) other parties (e.g. legal counsel for the individual) with the specific written consent of 

the individual. 

FEES 

29. When fees are to be levied under the Freedom of Information and Protection of Privacy Act 
(FOIPPA) the rates adopted by the Government of British Columbia, as specified in Schedule 
1 (attached) of the Regulation 155/2012 under the FOIPPA, shall be confirmed as the rates 
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used by the School District. Fees shall not be charged to individuals who are accessing their 
own personal information. See appendix 2 for the fee schedule.  

ERRORS OR OMMISSIONS  

30. An applicant who believes there is an error or omission in their personal information may 
request correction of the information in writing to the department responsible for the 
information. The Manager responsible for collecting and retaining the particular type of record 
will be responsible for the correction or annotation of the information, in consultation with the 
District Privacy Officer.  

31. Notification of the correction or annotation must be given to any other public body or third 
party to whom that information has been disclosesd during the one year period before the 
correction was requested.  

32. Any correction, annotation or notification must be documented.  

INVESTIGATION OF COMPLAINTS  

33. Anyone suspecting or aware of the unauthorized collection, use, access, or disclosure of 
student or employee information or other protocol set out in this administrative procedure 
must notify the District Privacy Officer.   

34. All employees, volunteers and third parties are expected to adhere to the confidentiality 
requirements of the School District. Those found to be in violation of this procedure may be 
subject to disciplinary action.  
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References: 
 Board Policy 9000:  Information Management and Access and its attendant Administrative 

Procedure II
 Board Policy 501:  Acceptable Use of Technology and its attendant Administrative Procedure
 Board Policy 7144:  Student Records and its attendant Administrative Procedure
 School District 69 Personal Information Directory 
 Freedom of Information and Protection of Privacy Act
 The School Act (Sections 22, 65, 85)
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Appendix 1 – Definitions 

Personal information  Any information that is about an identifiable individual. Personal 
information may include data such as unique identifiers (social 
insurance number, school records, contact numbers, gender, 
medical history, education, employment, psychiatric history, 
behavioural assessments, personnel evaluations, digital images, 
audio and video recordings, racial or ethnic origins, sexual 
orientation or religious beliefs.  

Contact information  This enables an employee to be contacted at work and includes 
the name, position, business contact number, business address 
and business email.  

Employee personal 
information 

This is any recorded information about an identifiable employee 
(see personal information above) other than contact information.  

Student personal 
information 

This includes personal information (defined above) plus any 
information that identifies a student include a student’s name, 
address, contact number, personal education number (PEN), 
assessments, results, and educational records.  

Record A record is defined as all recorded information in the custody or 
control of the School District regardless of physical format, which is 
collected, created, deposited or held by or in the School District. 
Records include books, documents, maps, drawings, photographs, 
letters, paper or any other thing on which information is recorded 
or stored by graphic, electronic, mechanical or other means.  
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Appendix II – Records Retention and Disposal Schedule 

The principal of the school or the supervisor of the department responsible for the records is 
authorized to destroy the records in accordance with the following schedule.  Records may be 
maintained beyond the scheduled time if the principal or supervisor believes that they have a further 
use or historical or archival value. 

The following retention schedule outlines the minimum amount of time that School District 69 records 
must be retained: 

Board Records 

Board policy Permanent 

Agendas of regular, in-camera and special board meetings Permanent 

List of electors 2 years after the year of creation 

Minutes Permanent 

Notice of meetings 1 year 

Oaths and declaration of trustees Selected Retention

School trustees list While current 

Debenture and bylaw register Permanent 

Debenture and coupons redeemed 6 years after year redeemed 

Annual Report as required by the School Act Permanent 

District publications and newsletters Selected Retention

Information and Privacy 

Freedom of Information requests 2 years after the calendar year of creation 

Requests to review Freedom of Information decisions 5 years after investigation, review, 
inquiry or adjudication is complete and 

order has been issued 

Freedom of Information requests to correct 2 years after the personal information 
personal information has been updated, annotated, or 

request has been transferred 
        to another public body 

Financial Records 
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Annual budget and summary supporting documents Permanent 

Auditor's reports Permanent 

Cancelled cheques 6 years after year of creation 

Cheque duplicates, invoices, requisitions 6 years after year of creation 

Purchase orders 2 years after year of creation

Employee travel claims 6 years after year of creation 

Ministry of Education financial information reports Permanent 

General ledger Permanent 

Invoices billed 6 years after year of creation 

Subsidiary ledgers and journals 6 years after year of creation 

Receipts issued 6 years after year issued 

Bank statements, debit and credit notes 6 years after year of creation 

Deposit books 6 years after year of creation 

Loans, authorization 6 years or term of loan, if longer 

Loans, cancelled notes 6 years after year of creation 

Stop payment orders 1 year after year of creation 

Facilities Records 

Rental of facilities 1 year after year of rental 

Appraisal and inventory records 6 years after year of asset disposal 

Authorization for expenditure of capital funds 6 years after year capital plan completed 

Building plans and specifications 6 years after year of asset disposal 
(with related change, guarantees, bonds 
liens and valuable correspondence) 

Land titles, deeds and plans Permanent
Leases 6 years after expiration of term 
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General Records

General correspondence 2 years after year of creation 

Human Resource Records

Applications 1 year after position is filled 

Job Competitions Selected Retention

Collective Agreements with unions Permanent 

Contracts with individual employees 20 years after the year employment ceases

Teacher-on-Call files 5 years after the year employee 
leaves district 

Individual grievance files Permanent 

Letters of discipline 20 years after the year employment ceases

Personnel file 20 years after the year employment 
ceases 

Seniority lists Permanent 

Unsolicited resumes 6 months 

Violence incident reports 6 years after year of creation 

Employee medical file                                            20 years after the year employment ceases 

Information Systems
User ID's When user is removed from the system 

Insurance Records

Incident Reports 2 years or until finalized 

Claims 6 years after claim settled for adults; 2 years 
after age of majority is reached for individuals 

under 19 years 

Insurance policies While current 
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Payroll Records

Employee payroll files        20 years after the year employee leaves district  

Employee payroll register        20 years after the year employee leaves district 

Employee attendance records 6 years after the year employment ceases 

Purchasing Records

Quotations and relative correspondence 6 years after year of creation 

Purchasing contracts 6 years after year of creation 

Requisitions and purchase orders 6 years after year of creation 

Student Records

Student Information Data Permanent 

Permanent Record Cards 55 years after graduation or withdrawal

Attendance reports and registers Permanent 

Out-of-boundary attendance requests 2 years after decision is made 

Provincial scholarships and district awards Permanent 

Transcript of Marks Permanent 

Teachers' student files While current 

Other student records Useful life of record 

Transportation Data

Student bus registration forms 1 year after year of creation 

Transportation assistance forms 1 year after year of creation 

School bus behaviour report 1 year after year of creation 

School bus video tapes 1 year after year of creation as needed

Vehicle maintenance forms life of bus 

Pre-trip forms 3 months 

Driver time logs 6 months 
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Health and Safety Records  

References refer to the applicable part from the WCB Occupational Health and Safety Regulation 
and/or the Workers Compensation Act.  

Topic  Type of Records Reference Length of 
time

Springhill Board 
Office 

Worksite
/School 

Asbestos   inventory of 
asbestos 
containing 
materials  

 risk 
assessments 

 inspections  
 air monitoring  

6.32(1)  10 years  x 

 corrective 
actions to 
control the 
release of 
asbestos fibres 

 written work 
procedures  

 written 
notification to 
WorkSafeBC of 
abatement 
works  

 training and 
instruction of 
workers  

6.32 3 years  

6 years  

      x 

    x 

Topic  Type of Records Reference Length of 
time

Springhill Board 
Office 

Worksite
/School 

Automotive 
Lifts and 
Hoists 

 inspection 
reports 

 maintenance 
and testing 

12.78 while 
equipment 
in use  

     x 



SCHOOL DISTRICT No. 69 (QUALICUM)

ADMINISTRATIVE PROCEDURES TO BOARD POLICY 9000 900

INFORMATION MANAGEMENT AND ACCESS

Page 13 of 14

95.05.23: Board Policy Review – October 00:  01.02.27: 07.11.27:  14.09.23:  2020.01.28

Biohazardous 
Material  

 worker 
exposures 

 investigation 
reports  

5.59(3) length of 
employment 
plus 10 
years  

    x 

 worker 
education and 
training  

6.41 6 years      x 

Competency 
of equipment 
operators 

16.4 length of 
employment 

    x 

Cranes and 
Hoists 

 inspection 
reports 

 maintenance  

14.14 while 
equipment 
in use  

      x 

Elevated 
Work 
Platforms  

 inspection 
Reports  

 maintenance 
 repairs 
 modifications  

13.163 while 
equipment 
in use  

      x 

Fire Fighting 
Equipment  

 tests 
 inspections  

31.9 while in use        x 

First Aid   injury or illness 
report 

3.19 3 years  
       x  

Hazardous 
Substances  

 inventory  5.98(1) while in use        x 

 exposure 
reports 

 investigation 
reports 

5.59(3)  length of 
employment 
plus 10 
years  

     x  
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Topic  Type of Records Reference Length of 
time

Springhill Board 
Office 

Worksite
/School 

Incident 
Investigation 
Reports  

WC Act 6 years        x 

Joint Health 
and Safety 
Committee 
Meetings  

 meeting 
minutes  

WC Act  2 years        x 

Lead  risk 
assessments  

6.68 while 
current  

      X 

 worker 
exposure 
report 

 health 
monitoring  

 worker training 

6.68 length of 
employment 
plus 10 
years  

    x 

Noise   hearing test for 
each worker 
working in a 
noise 
environment  

7.8 length of 
employment
plus 10 
years  

    x 

 noise exposure 
measurement 
results  

7.8 (2)  while 
equipment 
in use  

        x 

Radiation   surveys  7.43 10 years          x 

Workplace 
Inspections 

WC Act 1 year          x 
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PURPOSE 
A bylaw to provide for procedures for the conduct of general school elections, other trustee 
elections, outline board role, trustee role and code of ethics including process for breaches.. 

I. ELECTION OF TRUSTEES: 
Under the School Act, the Board of Education may, by bylaw, determine various procedures 
and requirements to be applied in the conduct of trustee elections. 

In School District No. 69 (Qualicum), under the School Act, trustee elections in the following 
trustee electoral areas are the responsibility of the Board of Education of School District 
No. 69 (Qualicum): 

No. of Trustees to be elected.              Electoral Areas to be represented 
                              1                                           E of the Regional District of Nanaimo, 

      District of Lantzville 
                              1                                           F of the Regional District of Nanaimo 
                              2                                           G of the Regional District of Nanaimo, 
                                                                           the City of Parksville, 
                                                                           the Town of Qualicum Beach and  
                                                                           E of the Regional District of Powell River
                                                                           (Lasqueti Island) 
                              1                                           H of the Regional District of Nanaimo 

The Board of Education wishes to establish various procedures and requirements under 
the authority of the School Act for trustee elections. 

The Board of Education, in an open meeting of the board, enacts as follows: 

1. Definitions 
The terms used shall have the meanings assigned by the School Act and the Local 
Government Act, except as the context indicates otherwise. 

"Election" means a trustee election. 

"Board" or "school board" means the Board of Education of School District No.69 
(Qualicum). 

2. Application 
This bylaw applies to both general elections and by-elections and to those trustee 
elections carried out by other authorities, except as otherwise indicated. 

3. Resolution of Tie Votes after Judicial Recount
In the event of a tie vote after a judicial recount, the tie vote will be resolved by 
conducting a lot in accordance with the School Act and the Local Government Act. 
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4. Mandatory Advance Voting Opportunities and Local Government Special 
Voting Opportunities
As required by the Local Government Act and the School Act, the mandatory 
advance voting opportunities are established as follows: 
 i. on the tenth day before general voting day; and  
ii. for a trustee election that is the subject of an agreement or agreements 

with the local governments of the Regional District of Nanaimo, the City of 
Parksville, the Town of Qualicum Beach, the District of Lantzville or the 
Regional District of Powell River under which either the local government 
conducts all or part of the trustee election on behalf of the school board, or 
a local government election is conducted in conjunction with the trustee 
election: the date specified for the additional mandatory advance voting 
opportunity - as well as the date, location and voting hours of any special 
voting opportunities -  in the general election bylaw of that local 
government, as it is amended from time to time, shall apply in the trustee 
electoral area or part of the trustee electoral area that is the subject of the 
agreement; 

iii. for a trustee election that is not the subject of an agreement referred to in 
(ii): the third day before general voting day. 

5. Additional Advance Voting Opportunities
As authorized under the Local Government Act and the School Act the school 
board authorizes the chief election officer to establish additional advance voting 
opportunities for each election to be held in advance of general voting day and to 
designate the voting places, establish the date and the voting hours for these 
voting opportunities. 

6. Additional General Voting Opportunities
As authorized by the Local Government Act and the School Act, the school board 
authorizes the chief election officer to establish additional voting opportunities for 
general voting day for each election and to designate the voting places and voting 
hours, within the limits set out in the Local Government Act, for such voting 
opportunities. 

7. Special Voting Opportunities
As authorized under the Local Government Act and the School Act, the school 
board authorizes the chief election officer to establish special voting opportunities  
for each election and to designate the location, the date and the voting hours, 
within the limits set out in the Local Government Act, for such special voting 
opportunities. 

8.   Public Access to Election Documents 
The Board authorizes posting of nomination documents of trustee candidates on 
the website of School District No. 69 (Qualicum) until 30 days after declaration of 
the election results.  
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9.   Public Access to Election Documents Cont. 
i   The Board authorizes but does not require chief election officers to post 

nomination documents of trustee candidates for public access on any or all 
of websites of the City of Parksville, Town of Qualicum Beach, Regional 
District of Nanaimo and Regional District of Powell River, until such time as 
established by the bylaws of the relevant local government.  

ii.   The Board authorizes posting of trustee candidates’ campaign financing 
disclosure statements and declarations and supplementary statements and 
declarations on the website of School District No. 69 (Qualicum) until one 
year from general voting day.  

iii. The Board authorizes but does not require chief elections officers to post 
campaign financing disclosure statements for public access on any or all 
of websites of the City of Parksville, Town of Qualicum Beach, Regional 
District of Nanaimo and Regional District of Powell River, until such time as 
established by the bylaws of the relevant local government. 

II. BOARD ROLE: 
As the corporate body elected by the voters, the Board of Education is responsible for the 
development of goals and policies to guide the provision of educational services to 
students attending District schools and programs, in keeping with the requirements of 
government legislation and the values of the electorate. 

SPECIFIC AREAS OF RESPONSIBLITY 
1. Accountability to Governments 

The Board shall: 

1.1 Act in accordance with all statutory requirements of federal and provincial 
legislation to implement educational standards and policies. 

1.2 Perform Board functions required by governing legislation and existing 
Board policy. 

2. Accountability to and Engagement of Community 

The Board shall: 

2.1 Make decisions that address the needs and demands of the district. 
2.2 Establish processes and provide opportunities for community input 

including all stakeholders and rights holders
2.3 Communicate the district strategic plan, and achievements of students and 

staff to the community, at least annually. 
2.4 Develop procedures for and hear appeals as required by statute and/or 

board policy. 
2.5 Provide for two-way communication between board and stakeholder 

groups. 
2.6 Meet regularly with municipal governments and other educational/public 

service or business governing authorities to achieve educational ends. 
2.7 Model a culture consistent with district values. 
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3. Planning 

The Board shall: 

3.1 Provide overall direction for the district by establishing a vision, values 
and strategic issues to be addressed. 

3.2 Develop and approve the district’s long term strategic plan. 
3.3 Annually set district goals and key results, aligned with the district’s 

strategic plan 
3.4 Monitor progress toward the achievement of student outcomes and other 

desired results. 
3.5 Annually evaluate the effectiveness of the district in achieving established 

goals and desired results. 

4. Policy 

The Board shall: 

4.1 Identify the purpose to be achieved and the criteria for a new policy. 
4.2 Make the final decision as to the approval of all policy statements. 
4.3 Evaluate policy impact to determine if policy has created the desired 

change. 
4.4 Determine policies and bylaws which outline how the board is to function. 
4.5 Monitor policy changes and seek input on those changes. 
4.6 Delegate authority to the superintendent and define commensurate 

responsibilities. 

5. Board/Superintendent Relations 

The Board shall: 

5.1 Select the superintendent 
5.2 Provide the superintendent with clear corporate direction. 
5.3 Delegate in writing, administrative authority and identify responsibility 

subject to the provisions and restrictions in provincial legislation and 
regulations. 

5.4 Evaluate the superintendent and review compensation in accordance with 
the superintendent’s contract. 

5.5 Respect the authority of the superintendent to carry out executive action 
and support the superintendent’s actions which are exercised within the 
delegated discretionary powers of the position. 

6. Political Advocacy 

The Board shall: 

6.1 Address external issues in a manner consistent with district values. 
6.2 Make decisions regarding British Columbia School Trustee Association 

(BCSTA) and British Columbia Public Sector Employees’ Association 
(BCPSEA) issues. 

6.3 Advance district positions and priorities through relevant provincial 
organizations and associations. 

6.4 Educate and inform the public 
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7. Board Development 
The Board shall: 
7.1 Annually evaluate the Board’s effectiveness. 
7.2 Annually develop a Board development plan aligned with District priorities. 

8. Fiscal Accountability 

The Board shall: 

8.1 Approve process and timelines for budget deliberations. 
8.2 In collaboration with the superintendent, identify assumptions and draft 

priorities for the creation of the annual budget. 
8.3 Approve the annual budget which aligns with key goals and the strategic 

plan. 
8.4 Annually approve the district’s facilities planning document. 
8.5 Annually appoint or reappoint the auditor and approve the terms of 

engagement. 
8.6 Review annually the audit report and management letter. 
8.7 Provide direction regarding the mandate for local employee negotiations. 
8.8 Make decisions regarding ratification of memoranda of agreement with 

bargaining units. 
8.9 Approve the acquisition and disposition of district land and buildings. 
8.10 Approve tender selection for contracts over $50,000 (fifty thousand 

dollars) 
8.11 Approve construction projects in excess of $500,000 (five hundred 

thousand dollars) 

9.  Selected Responsibilities
9.1    Establish parameters for early retirement incentive plans. 
9.2  Approve local school calendars, as requested in accordance with 

legislation. 
9.3 Approve Board/Authority Authorized Courses 
9.4 Hear appeals on the reconsideration of resource materials which are 

challenged. 
9.5  Approve the naming of educational facilities and land. 
9.6  Recognize students, staff and community members. 
9.7 Approve school catchment areas. 
9.8 Approve transportation service level changes. 
9.9 Approve District partnerships. 

III. ROLE OF THE TRUSTEE: 
As members of the corporate board, trustees are accountable to the public for the 
collective decisions of the board and for the delivery and quality of educational services.  
A trustee must serve the community as an elected representative, but the trustee’s primary 
task is to act as a member of a corporate board.  A trustee acting individually has only the 
authority and status of any other citizen in the district. 
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Specific Responsibilities:  

1. Support the decision of the Board and monitor progress to ensure decisions are 
implemented. 

2. Strive to develop a positive and respectful learning and working culture both within 
the board and the district. 

3. Become familiar with, and adhere to, the Trustee Code of Ethics. 

4. Bring to the attention of the Board any issues that may significantly affect the 
District, and interpret the needs of the community to the board. 

5. Refer queries, issues or problems raised by a parent or community member about 
a teacher or classroom, to the teacher or about a principal or a school, to the 
principal and, where appropriate, inform the Superintendent or designate.  Also 
refer to School District 69 Board Policy 6005:  Resolution of Concerns. 
710:Resolution of Student and Parent Complaints.

6. Act as a liaison to assigned schools according to purpose and parameters as 
outlined in Liaison Schools- Purpose and Parameters document. 

7. Keep the Board and the Superintendent informed in a timely manner of matters 
coming to his/her attention that might affect the district. 

8. Provide the Superintendent with counsel and advice, giving the benefit of the 
trustee’s judgment, experience and familiarity with the community. 

9. Come prepared to board meetings, participate in, and contribute to, the decisions 
of the board in order to provide the best solutions possible for the education of 
children within the district. 

10. If a personal disagreement arises between a member of the team and another 
member, a one to one meeting between the two should be arranged to deal with 
and resolve the disagreement. 

11. If there is any doubt about contacting employees of the district, the Superintendent 
or the Secretary Treasurer should be contacted first. 

12. Strive to develop a positive and respectful learning and working culture both within 
the board and the district, based on collaboration and transparency. 
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IV. TRUSTEE CODE OF ETHICS: 
1. It is vital that the Board of Education commits itself and its members to conduct 

which is appropriate and ethical.  All personal interactions should be respectful and 
should acknowledge the worth of each person. 

2. In compliance with the B.C. Human Rights Code, trustees will endeavor to ensure 
that all schools in School District 69 (Qualicum) provide the best quality education 
possible for all of our students regardless of their ability, sex, sexual orientation, 
gender identity or expression, creed, social standing or any physical or mental 
disability conditions. 

3. Trustees must devote time, thought and study to the duties and responsibilities of 
being a trustee so as to be able to render effective and competent decisions. 

4. Trustees must work together to communicate to the electorate the facts about our 
schools. 

5. Trustees as individuals have no Board authority. All relationships must be 
conducted based on this fact. Media interviews must be handled by the Board 
Chair, Vice-chair or Superintendent unless expressly delegated to the individual 
trustee. 

6. All in camera business is to be kept strictly confidential.  

7. Trustees must respect the Superintendent’s responsibility for the day-to-day 
administration of the district. 

8. Trustees are expected to refer all complaints and criticisms to the proper process.  

9. The board as a whole has to take responsibility to resolve potentially dysfunctional 
situations and strive to build dynamics that demonstrate: 

9.1 A commitment to collaborative decision-making 
9.2 A commitment to doing the homework and sharing responsibility 
9.3  A commitment to contributing to public meetings in a way that earns public 

confidence in the work of the Board 
9.3 A commitment to put the good of the school system before individual 

political agendas 
9.4 A commitment to focus at least as much on assessing the value of 

initiatives as in controlling costs 

PROCEDURE FOR BEHAVIOUR CONTRARY TO THIS BYLAW: 

1. Trustees are expected to abide by all policies and will be subject to the same 
procedures as all other board employees and contractors . 
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2. The Board may take action against a trustee to protect its dignity, integrity and 
proper function.   

3. The Board has an obligation to act fairly and to provide procedural protections 
based on the level of severity of the breech.  

4. Procedural protection may range from a report to the board, to a formal censure 
process, judicial review and appeal to the Ombudsperson,  

REFERENCES: 

Board of Education School District 69 Bylaws and Policies 
https://www.sd69.bc.ca/Board/Policies-and-Bylaws/Pages/default.aspx#/= 

The School Act Part 4  
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96412_04#part4 

The Local Government Act
https://www.bclaws.gov.bc.ca/civix/document/id/lc/statreg/r15001_00

DATES OF ADOPTION AND AMENDMENTS: 
Adopted:  January 1999 
Amended: August 2002, October 2005, September 2008, May 2014, February 25, 2020 
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V. TITLE 
This bylaw may be cited as "School District No.69 (Qualicum) Board of Education Bylaw 
No.1. " 

Read a first time this 1st day of November 2019. 

Read a second time this 28th day of January 2020. 

Read a third and final time, passed and adopted this 25th day of February, 2020. 

Signed copy on file  

________________ 
CHAIRPERSON OF THE BOARD 

________________ 
SECRETARY TREASURER  


