POLICY COMMITTEE OF THE WHOLE - AGENDA

MONDAY, NOVEMBER 14, 2022
1:00 P.M.
via Zoom

Facilitator: Trustee Carol Kellogg

Join Zoom Meeting
https://sd69-bc-ca.zoom.us/j/67663447902?pwd=U1ItRU5|YitzZSmI20HFBckVmeVhpZz09
Meeting ID: 676 6344 7902
Passcode: 274668

AGENDA

ACKNOWLEDGEMENT OF TRADITIONAL TERRITORIES
INTRODUCTIONS

DISCUSSION:

Mandate:

To discuss and make recommendations to the Board on all matters related to Policy and
Bylaws

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

REVIEW OF REVISED ADMINISTRATIVE PROCEDURES
- 600 Series: Instruction

- 700 Series: Student Services

- 800 Series: Health and Safety

REVIEW OF SUGGESTED ADMINISTRATIVE PROCEDURES TO RESCIND

- 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

FUTURE TOPICS

NEXT MEETING DATE
Monday, January 15, 2022 via Zoom
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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.

informationreceived-verbally orinwritten-orelectronicform--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.

insuch-a-way-that:

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.
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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.

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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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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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 Strateqy
. 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

Culpable Absence

Non-Culpable Absence

Accommodation

Inclusive Workplace

Undue Hardship

Modified Duties

Alternate Duties

Restrictions

Limitations
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APPENDIX 1 — DEFINITIONS
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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.

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.

Failure to be present at work due to factors over which the employee

has little or no control, including but not limited to:

o physical or mental illness, injury or mental conditions including
those constituting disability for which accommodation is required
under the BC Human Rights Code;

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

e 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.

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.

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

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 unigque and assessed individually. A
claim of undue hardship must be supported with facts and an analysis
of options.

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

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

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

Describes the level of ability and the activity that a person is able to
tolerate.
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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-preciseproceduresfor-the
repotting-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.
b.
c.

d.

Activities within offices, staff rooms, classrooms, lunch rooms and other District property
Events associated with and including extra-curricular activities

Situations outside of District operated premises e.g., field trips, work-related conferences,
training sessions, travel, community events or social gatherings

Activities in other locations where workplace bullying and harassment may have a
subsequent impact on the work relationship, performance or environment
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References:

Administrative Procedures to Board Policy 604: Werkplace 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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INSTRUCTIONS FOR HANDLING THIS FORM

Place this form in a sealed envelope marked “PRIVATE AND CONFIDENTIAL” and forward as
outlined above for a Step 3 investigation.
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Purpose
These Administrative Procedures are written in support of Policy 700: Safe, Caring, and Inclusive

School Communities.

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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Strategies are to be in place for active teaching and promotion of the behavioural expectations
outlined in the Code of Conduct.

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

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

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 15" of each school year (attached form).

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

The school's Code of Conduct shall be posted publically.

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.
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SCHOOL DISTRICT No. 69 (QUALICUM)
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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.

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.

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

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 Schoo/ 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.

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.

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.

Any recommended suspension of longer than five (5) school days must be in accordance with
Section 85(2)(d) of the Schoo/ 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.

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:

e Board Policy 701: Student Discipline

o Board Policy 700: Safe, Caring and Inclusive School Communities
e The School Act: Sections 26, 85(2)(c)(ii), 85(2)(d)

e 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.

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.

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:

o the operating capacity of the school as defined by the Ministry of Education

o staff assigned to a school by the District

o the physical space in which instructional programs operate in the school

o 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:

o catchment area child who attended the school during the previous school year
o other catchment area child

o non-catchment area child

o non-school district child

Students who reside within a defined school catchment area will be given placement
priority up to September 30" 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 30" 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.



@ba\vl\';;'?:;::f" SCHOOL DISTRICT No. 69 (QUALICUM)

o
S

ADMINISTRATIVE PROCEDURES TO BOARD POLICY 704

STUDENT CATCHMENT AREAS/CROSS BOUNDARY TRANSFERS/
DISTRICT BUS TRANSPORTATION

Page 3 of 3

* 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 Enroliment 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.

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.

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 enwronment for students or an invasion of the prlvacy of parents or teachers

learmng—pteg%ams—m—seheels— Recognlzed charltable organlzatlons and agenaes 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.
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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:
o Board Policy 708: Emergency Preparedness
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o District Emergency Procedures

Dates of Adoption/Amendments:
Adopted: 1994.04.26
Amended: 1996.11.26: 2011.05.24: 2018.02.27: 2022.05.24
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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

CHWEF Radio (“The Wolf" — 106.9 FM) Nanaimo

CKWYV 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 designhate 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
S0 advise the General-Manager Director of Operations. After discussion with the GeneralManager
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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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:

o 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;

o 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);

o clarify the issue(s);

o develop an appreciation and understanding of each other’s point of view; and,
o 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:

o gather information and evidence;

o record the Complaint or allegations and/or investigate the Complaint;

. attempt to facilitate resolution; and,

o 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);

o 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:

o contact or meet with the Complainant and Respondent;

o receive further information or evidence or investigate;

. attempt to facilitate a resolution;

o make a decision concerning the appropriate resolution or remedy or, where appropriate,

confirm, rescind, vary or modify the decision under review;
o 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:

o Board Policy 710: Resolution of Parent and Student Complaints

o Board Bylaw 5: Parent/Student Appeals to the Board of Education
o 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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Figure 2:
Student Issues/Discipline
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Notice of Complaint

Name of Individual Raising the Concern:

(Please Print)

Phone # :

Email:

Date Submitted:

School or Work Site Where Concern Originated:

Others involved in this situation:

Please describe the situation/issue you are concerned about. Please be brief and factual; if you
require assistance, please contact the DPAC president. Use the back side of this form if
necessary and where appropriate, please name the persons involved in this issue.

In chronological sequence, please outline, in note form, the actions you have taken up to now in
an attempt to resolve this problem.

Signature of Individual Raising Concern:

Date this form was completed:
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For Facilitator Use Only - Process for Resolution of Concerns Form

Name of Facilitator:

Position:

Dates of Meetings/Contact:

Page 7 of 7

Measures Undertaken to Resolve the Matter

O Resolved

Decisions, Remedies and/or Outcomes:

O unresolved

Matter referred to:

OO Superintendent or Designate

Date:

Copies to:

e  Superintendent

e Senior Staff the matter is referred to
e  Supervisor's file

e Individual raising concern
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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:
Occupational Health and Safety policy;

regular inspections;

a

b

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. end_eavor 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;

SCHOOL DISTRICT No. 69 (QUALICUM)
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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.

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);

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);

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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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.
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 edu_cation, 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;
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;
comply with the School District’'s health and safety rules;
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.

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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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.
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WHAT CANYOU- DO TOHELP?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 anarm'’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-DOIF-YOU-ARE-SENSHHIVETOFRAGRANCE 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, andthe
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/NVICE 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 afair, 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:

References:

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.

o Board Policy 804: Physical Restraint and Seclusion of Students

o Board Polcy 700: Safe, Caring and Inclusive School Communities

e BC Ministry of Education and Child Care Provincial Guidelines for Physical Restraint and
Seclusion in School Settings

Dates of Adoption/Amendments:

Adopted:
Amended:

2018.11.27
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)

Q) General Manager of Operations (in a sealed envelope)
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