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PREAMBLE 

This Board Policy Handbook has been developed to highlight and support the very 
important governance function of the Board. In addition to clearly defining the role of the 
Board, the role of the Superintendent and the delegation of authority from the Board to 
the Superintendent, it includes the following as policies: 

 

1. Foundational statements, which provide guidance and direction for all activities 
within the District. 

2. Directions for how the Board itself is to function and how individual Trustees are to 
conduct themselves; how Board committees and representatives are to function. 

3. Statements as to how appeals and hearings will be conducted. 
4. Non-delegable matters such as school closures and policy-making. 
5. Specific matters, which the Board has chosen not to delegate to the Superintendent. 

 

This Board Policy Handbook is intended to be supplemented by an Administrative 
Procedures Manual; the primary written document by which the Superintendent directs 
staff. The Manual must be entirely consistent with this Handbook. 

 
The development of two separate and distinct documents is meant to reinforce the 
distinction in this District between the Board’s responsibility to govern and the 
Superintendent’s executive or administrative duties. 

 
It is to be noted that the electronic versions of both the Board Policy Handbook and the 
Administrative Procedure Manual as well as any other handbooks/manuals referenced 
are always the most current documents available. 
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Policy 1 

DIVISION FOUNDATIONAL STATEMENTS 
 
 

Vision Statement 

Inspire and engage students for life-long learning. 

Mission Statement 

The Fort McMurray Public School Division is a learning community dedicated to educating all students 
for personal excellence. 

Motto 

Doing What’s Best For Kids 

Belief Statements 

1. We believe in achieving high standards for all students. 
2. We believe parents and/ or a child’s family are partners in student learning. 
3. We believe in safe and caring educational environments. 
4. We believe in developing responsible and productive citizens 
5. We believe in the development of lifelong learners. 
6. We believe in inclusive education. 
7. We believe in being accountable for results for student achievement 
8. We believe in continuous improvement of the professional expertise and competence of our 

staff. 

Division Logo 

The Board believes that a standard logo is important for corporate identification and to show unity 
within the Division. 

The Fort McMurray Public School Division logo, which includes the operational name, shall be used 
for corporate identification and promotional purposes. 

The design is to be reminiscent of a blackboard and a computer screen, tools of education past and 
present. The apple is a traditional symbol of a happy relationship that exists among teachers, children 
and families. The background color green symbolizes growth in the educational development of the 
children fostered by the public education system. 

The division continues to use the logo for corporate identification and promotional purposes in a 
simplified form with the background and colours removed. 
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Amended: February 19, 2020, September 29, 2021 
Legal References: Section 3, 7, 11, 18, 40, 52, 53, 67 Education Act 
 Guide to Education ECS to Grade 12 

Policy and Requirements for School Board Planning and Reporting 
School Authority Planning and Reporting Reference Guide 
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Policy 2 

ROLE OF THE BOARD 
 
 

As the corporate entity established by provincial legislation and given authority by the Education Act 
and attendant Regulations and the corporate body elected by the electors that support Fort McMurray 
School Division, the Board of Trustees shall provide overall direction and leadership to the Division. It 
is accountable for the provision of appropriate educational programs and services to resident students 
of the Division to enable their success, in keeping with the requirements of government legislation and 
the values of the electorate. 

The Board is therefore charged with the responsibility of providing an education system that is 
organized and operated in the best interests of the students it serves. It exercises this responsibility 
through setting of clear strategic direction and the wise use of resources. 

Specific Areas of Responsibility 

1. Accountability for Student Learning 
1.1 Provide overall direction for the Division by establishing vision, mission and values. 
1.2 Annually approve the process and timelines for the refinement of the Three-Year 

Education Plan. 
1.3 Identify Board priorities at the outset of the annual Three-Year Education planning 

process. 
1.4 Monitor the effectiveness of the Division in achieving established priorities, desired 

results and key performance indicators, through the Alberta Education Assurance 
Measures (AEAM) and other administrative reporting. 

1.5 Annually approve the “rolling” Three-Year Education Plan/Annual Education Results 
Report for submission to Alberta Education and for distribution to the public. 

 
2. Community Assurance 

2.1 Make informed decisions that are in the best interest of the Division and that 
consider community values and represent the interests of the entire Division. 

2.2 Inform the community about Division programs, needs and desires. 
2.3 Establish processes and provide opportunities for community engagement. 
2.4 Report Division outcomes to the community at least annually. 
2.5 Convene a meeting for Networks at least twice yearly. 
2.6 Develop appeal procedures and hold hearings as required by statute and/or Board 

policy. 
2.7 Model a culture of respect and integrity. 
2.8 Maintain transparency in all fiduciary aspects. 

 
3. Accountability to Provincial Government 

3.1 Act in accordance with all statutory requirements to implement provincial standards 
and policies. 

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

 
4. Fiscal Accountability 

4.1 Approve budget assumptions/principles and establish priorities at the outset of the 
budget process. 

4.2 Approve the annual budget and allocation of resources to achieve desired results. 
4.3 Approve annual fees for instructional resources, transportation and tuition. 
4.4 Approve expense reimbursement rates. 
4.5 Approve substantive budget adjustments when necessary. 
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4.6 Monitor the fiscal management of the Division through receipt of at minimum three 
yearly variance analyses and year-end projections. 

4.7 Receive the Audit Report and management letter and ensure recommendations 
approved by the Board are implemented in a timely manner. 

4.8 Approve annually the Three-Year Capital Plan for submission to Alberta Education. 
4.9 Approve borrowing for capital expenditures within provincial restrictions. 
4.10 Set the parameters for negotiations after soliciting advice from the Superintendent and 

others. 
4.11 At its discretion, ratify Memorandum of Agreement with bargaining units. 
4.12 Review annually signing authorities for the Division to ensure appropriate control 

measures are in place. 
4.13 Approve transfer of funds to/from reserves in conjunction with budgets and audited 

financial Statements. 
4.14 Annually review investment parameters. 
4.15 Ensure programs and services are identified for review to test the relevancy, 

effectiveness and efficiency of the programs against desired outcomes. 
 

5. Board/Superintendent Relations (“First Team”) 
5.1 Select the Superintendent and notify the Minister. 
5.2 Provide the Superintendent with clear corporate direction. 
5.3 Delegate, in writing, administrative authority and identify responsibility subject to 

provisions and restrictions in the Education Act. 
5.4 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. 

5.5 Demonstrate respect, integrity and support, which is then conveyed to the staff and the 
community. 

5.6 Annually evaluate the Superintendent, in accordance with a pre-established 
performance appraisal mechanism. 

5.7 Approve the Superintendent’s contract and any amendments thereto. 
5.8 Annually review compensation of the Superintendent. 

 
6. Board Development 

6.1 Develop a plan for governance excellence in fiduciary, strategic and generative 
engagement modes. 

6.2 Encourage individual trustees to participate in conferences and other activities to 
further develop Board and trustee effectiveness. 

6.3 Annually evaluate Board effectiveness in meeting performance indicators and 
determine a positive path forward. 

7. Policy 
7.1 Identify how the Board is to function. 
7.2 Establish policies. 
7.3 Monitor policy currency and relevance. 

 

8. Political Advocacy 
8.1 Act strategically as an advocate for public education and the Division. 
8.2 Participate in local, provincial and national advocacy processes. 
8.3 Reinforce local, provincial and national positions with media and members of the 

regional council, legislature and parliament. 
8.4 Identify issues for advocacy on an ongoing basis. 
8.5 Annually develop a plan for advocacy including focus, key messages, relationships 

and mechanisms. 
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8.6 Promote regular meetings and maintain timely, frank and constructive communication 
with locally elected officials. 

8.7 Arrange meetings with elected provincial, municipal and federal government officials 
to communicate and garner support for education. 

 

Selected Responsibilities 

       9.  The Board shall: 

9.1 Approve of disposition of land and buildings; ensure titles to or enforceable long-term  
interests  in land are in place prior to capital project construction. 

9.2  Approve school attendance areas. 

9.3  Approve alternate programs 

9.4  Name schools and other Division-owned facilities. 

9.5  Approve the Division school-year calendar(s). 

9.6  Provide for recognition of students, staff and community. 

9.7  Make a recommendation to the Minister for dissolution of a School Council. 

9.8   Approve joint-use agreements. 

9.9   Approve locally developed courses. 

9.10   Hear unresolved complaints of discrimination or harassment. 

9.11   Approve all international field trips. 

 

 
Amended: September 29, 2021, January 26, 2022 

Legal References: Section 11, 33, 34, 52, 53, 60, 62, 67, 138, 139, 222, 227, 229 Education Act 

Cross References: Borrowing Regulation 

Disposition of Property Regulation 

Investment Regulation 

School Fees Regulation 

Early Childhood Services Regulation 

Policy 8 Board Committees 

Policy 10 Policy Making 

Policy 12 Role of the Superintendent 

AP 110 School Councils 

AP 260 Field Trips and Excursions 

AP 513 Expense Reimbursements 
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Policy 2 

APPENDIX A 
 

BOARD ANNUAL WORK PLAN 
 

 

 

Regular Board Meeting Agenda Items (if scheduled) 
 
 

 

● Submit ASBA Awards Nominations (September Deadlines) 

● Review Staffing Report 

● Review Preliminary Enrollments 

● Review Yearly Advocacy Plan 

● Review Actions from Board Evaluation 

● Approve Annual Board Development Plan 
 
 
 
 

 

● Review September 30 Enrolment Report 

● Prepare for ASBA/PSBAA Fall General Meetings 

● Review Student Accountability Report Including Results of GOLD/PAT’s and DIP’s/SLAs 

● Review Alberta Education - Modular Classroom Submission 

● Partners in Education Appreciation Event 

● Election Year Organizational Meeting 

● Highlight Trustee Development Opportunities 
 
 
 
 

August 

September 

October 

November 
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● Review Accountability Pillar Report and Surveys 

● Approve Annual Education Results Report (AERR) - Approve Key Results and Priorities 

● Approve Audited Financial Statement 

● Receive Auditors Report 

● Approve Fall Budget Update 

● Review Alberta Education Enrollment Forecast Report for Submission 

 
Note December is an alternate for Audit and budget pending timing of ASBA or late updates 

from the government. 

 

 

● Review Financial Update (1 of 3) 
 
 

 

● Stakeholder Engagement to Inform Budget and Calendar Priorities 

(Leaders/ATA/CUPE/Networks) 

 

 

● Set Negotiations Strategies if applicable 

● Review Stakeholder Engagement Results on Budget and Calendar Priorities 

● Approve annual fees for instructional resources, transportation and tuition 

● Review Budget Assumptions 

● Review Draft Calendar Assumptions 

● Review Investment Parameters 

December 

January 

February 
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● Appoint District Auditor 
 
 
 
 

 

● Review and Approve Division Calendar 

● Approve Edwin Parr Teacher Recommendation 

● Review Financial Update (2 of 3) 

● Review and approve Capital and Facilities Plan 
 
 
 
 

 

● Review SGM proposed motions for ABSA and PSBAA 
 
 
 
 

 

● Conduct Superintendent of Schools Evaluation 

● Conduct Board Evaluation 

● Preliminary Budget Approval and Transfer of Reserves 

● Review School Education Plans 

● Approve Annual Division Education Plan & Submit to Alberta Education 

● Approve Yearly Advocacy Plan 

● Select Visual Art Award Recipient 
 
 
 
 

 

● Organizational meeting, except in an election year 

March 

April 

May 

June 
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● Set meeting schedule for the following year (in an election year the schedule will be a draft 

pending approval by the new Board) 

● Approve Superintendent Evaluation Report 

● Approve Board Evaluation Report 

● Review Financial Update (3 of 3) 

● Review Management Compensation Committee Report 

● Review Board Work Plan for the following year 

● Schedule Board/Admin Planning Session and Set Agenda 
 
 
 
 

 

● ASBA Zone, PSBC meetings 

● Policy Review as needed 

● Hearings as Needed 

● Approve Locally Developed Courses 

 
 
 
 
 
 

Amended: April 25, 2018, February 19, 2020, September 29, 2021 
Legal References: Local Authorities Election Act, 

Results Based Budgeting Act 
Borrowing Act 
Disposition of Property Regulation 
Investment Regulation 
School Fees Regulation 
Early Childhood Services Regulation 

Cross References: Policy 2 

Policy 2 Appendix B 

Selected 
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Policy 2 – Appendix B 

FACILITATED BOARD SELF-EVALUATION PROCESS 
 
 

 Process  

The annual Board self-evaluation process shall be completed subsequent to the Superintendent 
evaluation process described in the appendix to Policy 12 and entitled, Superintendent/CEO Evaluation 
Process, Criteria and Timelines. The two evaluation processes are complementary in nature. 

 Purpose  

The purpose of the facilitated Board self-evaluation is to answer the following questions: 

1. How well have we fulfilled each of our defined roles as outlined in Policy 2 during the evaluation 
period? 

2. How do we perceive our interpersonal working relationships? 
3. How well do we receive input and how well do we communicate with those we represent? 
4. How well have we adhered to our annual Board work plan as defined in Policy 2 Appendix A? 
5. How well do we perceive we are performing as a corporate entity in terms of fiduciary, strategic, 

generative and ethical governance? 
6. How would we rate our Board-Superintendent relations? 
7. How well have we adhered to our governance policies? 
8. What have we accomplished this past year? How do we know? 
9. Determine Board goal(s) for the coming year 

The answers to these questions provide the data for the development of a positive path forward. 

 Evaluation principles  

The following principles form the basis for the Board self-evaluation process. 

1. A learning organization is focused on the improvement of practice. 
2. A commitment to continuous improvement is a sign of organizational health. 
3. An effective evaluation process provides for growth and accountability. 
4. The annual Board evaluation process shall model the Board’s commitment to principles 1-3. 
5. A pre-determined process for evaluation strengthens the governance function, builds credibility 

for the Board and fosters a positive Board-Superintendent relationship. 
6. An evidence-based approach provides objectivity to supplement the subjectivity involved in 

evaluation processes. 

 Context  

The Board is a corporate entity created by provincial legislation and given authority by the Education 
Act and the attendant Regulations. It is comprised of trustees elected in accordance with the Local 
Authorities Election Act. The Board exercises its authority through a democratic process. As governors 
of a Public school division, the Board has a dual role; the Board is accountable to the Minister of 
Education through the Education Act and to its electorate. 

The Board is charged with the responsibility of providing, for its students and their parents, an education 
system organized and operated in their best interests. It exercises this responsibility through setting of 
clear strategic direction and the wise use of resources. 
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 Facilitated Board Self-Evaluation Components  

Part 1: The Act provides the Board with significant authority, including the authority to delegate. The 
Board must decide the authority it wishes to delegate and the authority to be retained. The Board is the 
only body in the division which can hold the Board accountable for performing its legally defined role. 

With reference to Policy 2 Role of the Board, Policy 2 Appendix A, Annual Board Work Plan and the 
minutes from Regular and Special meetings held during the evaluation period trustees will assess the 
corporate Board’s effectiveness relative to each role area. The objective is to identify areas of strength 
on which to build and specific changes the corporate Board is committed to make during the next 
evaluation period. 

Evaluation Tool: Collect, collate and analyze Trustee responses to a Role of the Board questionnaire. 

Part 2: The Board functions as a corporate entity. Individual trustees have only the authority granted 
them by the corporate Board. Therefore the interpersonal working relationships between and among 
Trustees is vital to the effective functioning of the Board. 

Evaluation Tool: Collect, collate and analyze Trustee responses to a Board Interpersonal Working 
Relationships questionnaire. 

Part 3: The Board is elected for a four (4) year term. One key role is to represent the rate payers of 
public education within the boundaries of the Division and effectively communicate to the electorate 
between elections in a manner which creates assurance and builds confidence. 

Evaluation Tool: Collect, collate and analyze Trustee responses to a Communications/Representation 
questionnaire. 

Part 4: Adherence to the Board Annual Work Plan ensures the Board’s role as defined in Policy 2 is 
carried out in practice. 

Evaluation Tool: Review the Annual Work Plan and Board meeting minutes. Such a review will result 
in a commitment to change practice of the work plan if there are discrepancies between the two. 
Adjustments to the Work Plan will take place throughout the year as required. 

Part 5: Boards have fiduciary, strategic and generative governance roles. All must be performed in an 
ethical manner. 

Evaluation Tool: Collect, collate and analyze Trustee responses to a Readiness for Governance 
questionnaire. 

Part 6: With reference to the functioning of the First Team during the evaluation period Trustees will 
assess Board/Superintendent Relationships. In other words, Is the Board effectively performing its role 
to make the First Team effective? 

Evaluation Tool: Collect, collate and analyze Trustee responses to a Board/Superintendent 
questionnaire. 

Part 7: The Board’s Policy role is critical to provide direction for the division, to delegate to and hold staff 
accountable through the office of the Superintendent, and to promote and protect Public education. 
Regular review of Board policies is required to ensure the currency and effectiveness of such policies. 

Evaluation Tool: Examine the schedule of policy review to ensure the entire Board Policy Handbook is 
subjected to review and revision at least once per term, identify any lack of alignment of practice with 
policy (e.g. from review of minutes) and make revisions as required in policy or practice as deemed 
appropriate. 
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Part 8: Reviewing Board actions at least annually to determine perceived corporate Strengths, 
Weaknesses, Opportunities and Threats (SWOT) can assist in defining a positive path forward and avoid 
repetition of less effective functioning. 

Evaluation Tool: Conduct a SWOT analysis in light of Board minutes and direct Board observations. 

Part 9: Board approves of the directions to be taken during the next evaluation period to strengthen 
Board functioning including setting of Board goal(s). 

Part 10: Board assesses success or lack thereof addressing the positive path forward approved as a 
result of the last evaluation and includes any required actions in the current Positive Path Forward. 

Part 11: Board reviews the process tools and process structure and identifies any changes desired for 
the next evaluation period. 

Part 12: Board approves the Positive Path Forward (PPF) in a Public Board Meeting. 

Note in subsequent years the evaluation process will commence with an accountability review of the 
previous year’s PPF to ensure actions were taken as required and desired results achieved. 

 

Legal Reference: Section  53 Education Act 

Cross References: 
Policy 2 Role of the Board 

Policy 2 Appendix A Annual Board Work Plan 

  

https://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy02.html
https://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy02a.html
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Policy 3 

ROLE OF THE TRUSTEE 
 
 

The role of the trustee is to contribute to the Board as it carries out its mandate in order to achieve its 
core purpose. The oath of office taken or affirmation made by each trustee when one assumes office 
binds that person to work diligently and faithfully in the cause of public education. 

The Board of Trustees is a corporation. The decisions of the Board in a properly constituted meeting are 
those of the corporation. Individual trustees exercise an effective decision-making role in the context of 
corporate action. A trustee who is given authority by Board motion to act on behalf of the Board may 
carry out duties individually but only as an agent of the Board. In such cases, the actions of the trustee 
are those of the Board, which is then responsible for them. A trustee acting individually has only the 
authority and status of any other citizen of the Division. Individual trustees do not have the authority to 
direct the Division’s administration and staff. 

Specific Responsibilities of Individual Trustees 

1. Become familiar with Division policies and procedures, meeting agendas and reports in order to 
participate in Board business. 

2. Recognize his/her fiduciary responsibility to the Division and act in the best interests of the 
Division understanding that Division needs are paramount. 

2.1 Vote on every Board motion, unless there is a conflict of interest. 
2.2 Support a majority vote of the Board as if the vote had been unanimous. 

3. Provide for the engagement of parents, students and the community in matters related to 
education. 

4. Respectfully bring forward and advocate for issues and concerns. 
5. Refer matters not covered by Board policy, but requiring a corporate decision to the Board for 

discussion. 
6. Refer administrative matters to the Superintendent. 
7. The trustee, upon receiving a complaint or an inquiry from a parent, staff member or community 

member about operations, will refer the parent, staff member or community member back to the 
teacher, Principal or department and will inform the Superintendent or designate of this action. 

8. Keep the Superintendent and the Board informed in a timely manner of all matters coming to 
his/her attention that might affect the Division. Personnel matters are to be brought to the 
attention of the Superintendent only. 

9. Attend Board meetings and committee meetings as assigned, prepared to participate in, and 
contribute to, the decisions of the Board in order to provide the best solutions possible for 
education within the Division. 

10. When delegated responsibility, a trustee will exercise such authority within the defined terms of 
reference in a responsible and effective way. 

11. Participate in Board/trustee development sessions so the quality of leadership and service in the 
Division can be enhanced. 

12. Be cognizant of provincial, national and international educational issues and trends. 
13. Following a trustee development activity, share the materials and ideas gained with fellow 

trustees. 
14. Strive to develop a positive and respectful learning and working culture both within the Board 

and the Division. 
15. Attend School Council meetings as a Board representative upon invitation, when possible. 
16. Attend Joint Networks/Administrators meetings. 
17. Attend, when possible, Division functions/events. 
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18. Attend, when possible, extra-curricular school activities, including graduations, when 
designated or formally invited as Board representative. 

19. Become familiar with, and adhere to, the Trustee Code of Conduct. 
20. Report any violation of the Trustee Code of Conduct to the Board Chair, or where 

applicable, to the Vice-Chair. 

Orientation 

As a result of elections, the Board may experience changes in membership. To ensure continuity and 
facilitate a smooth transition from one Board to the next following an election, trustees must be 
adequately briefed concerning existing Board policy and practice, statutory requirements, initiatives and 
long-range plans. 

The Board believes an orientation program is necessary for effective trusteeship. All trustees are 
expected to attend all aspects of the orientation program. 

1. In the year of an election, the Division will host a preliminary orientation session for all elected 
candidates, prior to the Organizational Meeting, which will include a review of and an expression 
of interest in Board assignments and committees. 

2. The Division will offer an orientation program for all trustees that provides information on: 
2.1 Role of the trustee and the Board; 
2.2 Board policy, agendas and minutes; 
2.3 Organizational structures and procedures of the Division; 
2.4 Existing Division initiatives, annual reports, budgets, financial statements and long-range 

plans; 
2.5 Division programs and services; 
2.6 Board’s function as an appeal body; 
2.7 Statutory and regulatory requirements, including responsibilities with regard to conflict 

of interest; 
2.8 Trustee remuneration and expenses. 

3. The Board of Trustees and Superintendent are responsible for ensuring the development and 
implementation of the Division’s orientation program for trustees. The Superintendent shall 
provide each trustee with access to the references listed in Policy 3 at the Organizational 
Meeting following a general election or at the first regular meeting of the Board following a by- 
election. 

4. Support will be provided within the Board governance budget for trustees attending provincial 
association sponsored orientation seminars. 

5. Incumbent trustees are encouraged to help newly elected trustees become informed about 
history, functions, policies, procedures and issues. 

 
 
 
 

Amended: February 19, 2020, October 21, 2020 

Legal References: Section 33, 34, 52, 55, 67, 73, 74, 75, 85, 86, 87, 88, 89, 90, 91, 92, 93, 94, 95, 96, Education Act 

Section 6, Commissioner of Oaths Act. 

Cross References:  Policy 4 Appendix A       
Policy 5 Role of the Board Chair 
Policy 6  Role of the Board Chair
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Policy 4 

TRUSTEE CODE OF CONDUCT  

The Board commits itself and its members to conduct which meets the highest ethical standards. It is 
expected that all personal interactions and relationships will be characterized by mutual respect, which 
acknowledges the dignity and affirms the worth of each person. 

Specifically 

1. Trustees shall carry out their responsibilities as detailed in Policy 3 – Role of the Trustee with 
reasonable diligence. 

2. Trustees shall endeavor to work with fellow Board members in a spirit of harmony and 
cooperation in spite of differences of opinion that may arise during debate. 

3. Trustees shall reflect the Board’s policies and resolutions when communicating with the public. 
4.  Trustees shall respect issues of a sensitive or confidential nature. Trustees shall keep 

confidential any personal, privileged or confidential information obtained in his or her capacity 
as a trustee and not disclose the information except when authorized by law or by the board to 
do so. 

5. Fiduciary responsibility supersedes any conflicting loyalty such as that to advocacy or interest 
groups and membership on other Boards or staffs, or acting as an individual consumer of the 
Division’s services. 

6. Trustees shall represent the Board responsibly in all Board-related matters with proper decorum 
and respect for others. 

7. Trustees shall disclose the nature of any pecuniary interest, and abstain and absent themselves 
from discussion or voting on the matter in question. 

8. Trustees shall not use their influence to obtain employment within the Division for family 
members or friends. 

9. Consequences for the failure of individual trustees to adhere to the Trustee Code of Conduct 
are specified in Policy 4 Appendix – Trustee Code of Conduct Sanctions. 

 
 
 
 
 
 
 

Amended: February 19, 2020 
Legal References: Sections 33(k), 52, 53, 77, 85, 86, 87, 88, 89, 90, 91, 92, 93, 94, 95, 96, 

Education Act. 
Cross References: Policy 3 Role of the Trustee 

Policy 4 Appendix A       
Policy 5 Role of the Board Chair 
Policy 6 Role of the Vice-Chair  
 

http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy03.html
http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy04a.html
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Policy 4 – Appendix A 
 

TRUSTEE CODE OF CONDUCT SANCTIONS  

1. Trustees shall conduct themselves in an ethical and prudent manner in compliance with the 
Trustee Code of Conduct, Policy 4. The failure by trustees to conduct themselves in 
compliance with this policy may result in the Board instituting sanctions. 

2. A trustee who believes that a fellow trustee has violated the Code of Conduct may seek 
resolution of the matter through appropriate conciliatory measures prior to commencing an 
official complaint under the Code of Conduct. 

3. A trustee who wishes to commence an official complaint under the Code of Conduct shall file a 
letter of complaint with the Board Chair within thirty (30) days of the alleged event occurring and 
indicate the nature of the complaint and the section or sections of the Code of Conduct that are 
alleged to have been violated by the trustee. The trustee who is alleged to have violated the 
Code of Conduct and all other trustees shall be forwarded a copy of the letter of complaint by 
the Board Chair, or where otherwise applicable in what follows, by the Vice-Chair, within five (5) 
days of receipt by the Board Chair of the letter of complaint. If the complaint is with respect to 
the conduct of the Board Chair, the letter of complaint shall be filed with the Vice-Chair. 

4. When a trustee files a letter of complaint and a copy of that letter of complaint is forwarded to all 
trustees, the filing, notification, content, and nature of the complaint shall be deemed to be strictly 
confidential, the public disclosure of which shall be deemed to be a violation of the Code of 
Conduct. Public disclosure of the complaint and any resulting decision taken by the Board may 
be disclosed by the Board Chair only at the direction of the Board, following the disposition of 
the complaint by the Board at a Code of Conduct hearing. 

5. To ensure that the complaint has merit to be considered and reviewed, at least one other trustee 
must provide to the Board Chair, within three (3) days of the notice in writing of the complaint 
being forwarded to all trustees, a letter indicating support for having the complaint heard at a 
Code of Conduct hearing. Any trustee who forwards such a letter of support shall not be 
disqualified from attending and deliberating upon the complaint at a Code of Conduct hearing 
convened to hear the matter, solely for having issued such a letter. 

6. Where no letter supporting a hearing is received by the Board Chair in the three (3) day period 
referred to in section 5 above, the complaint shall not be heard. The Board Chair shall notify all 
other trustees in writing that no further action of the Board shall occur. 

7. Where a letter supporting a hearing is received by the Board Chair in the three (3) day period 
referred to in section 5 above, the Board Chair shall convene, as soon as is reasonable, a special 
meeting of the Board to allow the complaining trustee to present his or her views of the alleged 
violation of the Code of Conduct. 

8. At the special meeting of the Board, the Board Chair shall indicate, at the commencement of the 
meeting, the nature of the business to be transacted and that the complaint shall be heard at a 
closed session of the special meeting. Without limiting what appears below, the Board Chair shall 
ensure fairness in dealing with the complaint by adhering to the following procedures. 

8.1 The Code of Conduct complaint shall be conducted at a closed session, Code of Conduct 
hearing, of a special Board meeting convened for that purpose. All preliminary matters, 
including whether one or more trustees may have a conflict of interest in hearing the 
presentations regarding the complaint, shall be dealt with prior to the presentation of the 
complaint on behalf of the complaining trustee. 

8.2 The sequence of the Code of Conduct hearing shall be: 
8.2.1 The complaining trustee shall provide a presentation which may be written or oral 

or both; 

http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy04.html
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8.2.2 The respondent trustee shall provide a presentation which may be written or oral 
or both; 

8.2.3 The complaining trustee shall then be given an opportunity to reply to the 
respondent trustee’s presentation; 

8.2.4 The respondent trustee shall then be provided a further opportunity to respond 
to the complaining trustee’s presentation and subsequent remarks; 

8.2.5 The remaining trustees of the Board shall be given the opportunity to ask 
questions of both parties; 

8.2.6 The complaining trustee shall be given the opportunity to make final comments; 
and 

8.2.7 The respondent trustee shall be given the opportunity to make final comments. 
8.3 Following the presentation of the respective positions of the parties, the parties and all 

persons other than the remaining trustees who do not have a conflict of interest shall be 
required to leave the room, and the remaining trustees shall deliberate in private, without 
assistance from administration. The Board may, however, in its discretion, call upon legal 
advisors to assist them on points of law or the drafting of a possible resolution. 

8.4 If the remaining trustees in deliberation require further information or clarification, the 
parties shall be reconvened and the requests made in the presence of both parties. If 
the information is not readily available, the presiding Chair may request a recess or, if 
necessary, an adjournment of the Code of Conduct hearing to a later date. 

8.5 In the case of an adjournment, no discussion by trustees whatsoever of the matters heard 
at the Code of Conduct hearing may take place until the meeting is reconvened. 

8.6 The remaining trustees in deliberation may draft a resolution indicating what action, if 
any, may be taken regarding the respondent trustee. 

8.7 The presiding Chair shall reconvene the parties to the Code of Conduct hearing and 
request a motion to revert to the open meeting in order to pass the resolution. 

8.8 All documentation that is related to the Code of Conduct hearing shall be returned to the 
Superintendent or designate immediately upon conclusion of the Code of Conduct 
hearing and shall be retained in accordance with legal requirements. 

8.9 The presiding Chair shall declare the special Board meeting adjourned. 

9. A violation of the Code of Conduct may result in the Board instituting, without limiting what follows, 
any or all of the following sanctions: 

9.1 Having the Board Chair write a letter of censure marked “personal and confidential” to 
the offending trustee, on the approval of a majority of those trustees present and allowed 
to vote at the special meeting of the Board; 

9.2 Having a motion of censure passed by a majority of those trustees present and allowed 
to vote at the special meeting of the Board; 

9.3 Having a motion to remove the offending trustee from one, some or all Board 
committees or other appointments of the Board passed by a majority of those trustees 
present and allowed to vote at the special meeting of the Board, for a time not to exceed 
the trustee’s term as trustee. 

10. The Board may, in its discretion, make public its findings at the special meeting or at a regular 
meeting of the Board where the Board has not upheld the complaint alleging a violation of the 
Board’s Code of Conduct or where there has been a withdrawal of the complaint or under any 
other circumstances that the Board deems reasonable and appropriate to indicate publicly its 
disposition of the complaint. 

 
 

Amended: February 19, 2020, September 29, 2021 
Legal References: Sections 33(k), 52, 53, 77, 85, 86, 87, 88, 89, 90, 91, 92, 93, 94, 95, 96, Education Act 
Cross References: Policy 3 Role of the Trustee    

Policy 4 Trustee Code of Conduct  
 Policy 5 Role of the Board Chair
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Policy 5 

ROLE OF THE BOARD CHAIR  

The Board believes that its ability to discharge its obligation is enhanced when leadership and guidance 
is forthcoming from its membership. 

The Board, at the Organizational Meeting and thereafter at any time as determined by the Board, shall 
elect one (1) of its members to serve as Board Chair, to hold office at the pleasure of the Board. The 
Board entrusts to its Board Chair primary responsibility for providing leadership and guidance. 

The Board delegates to the Board Chair the following powers and duties: 

1. Act as the official spokesperson for the Board, except for those instances where the Board has 
delegated this role to another individual or group and for the Division when there are potential 
political implications. 

2. Preside over all Board meetings and ensure that such meetings are conducted in accordance 
with the Education Act and the policies and procedures as established by the Board. 

3. Prior to each Board meeting, confer with the Vice-Chair, the Superintendent and/or designate 
on the items to be included on the agenda, the order of these items and become thoroughly 
familiar with them. 

4. Be familiar with basic meeting procedures. 
5. Perform the following duties during Board meetings: 

5.1 Maintain the order and proper conduct and decorum of the meeting so that motions may 
be formally debated. 

5.2 Ensure that all issues before the Board are well stated and clearly expressed. 
5.3 Display firmness, courtesy, tact, impartiality and willingness to give everyone an 

opportunity to speak on the subject under consideration. 

5.4 Ensure that debate is relevant. The Board Chair, in keeping with his/her responsibility to 
ensure that debate must be relevant to the question, shall, when s/he is of the opinion that 
the discussion is not relevant to the question, remind members that they must speak to 
the question. 

5.5 Decide questions of order and procedure, subject to an appeal to the rest of the Board. 
The Board Chair may speak to points of order in preference to other members, and shall 
decide questions of order, subject to an appeal to the Board by any member duly moved. 

5.6 Submit motions or other proposals to the final decision of the meeting by a formal show of 
hands. 

5.7 Ensure that each trustee present votes on all issues before the Board. When appropriate 
advise trustees of a possibility of a conflict of interest. 

5.8 Extend hospitality to trustees, officials of the Board, the press and members of the public. 
6. Keep informed of significant developments within the Division. 
7. Keep the Superintendent and the Board informed in a timely manner of all matters coming to 

his/her attention that might affect the Division. 
8. Be in regular contact with the Superintendent to maintain a working knowledge of current issues 

and events. 
9. Convey directly to the Superintendent such concerns as are related to him/her by trustees, 

parents or students that may affect the administration of the Division. 
10. Provide counsel to the Superintendent. 
11. Review and approve the Superintendent’s vacation entitlement, leaves, sick leave and 

expenditure claims. 
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12. With the exception of the Board Chair’s own expenses and the selected Trustee to sign the 
Board Chair’s expenses, review and approve Trustee expenditure claims, in accordance with 
Board approved rates. 

13. Make recommendations to the Board regarding deductions to trustee remuneration relative to 
unauthorized trustee absences. 

14. Bring to the Board all matters requiring a corporate decision of the Board. 
15. Act as ex-officio member of all Board committees. 
16. Act as a signing authority for Board minutes. 
17. Act as a signing authority for the Division as follows: 

17.1As required by the Government of Alberta. 
17.2As required by financial institutions. 

18. Represent the Board, or arrange alternative representation, at official meetings or other public 
functions. 

19. Address inappropriate behavior on the part of a trustee. 
20. Ensure the Board engages in regular assessments of its effectiveness as a Board. 

 
 
 

 
Amended: February 19, 2020, September 29, 2021 

Legal References: Section 33 (1h, 1i), 34, 52, 53, 64 Education Act 
Cross References: Policy 3 Role of the Trustee Policy 4 

Trustee Code of Conduct  
Policy 4 Appendix A Policy 6 
Role of the Vice-Chair 

Policy 7 Board Operations 
Policy 8 Board Committees 
AP 403 Duty to Report 
AP 404 Conflict of Interest 
AP 513 Expense Reimbursement 
AP 514 Authorized Signature and Cheque Writing 
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Policy 6 

ROLE OF THE VICE-CHAIR  

The Vice-Chair shall be elected by the Board at its Organizational Meeting, and thereafter at any time 
determined by the Board, to hold office at the pleasure of the Board. 

Specific Responsibilities 

1. The Vice-Chair shall act on behalf of the Board Chair, in the latter’s inability to act or absence 
and shall have all the duties and responsibilities of the Board Chair. 

2. The Vice-Chair shall assist the Board Chair in ensuring that the Board operates in accordance 
with its own policies and in providing leadership and guidance to the Board. 

3. Prior to each Board meeting, the Vice-Chair shall confer with the Board Chair and the 
Superintendent and/or designate on items to be included on the agenda, the order of these 
items and become thoroughly familiar with them. 

4. The Vice-Chair shall serve as Chair of the Board Committee of the Whole (CoW) meetings. If 
the Vice-Chair is absent or unable, the Board Chair or designate will chair the meeting. 

5. The Vice-Chair may be assigned other duties and responsibilities by the Board Chair. 

 
 
 

 
Amended: September 29, 2021 
Legal References: Section 52, 53, 33(1h, 1i) Education Act 
Cross References: Policy 3 Role of the Trustee  

Policy 4 Trustee Code of Conduct 
Policy 4 Appendix A        
Policy 5 Role of the Board Chair 
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Policy 7 

BOARD OPERATIONS  

The Board’s ability to discharge its obligations in an efficient and effective manner is dependent upon 
the development and implementation of a sound organization design. In order to discharge its 
responsibilities to the electorate of the Division, the Board shall hold meetings as often as necessary. A 
quorum, which is a simple majority of the number of Trustees, must be present for every duly constituted 
meeting. The Board has adopted policies so the business of the Board can be conducted in an orderly 
and efficient manner. 

The Board’s fundamental obligation is to preserve, if not enhance, the public trust in education, 
generally, and in the affairs of its operations in particular. Consistent with its objective to encourage the 
general public to contribute to the educational process, Board meetings will be open to the public. 
Towards this end, the Board believes its affairs must be conducted in public to the greatest extent 
possible. No person will be excluded from the meeting except for improper conduct.  Attacks on personal 
character or performance of any individual or disruptive remarks will be ruled out of order and 
persistence in such remarks or conduct shall cause the individual to be excluded from the meeting room.   

There are times when public interest is best served by private discussion of specific issues during "closed 
session”. The Board believes it is necessary to protect individual privacy and the Board's own position in 
negotiating either collective agreements or contracts and therefore expects to go into closed session for 
issues dealing with individual students, individual employees, land, labour, legal or negotiation. 

Presentations at Board meetings by members of the public, and students can enhance the public 
interest. 

1. Elections 
The McMurray School District 2833 was formed Sept 25, 1912. From 1961-1969 the District was 
amalgamated under the Northland School Division. Fort McMurray Public School District #2833 was 
formed May 22, 1969 when approval was received to become independent of the Northlands School 
Division. The approval further indicated there was to be a Board comprised of seven Trustees. By 
Ministerial Order, the Fort McMurray Public School District #2833 was renamed to the Fort McMurray 
School Division in September 2019. All Trustees are elected at large. The provisions of the Local 
Authorities Election Act respecting the election of Trustees shall apply to every election. 

2. Organizational Meeting 
2.1 An Organizational Meeting of the Board shall be held annually, and no later than four (4) weeks 

following Election Day, when there has been a general election. The first official meeting of the 
Board following a general election shall be an Organizational Meeting. 

2.2 The Organizational Meeting during a non-election year will be held in the month of   June. 
2.3 The Associate Superintendent, Business and Finance, will give notice of the Organizational 

Meeting to each Trustee as if it were a special meeting. The Associate Superintendent, Business 
and Finance or designate shall call the meeting to order and act as Chair of the meeting for the 
purpose of the election of the Board Chair. 

2.4 Each Trustee will take the oath of office or make an affirmation immediately following the call to 
order of the Organizational Meeting after a general election. Special provisions will be made for 
a Trustee taking office following a by-election. 

2.5 Upon election as Chair, the Board Chair shall take the oath of office or make an affirmation and 
preside over the remainder of the Organizational Meeting. The Board Chair shall normally be 
elected for a period of one (1) year. 

2.6 The organizational meeting shall, in addition: 
2.6.1 Elect a Vice-Chair; 
2.6.2 Establish a schedule (date, time and place) for regular meetings. 
2.6.3 Create such standing or ad hoc committees of the Board as deemed appropriate; and 

appoint members; 
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2.6.4 Appoint Board representation on the various Boards or committees of organizations or 
agencies where the Board has regular representation, as appropriate; 

2.6.5 Review Trustee conflict of interest stipulations and determine any disclosure of 
information requirements; and 

2.6.6 Address other organizational items as required. 
3. Regular Meetings 

Regular Board meeting dates and times shall be as established at the beginning of, or prior to, 
each new school year. The Board may by resolution, alter the schedule and/or meeting location in 
such a manner as it deems appropriate and give notice of change. 
3.1 Meetings will ordinarily be held at the Division office located at 231 Hardin Street. Time, date 

and location shall be posted on the Division website. 
3.2 Notwithstanding the schedule established at the Organizational Meeting, the Board may, by 

resolution, alter the schedule in such manner, as it deems appropriate. 
3.3 All Trustees shall notify the Board Chair if they are unable to attend a Board meeting. 
3.4 All Trustees who are absent from three (3) consecutive regular meetings shall: 

3.4.1 Obtain authorization by resolution of the Board to do so; or 
3.4.2 Provide to the Board Chair evidence of illness in the form of a medical certificate 

respecting the period of absence. 
3.4.3 Failure to attend may result in a deduction in remuneration and/or disqualification. 

3.5  If both the Board Chair or Vice-Chair through illness or other cause are unable to perform the 
duties of the office or are absent, the Board shall appoint from among its members an acting 
Board Chair, who on being so appointed has all the powers and shall perform all the duties of 
the Board Chair during the Board Chair and Vice-Chair’s inability to act or absence. 

3.6 Regular meetings of the Board will not be held without the Superintendent and/or designate(s) 
in attendance, unless the Superintendent’s contract is being discussed. 

4. Special Meetings 
4.1 Occasionally, unanticipated or emergent issues require immediate Board attention and/or action. 
4.2 Special meetings of the Board will only be called when the Board Chair, the majority of Trustees, 

or the Minister is of the opinion that an issue must be dealt with before the next regular Board 
meeting. 

4.3 A written notice of the special meeting including date, time, place and nature of business shall 
be issued to all Trustees electronically at least two (2) days prior to the date of the meeting 
unless every Trustee agrees to waive in writing the requirements for notice. 

4.4 The nature of the business to be transacted must be clearly specified in the notice of the meeting. 
Unless all Trustees are present at the special meeting, no other business may be transacted. 
Items can be added to the agenda only by the unanimous consent of the entire Board. 

4.5 Special meetings of the Board shall be open to the public recognizing that specific agenda 
matters may be held in a closed session. 

4.6 Special meetings of the Board will not be held without the Superintendent and/or designate(s) in 
attendance, unless the Superintendent’s contract is being discussed. 

5. Closed Sessions 
The Education Act uses the term “private” for non-public meetings. Robert’s Rules of Order uses 
the term “executive session” for the same distinction. The term “closed session” is most commonly 
used and is synonymous with the other two terms. The preservation and enhancement of the 
public’s trust in the educational system is an important priority of the Board. The Board believes 
that public trust is preserved by conducting open Board meetings. Notwithstanding this belief, 
occasionally matters of unusual sensitivity require the Board to hold closed meetings. 
5.1 The Board may, by resolution, schedule a closed session meeting at a time or place agreeable 

to the Board or recess a meeting in progress for the purpose of meeting in a closed session. 
Such resolutions shall be recorded in the minutes of the Board and shall specify those individuals 
eligible to attend in addition to Trustees and the Superintendent. 

5.2 The Board may convene in a closed session only to discuss matters of a sensitive nature, including: 
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5.2.1 Personnel 
5.2.1.1 Individual students; 
5.2.1.2 Individual employees; 

5.2.2 Matters relating to negotiations; Acquisition/disposal of real property; 
5.2.3 Litigation brought by or against the Board; 
5.2.4 Other topics that a majority of the Trustees present feel should be held in private, in the 

public interest. 
5.3 Such sessions shall be closed to the public and press. The Board shall only discuss the matter(s) 

that gave rise to the closed session meeting. Board members and other persons attending the 
session shall maintain confidentiality and shall not disclose the details of the discussion at such 
sessions. 

5.4 The Board shall, during the closed session, adopt only such resolution as is required to 
reconvene the Board in an open, public meeting. 

6. Agenda for Regular Meetings 
The Agenda Planning Committee consisting of the Board Chair, Vice Chair, and Superintendent is 
responsible for preparing an agenda for Board meetings. The Committee will first review the Annual 
Board Work Plan to ensure items that are scheduled are ready to be placed on the agenda. At 
times external factors such as changes in budget deadlines set by the Alberta Education for 
example may preclude an item in the Work Plan from being considered at the time indicated in the 
Plan. All work plan items shall be placed on a Board agenda at some point during the year. 
6.1 The order of business at a regular meeting shall generally be as follows: 

6.1.1 Call to Order 
6.1.2 Treaty 8 Lands acknowledgement 
6.1.3 O Canada 
6.1.4 Evacuations & Emergency procedures (Safety Moment) 
6.1.5 Additions and approval of Regular Agenda 
6.1.6 Declaration of Conflict 
6.1.7 Approval of Minutes 
6.1.8 Closed Session (if necessary) 
6.1.9 Motion to go into a Closed Session 
6.1.10 Approval of Closed Session Agenda (including any proposed additions or deletions) 
6.1.11 Motion to conclude Closed Session 
6.1.12 Recess 
6.1.13 Board Action Items 
6.1.14 Board Monthly Work Plan Items 
6.1.15 Information Reports 

6.1.15.1 ASBA, PSBAA 
6.1.15.2 Superintendent, Deputy Superintendent, Associate, Assistant 

Superintendents 
6.1.16 Information and Correspondence 
6.1.17 Requests for Information 
6.1.18 Recess 
6.1.19 Evacuations & Emergency procedures (Safety Moment) reminder 
6.1.20 Question period 
6.1.21 Spotlight on Students 
6.1.22 Division Program Initiative Highlights / Student/ Staff Recognition 
6.1.23 Community Partners 
6.1.24 Business Arising from Presentations & Delegations at Previous Meetings 
6.1.25 Other Business 
6.1.26 Future Agenda Items 
6.1.27 Adjournment 

Items scheduled for a specific time shall be clearly identified on the agenda. 
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6.2 The agenda will be supported by copies of letters, reports, contracts and other materials as are 
pertinent to the business that will come before the Board and will be of value to the Board in the 
performance of its duties. A recommendation from the Superintendent or designate shall 
normally be included for all action items. 

6.3 In addition to the items included by the Agenda Planning Committee, items may be placed on 
the agenda in one (1) of the following ways: 
6.3.1 By notifying the Board Chair or Superintendent at least six (6) calendar days prior to the 

Board meeting. 
6.3.2 By notice of motion at the previous meeting of the Board. 
6.3.3 As a request from a committee of the Board. 
6.3.4 Issues that require Board action may arise after the agenda has been prepared. The Board 

Chair, at the beginning of the meeting, shall ask for additions to and/or deletions from the 
agenda prior to agenda approval. Changes to the agenda to accommodate truly emergent 
items may be made by a majority of those present. 

6.4 The agenda package, containing the agenda and supporting information, will be provided to 
each Trustee at least four (4) calendar days prior to the Board meeting. Subsequently, 
information may be provided at the meeting; and further, the Superintendent or Trustee 
submitting the item shall advise the Board Chair regarding the emergent nature of such 
information. 

6.5 The Board will follow the order of business set by the agenda unless the order is altered or 
new items are added by agreement of the Board. 

6.6 During the course of the Board meeting, the Trustees present, with unanimous consent, may 
amend the agenda and place items before the Board for discussion. The Board may take 
action on such items. 

6.7 The list of agenda items shall be posted on the Division website and be available in the 
Division Office. Any elector may inspect the agenda and request a copy. 

7 Minutes for Regular or Special Meetings 
The Board shall maintain and preserve by means of minutes a record of its proceedings and 
resolutions. 

7.1 The minutes shall record: 
7.1.1 Date, time and place of meeting; 
7.1.2 Type of meeting; 
7.1.3 Name of the chair; 
7.1.4 Names of those Trustees and senior administration in attendance; 
7.1.5 Approval of preceding minutes; 
7.1.6 All resolutions, including the Board’s disposition of the same, placed before the Board, 

are to be entered in full; 
7.1.7 Names of persons making the motions; 
7.1.8 A brief summary of the circumstances which gave rise to the matter being debated 

before the Board; 
7.1.9 Points of order and appeals; 
7.1.10 Appointments; 
7.1.11 Receipt of reports of committees; 
7.1.12 Recording of the vote on motions as requested; 
7.1.13 Trustee declaration of conflict of interest pursuant to the Education Act; 
7.1.14 Departure and re-entry times of Trustees and administration; and 
7.1.15 The time of adjournment. 

7.2 The minutes shall: 
7.2.1 Be prepared as directed by the Superintendent; 
7.2.2 Be reviewed by the Superintendent prior to submission to the Board; 
7.2.3 Be considered an unofficial record of proceedings until such time as adopted by a 

resolution of the Board; 
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7.2.4       Upon adoption by the Board, be deemed the official and sole record of the Board’s 
business. 

7.3 The Superintendent or designate shall ensure, upon acceptance by the Board, that 
appropriate initials are affixed to each page of the minutes, and that appropriate signatures 
are affixed to the last page of the minutes. 

7.4 The Superintendent or designate will establish and maintain a file of all Board minutes and an 
index by resolution based on subject. 

7.5 As part of its ongoing effort to keep staff and the public fully informed concerning its affairs 
and actions, the Board expects the Superintendent to institute and maintain effective and 
appropriate procedures for the prompt dissemination of information about decisions made at 
all Board meetings. 

7.6 The approved minutes of a regular or special meeting shall be posted to the website as soon 
as possible following approval. The Superintendent is responsible to post the approved 
minutes. 

8 Motions 
Motions do not require a seconder. 
8.1 Notice of Motion 

The notice of motion serves the purpose of officially putting an item on the agenda of the next or 
future regular meeting and gives notice to all Trustees of the item to be discussed. A notice of 
motion is not debatable and may not be voted on. A Trustee may present a notice of motion for 
consideration at the next regular meeting of the Board or may specify another meeting date. A 
Trustee may also provide the Superintendent with a written notice of motion and ask that it be 
placed on the agenda of the next regular meeting and read at the meeting. The Trustee need 
not be present during the reading of the motion. 

8.2   Discussion on Motions 
The custom of addressing comments to the Board Chair is to be followed by all persons in 
attendance. A Board motion or a recommendation from administration must generally be placed 
before the Board prior to any discussion-taking place on an issue. Once a motion is before the 
Board and until it is passed or defeated, all speakers shall confine their remarks to the motion or 
to the information pertinent to the motion. Motions may be submitted by any Trustee, including 
the Board Chair. 

8.3 Separation of Question 
when the question under consideration contains distinct propositions, the vote of each 
proposition shall be taken separately, should any Trustee so request. 

8.4 Speaking to the Motion 
The mover of a motion first and every Trustee shall have an opportunity to speak to the motion 
before any Trustee is allowed to speak a second time. The Board Chair will normally speak just 
prior to the last speaker who will be the mover of the motion. The mover of the motion is 
permitted to close debate on the motion. As a general guide, a Trustee is not to speak longer 
than five (5) minutes on any motion. The Board Chair has the responsibility to limit the 
discussion by a Trustee when such a discussion is repetitive or digresses from the topic at 
hand, or where discussion takes place prior to the acceptance of a motion. No one shall 
interrupt a speaker, unless it is to ask for important clarification of the speaker’s remarks, and 
any such interruption shall not be permitted without permission of the Board Chair. When a 
Trustee arrives at the meeting after a motion has been made and prior to taking a vote, the 
Trustee may request further discussion prior to the vote. The Board Chair shall rule on further 
discussion. 

8.5 Reading of the Motion 
A Trustee may require the motion under discussion to be read at any time during the debate, 
except when a Trustee is speaking. 

8.6 Required Votes 
The Board Chair, and all Trustees present, unless excused by resolution of the Board or by the 
provisions of the Education Act, shall vote on each question. Each question shall be 
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decided by a majority of the votes of those Trustees present. A simple majority of a quorum of 
the Board will decide in favour of the question. In the case of an equality of votes, the 
question is defeated. A vote on a question shall be taken by open vote, expressed by show of 
hands, except votes to elect the Board Chair or Vice-Chair which are by secret ballot unless 
there is unanimous agreement among the Trustees to use a show of hands. When any order 
resolution or question cannot be put to the Board due to a loss of quorum, the resolution or 
question shall be dealt with at the next meeting of the Board. 

8.7 Debate 
In all debate, any matter of procedure in dispute shall be settled, if possible, by reference to in 
order of priority, the Education Act, Board Policy and then Robert’s Rules of Order. If this 
reference is inadequate, procedure may be determined by motion supported by the majority 
of Trustees in attendance. 

9 Delegations or Petitioners at Board Meetings 
The Board believes in an open and transparent process to hear public delegations or petitioners. 
It is important that presentations occur within set guidelines and in accordance with prescribed 
procedures. Members of the public attending an open Board meeting as an approved delegation 
or petitioners will be given an opportunity to ask questions of the Board with respect to the subject 
of the delegation or petitioners.  
9.1  Under usual circumstances, the Superintendent or designate seven (7) days in advance of 

the scheduled Board meeting date must receive a written request for a meeting. The 
request will outline the essential component of the presentation and will indicate the name(s) 
of the main presenter(s). 

9.2 The Agenda Planning Committee, when setting the agenda for each Board meeting together, 
will consider requests from delegations or petitioners for a meeting with the Board. If a 
request is accepted, they will determine the most appropriate meeting date and time for the 
delegation or petitioners to meet with the Board. A delegation or petitioners will usually be 
allotted fifteen (15) minutes for its presentation. The Board Chair is authorized to restrict the 
length of any delegation's presentation at the Chair’s discretion. 
9.2.2 In an emergent situation, these actions may be undertaken by the Superintendent 

and/or the Board Chair. 
9.3 The delegation or petitioners shall appoint not more than two (2) persons to speak on their 

behalf at the meeting and respond to questions from the Board. Names and positions of 
participants shall be provided to the Board. 

9.4 The Chair shall outline the process and any limitations upon the subject matter that may 
properly be presented by the delegation or petitioners to the Board. 

9.5 Delegations or petitioners shall be given a copy of the relevant sections of Policy 7 prior to its 
presentation. 

9.6 During the time of a presentation Trustees may ask questions but will not express judgments 
concerning issue(s) raised. Normally Trustees will refrain from asking questions or making 
comments until the delegation has completed their presentation. At that time, the Chair shall 
allow for a maximum of fifteen (15) minutes for Trustee questions or clarification from the 
delegation or petitioners.  

9.7 Following a presentation to the Board, any discussions held will be in accordance with Board 
approved rules of order and the Board Chair shall ensure the delegation or petitioners 
maintains appropriate decorum during the meeting with the Board 

9.8 Any decision or other significant follow-up communication will be transmitted in writing by the 
Board/designate to the designated spokesperson. 

9.9 Normally the Board will not meet with an individual or a group of concerned individuals unless 
the individual or group has attempted first to resolve the difficulty through contact with the 
Superintendent. 

9.10 Petitions will be reviewed by the Associate Superintendent of Business and Finance to 
ensure the petition meets the requirements articulated in the Education Act.   
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9.11 The Board will administer petitions in compliance with the Education Act.  This includes 
giving notice, when and as required under the Act, and in alignment with the Petitions and 
Public Notice Regulation.   

10. Question Period 
The Board shall provide an opportunity for those present at any regular public meeting of the Board 
to ask questions of the Board in a session called Question Period. This will occur in accordance 
with the following procedures: 

10.1 Questions must be submitted to the Board Recording Secretary prior to the Call to Order. 
Questions concerning issues of a confidential nature will not be entertained. The Board Chair 
will determine what is/is not confidential. 

10.2  The Board Chair will determine the appropriateness of the question and will not permit 
derogatory comments or remarks of a personal nature. 

10.3 Complaints about Division staff are to be directed to the appropriate supervisor or 
administrator. 

10.4 To maintain order and organization at Board meetings, the Board will address only those 
questions that have been submitted in writing on the form provided. Time for questions and 
responses will be limited to a maximum of fifteen (15) minutes at each Board meeting. 

10.5 Questions which cannot be dealt with directly at a meeting will be referred and a response 
given to the individual submitting the question, either by phone or in writing, within two (2) 
weeks of the Board meeting. 

11. Audio/Video Recording Devices 
The Board expects that anyone wanting to use recording devices at a public Board meeting shall 
obtain prior approval of the Board Chair. 

12. Trustee Compensation 
The Board believes every Trustee must be compensated for the time spent and expenses incurred 
in the performance of their Trusteeship. 
The Board believes knowledgeable and skilled Board members can best discharge their obligations 
to the electorate and the Board. The Board encourages Trustees to improve their knowledge and 
understanding of educational matters through attendance at appropriate professional development 
activities. The Board requires Trustees to exercise wise judgement in the use of Division resources. 
12.1 Compensation rates will be established effective September 1 of each year, but may be 

adjusted at other times by Board motion. As of March 1, 2020, the monthly honorarium for 
Chair is $2047.08, for Vice Chair $1990.87, and other Trustees $1,934.66. 

12.2 Trustees who are assigned meetings by the Board that regularly take them out of the 
community; over and above meetings to which all Trustees are invited, will be compensated 
an additional $60 dollars per day of meeting. 

12.3 Each Trustee shall be eligible to receive a “monthly” honorarium to reflect the time spent on 
Trusteeship. 

12.4 Increases to the monthly honorarium established in the Trustee budget will be automatically 
adjusted based on the average of ATA and CUPE September 1 base wage/salary increase. 

12.5 A Trustee will be deducted $150 dollars from the monthly honorarium of the Trustee for each 
failure to attend a duly constituted Board meeting (Regular or Organizational) and or 
Committee of the Whole. A Trustee who is attending to other duties assigned by the Board is 
excused from attending and will not be deducted. A Trustee who supplies proof of illness for 
the meeting not attended will not be deducted. A Trustee can make a request to the Board for 
non-deduction for other reasons (such as immediate family member’s serious illness and 
bereavement) the request will be accepted or denied by resolution of the Board. To allow for 
an opportunity to request an excused absence without deduction from their honorarium, any 
deduction will not occur until after the next regular scheduled Board Meeting.  It is the absent 
trustee’s responsibility to let the Agenda Planning Committee know that they will be 
requesting a motion for an excused absence with no deduction.   

13. Expenses will be reimbursed to Trustees for attendance at conferences and conventions 
outside Fort McMurray. 
13.1 Travel within Alberta – Trustees, as agreed on by the Board, may attend conferences, 
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conventions, or meetings to conduct Board business and may claim reasonable expenses. 
13.2 Travel outside Alberta – Trustees, as agreed on by the Board, may attend relevant 

conferences, conventions, or meetings to conduct Board business and may claim reasonable 
expenses. 

13.3 Where no other meal is provided Trustees can claim as per Admin procedure 513 appendix. 

13.4 Travel and costs, for those approved under 13.1, 13.2, and 13.3 above, to attend 
ASBA/PSBA and their affiliated committee meetings, negotiations, meetings called by the 
ministry, and any other meeting deemed necessary by the board will be covered by a pooled 
budget as agreed by the Board. Travel and costs approved under 13.1, 13.2, and 13.3 
above, to attend events such as Canadian Association for the Practical Study of Law in 
Education (CAPSLE), Canadian School Boards Association (CSBA), National School Boards 
Association (NSBA) and other similar conferences and events, will have an individual 
Trustee budget of $1500 per year that may be carried over for one (1) year to create a 
maximum of 
$3,000 in the second year. In year one (1) of a term, a Trustee will have the option of 
advancing the year two individual allotment. There will be no carry forward from the year prior 
to an election into the election year. 

14. Reimbursement 
14.1 Registration fees, subsistence, and accommodation costs shall be reimbursed upon 

presentation of the relevant expense claim form and receipts for the expenses. 
14.1.1 For travel outside Fort McMurray by means of personal vehicles, Trustees shall be 

reimbursed at the rate established by the Division from time to time. 
14.1.2 For travel outside Fort McMurray by aircraft, Trustees shall be reimbursed at airfare 

cost plus additional cost for vehicle rental or other ground transportation costs. 
14.2 All reimbursements of expenses of Trustees and Vice Chair other than the Board Chair, and 

the Trustee selected to approve the Chair’s expenses shall be subject to the submission of 
an expense claim form signed by the Board Chair. The Board Chair’s expense claim shall be 
signed by the Trustee selected by the Board. The Vice Chair shall sign the selected Trustee’s 
expenses and all claims will be submitted, with receipts, to the Associate Superintendent, 
Business and Finance. Travel, accommodation, meals, incidentals, hospitality and 
professional membership claims shall be posted on the Division website for Trustees the 
month following processing. 

14.3 Upon request, Trustees will be issued a Division Credit Card to facilitate travel. 
14.4 Trustees will be provided with a personal computing device. 

15 Trustee Conflict of Interest 
The Trustee is directly responsible to the electorate of the Division and to the Board. Upon election 
to office and annually thereafter, the Trustee must complete a disclosure of personal interest 
statement and accept a position of public trust. The Trustee is directed to act in a manner, which 
will enhance the trust accorded the Trustee, and through the Trustee, the trust accorded to the 
Board. The Board is of the firm conviction that its ability to discharge its obligations is dependent 
upon the trust and confidence of the electorate in its Board and in its Trustee members. Therefore, 
the Board believes in the requirement to declare conflict of interest. 
15.1 The Trustee is expected to be conversant with the relevant sections (85 to 96) of the 

Education Act regarding conflict of interest. 
15.2 The Trustee is responsible for declaring him/herself to be in possible conflict of interest. 

15.2.1 The Trustee shall make such declaration in open meeting prior to Board or committee 
discussion of the subject matter, which may place the Trustee in conflict of interest. 

15.2.2 Following the declaration of conflict of interest by a Trustee, all debate and action 
shall cease until the Trustee has left the room. 

15.3 It shall be the responsibility of the Trustee in conflict to absent him/herself from the meeting in 
accordance with the requirements of the Education Act and ensure that his/her declaration 
and absence is properly recorded within the minutes. 

15.4 The recording secretary will record in the minutes: 
15.4.1 The Trustee’s declaration; 
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15.4.2 The Trustee’s abstention from the debate and the vote; and 
15.4.3 That the Trustee left the room in which the meeting was held. 

 
 

Amended: February 19, 2020, June 17, 2020, October 21, 2020, December 16, 2020, September 29, 2021, January 26, 
2022 

Legal References:  Section 33, 34, 52, 53, 64, 65, 66, 67, 69, 73, 74, 75, 76, 79, 80, 81, 85, 86, 87, 88, 112, 137, 

 Education Act 

 Local Authorities Elections    
Act Income Tax Act (Canada) 
 Education Act Board Procedure 
Regulation Education Act 
Petitions and Public Notices Regulation 

Cross References: AP 152 Dispute Resolution 

AP 403 Duty to Report 
AP 404 Conflict of Interest 
AP 513 Expense Reimbursements 
AP 513 Appendix Reimbursement Rates 
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Policy 8 

BOARD COMMITTEES  

The Board may delegate specific powers and duties to committees of the Board that are established 
by the Board, subject to the restrictions on delegation in the Education Act. As much as possible, the 
Board’s business of governance will be conducted by the full Board of Trustees. The Board may 
establish committees of the Board when necessary to assist it with governance functions, however, 
committees and the appointment of members to each committee shall be done at least annually at the 
Organizational Meeting. Committees of the Board shall never interfere with delegation of authority 
from the Board to the Superintendent. 

General Requirements 

1. The Board may appoint Standing Committees and Ad Hoc Committees and shall prescribe 
their terms of reference (purpose, powers and duties, membership and meetings). 

2. The committee shall have no authority to spend or commit any resources of the school division 
other than those specifically identified in the terms of reference. 

3. A committee of the Board cannot exercise authority over staff. 
4. Membership on a committee shall not be a quorum of the Board with the exception of the 

Committee of the Whole. 

5. Committees shall hold meetings in private where legislation and Board Policy provide for the 
same. 

6. The Board Chair shall act as an ex-officio non-voting member of all committees appointed by 
the Board unless acting as a substitute for one of the regular members. 

7. A committee of the Board may not speak or act for the Board except when formally given such 
authority for specific and time-limited purposes. Such authority will be carefully stated in order 
not to conflict with authority delegated to the Superintendent. 

8. A committee of the Board shall not be created by the Board to advise the Superintendent. 

9. Committees of the Board will normally provide alternatives, and the implications of those 
alternatives, for the Board’s consideration. The Committee chair, unless directed otherwise, 
shall prepare and submit a report to the Board. Such reports shall be included in the agenda 
package. 

10. The Superintendent may appoint resource personnel to work with committees and shall 
determine the roles, responsibilities and reporting requirements of the resource personnel. 

Standing Committees 

Standing committees are established to assist the Board with work of an ongoing or recurring nature. 
Standing committees are usually appointed annually at the Organizational Meeting. 

1. Negotiations Committee 
 

1.1 Purpose 
1.1.1 To represent the Board and ensure the Board mandates for negotiations are 

accurately represented during the negotiations process. 

 
1.2 Powers and Duties 

1.2.1 Keep the Board of trustees informed regarding negotiations and the 
implementation of the Board’s negotiating mandate. 

1.2.2 Observe negotiations activities and represent the Board in caucus meetings. 
1.2.3 Conduct necessary reviews to provide the Board with advice and 

recommendations respecting proposed changes to collective agreements. 
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1.2.4 Conduct negotiations activities within the negotiations mandate provided by the 
Board including conclusion of memorandum of agreement. 

1.2.5 The Committee shall make recommendations to the Board regarding approval 
of a negotiated memorandum of agreement. The Board retains all decision 
making authority relative to such approval. 

 
1.3 Meetings 

1.3.1 The Committee shall meet at the request of the Committee Chair. The agenda 
for each meeting shall be determined by the Committee Chair in accordance 
with the terms of reference of the Committee, the chair shall endeavor to 
provide agendas and supporting materials to committee members one week in 
advance of the meeting. 

 
1.4 Membership 

1.4.1 Two (2) trustees. 

 
2. Management Compensation Committee 

 
2.1 Purpose 

2.1.1 Make recommendations to the Board regarding Superintendent Compensation 
and Deputy Superintendent, and provide advice to the Superintendent on 
Associates and Assistant Superintendents’ compensation, hereinafter the 
Senior Leadership Team (SLT). 

 
2.2 Powers and Duties 

2.2.1 Conduct necessary reviews to provide the Board with advice and 
recommendations respecting the SLT. 

2.2.2 The Committee shall make recommendations to the Board regarding approval 
of annual compensation adjustments for the Superintendent and advise the 
Superintendent on other SLT members. 

 
2.3 Meetings 

2.3.1 The Committee shall meet at the request of the Board Chair and/or 
Superintendent but no less than twice per year. The agenda for each meeting 
shall be determined by the Board Chair and/or Superintendent in accordance 
with the terms of reference of the Committee, the Chair shall endeavor to 
provide agendas and supporting materials to committee members one week 
in advance of the meeting. 

 
2.4 Membership 

2.4.1 Board Chair and a trustee from the Audit and Finance Committee. 

 
3 Networks Committee 

 
3.1 Purpose 

3.1.1 To foster respectful, collaborative relationships between and among the 
Division, its students, parents, and the general public. 

 
3.2 Powers and Duties 

3.2.1 Liaise with School Councils through meetings at least twice yearly with school 
council representatives. 

3.2.2 Undertake specific activities as directed by the Board and as are required to 
foster positive relations with students, parents, staff and the general public. 
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3.2.3 Address specific matters or assignments as referred to the committee by 
Board motion. 

 
3.3 Meetings 

3.3.1 The meeting schedule shall be established at the first meeting of the year. 
Additional meetings may be called by the Committee Chair in consultation 
with the Board Chair. The agenda for each meeting shall be determined by 
the Committee Chair in accordance with the terms of reference of the 
Committee, and in consultation with the Superintendent. In addition, resource 
persons and/or School Councils may request items of business for committee 
consideration. Minutes of each meeting shall be circulated to Trustees, senior 
administration and School Council Committee representatives. 

 
3.4 Membership 

3.4.1 Three (3) trustees (one (1) to serve as Chair of the Committee) 
3.4.2 A representative from each School Council 
3.4.3 Superintendent 

 
4  Awards/Scholarship Committee 

 
4.1 Purpose 

  4.1.1 Make recommendations to the Board regarding the Visual Art Award, Robert 
  Prather Award, and the Edwin Parr Award. 

 
4.2 Powers and Duties 

4.2.1 Become informed regarding the criteria for each award 
  4.2.2 Conduct necessary reviews to provide the Board with recommendations 

regarding each award. 

 
4.3 Meetings 

  4.3.1 The Committee shall meet at the request of the Committee Chair. The agenda 
  for each meeting shall be determined by the Committee Chair in accordance 

with the purpose of the committee and the timelines associated with the 
  Board’s decisions regarding the awards. 

4.3.2 The chair shall endeavor to provide agendas and supporting materials to 
  committee members one week in advance of the meeting. 

 
4.4 Membership 

  4.4.1 Two (2) trustees 

5 
 

Agenda Planning Committee 

 
5.1 Purpose 

5.1.1 To make decisions regarding agenda items for regular Board meetings. 

 
5.2 Powers and Duties 

  5.2.1 After careful consideration, to determine items to be placed on the agenda of 
regular Board meetings, including adherence to the Board Annual Work Plan. 

  5.2.2 Within the framework for Board agendas, determine the order of items placed 
  on the agenda of regular Board meetings. 

5.2.3 Review and respond to requests from delegations to meet with the Board. 
  5.2.4 Review the agenda Six (6) days prior to each regular Board meeting. 
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5.3 Membership 
5.3.1 Board Chair. 
5.3.2 Vice-Chair. 
5.3.3 Superintendent and/or designate(s). 

 
6  Board Committee of the Whole 

 
6.1 Purpose 

6.1.1 To allow the Board to explore matters to much greater depth than can be 
  accomplished in a scheduled regular meeting of the Board. 
  6.1.2 To solicit and receive information from the Superintendent relevant to the 

development of various system activities and plans. 
  6.1.3 To ensure the Board keeps the Board Policy Handbook current, in compliance 

with legislation, regulation, practice, and the Handbook serves as a useful 
  Board governance tool. 
  6.1.4 Discuss with the auditor the Financial Quality Indicators in the 

Superintendent’s evaluation (Policy 12 Appendix). Were any deficiencies 
  identified in the previous year's audit report and management letter and have 

they been remediated to the satisfaction of the Auditor. 

 
6.2 Powers and Duties 

  6.2.1 Make recommendations for agenda items for subsequent Board meetings. 
  6.2.2 Investigate alternative means to address policy related issues referred to the 

Committee by Board resolution. 
  6.2.3 Ensure appropriate input is sought and considered from affected parties when 
  reviewing referred policies (such as school viability). 

6.2.4 Maintain confidentiality of proceedings unless otherwise stated. 

 
6.3 Membership 

  6.3.1 Membership includes all trustees and the Superintendent and/or designate(s). 

 
6.4 Meetings 

6.4.1 Meetings are normally held monthly, as required, dependent upon agenda 
  items. The Vice-Chair will chair all Board Committee of the Whole meetings. If 
  the Vice-Chair is absent or unable, the Board Chair or designate will chair the 

meeting. 

7. 
 

Audit and Finance Committee 

 
7.1 Purpose 

  The Audit committee purpose is to assist the Board of Trustees in fulfilling its fiscal 
oversight responsibilities in relation to: 

  7.1.1 the discharge of its fiduciary responsibilities relating to the division’s 
  accounting practices, reporting practices and internal controls, as well as to its 

financial risk management procedures and practices, 
  7.1.2  maintaining direct lines of communications with the Superintendent and with 

the external auditors; and 
  7.1.3 monitoring the scope of the activity of the external auditors and assessing 
  their performance. 
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7.2 Powers and Duties 
7.2.1 The Committee will annually review the performance of the auditors and 

consider the continuation or recommend a change in the external auditors to 
the Board. Review the terms of engagement for the external audit. 

7.2.2 Meet with the auditor before the audit is performed and when substantially 
complete. The meeting shall be in part with the absence of any members who 
are staff. 

7.2.3 Review the recommendations of the external audit, any significant problems 
encountered in performing the audit, and the contents of the Management 
Letter issued by the external auditor to the division, and administration's 
response to the recommendations. 

7.2.4 Follow up and report to the Board regarding the remediation of any identified 
deficiencies identified in the audit report or management letter. 

7.2.5 Provide a report to the Board any unresolved significant issues between 
management and the external auditor that could affect the financial reporting 
or internal controls of the division. 

7.2.6 Review the division's unaudited three times yearly financial variance reports 
with particular attention to the presentation of unusual or sensitive matters 
such as disclosure of significant non-recurring events, significant risks, 
changes in accounting principles, estimates or reserves, and all material 
variances between comparative reporting periods. 

7.2.7 Periodically review its own Terms of Reference, and make recommendations 
to the Board as required. 

7.2.8 Address any issues referred to the Committee by the Board. 
7.2.9 Provide minutes of their meetings to the Board following each Committee 

meeting. 

 
7.3 Membership 

7.3.1 The Committee will be comprised of the Board Chair who shall serve as 
Committee Chair, two other Trustees, and two community members, who 
can support with financial and risk management oversight, and the 
Associate Superintendent of Business and Finance.   

7.3.2 External Members may serve up to two (2) consecutive terms of three (3) 
years on the Committee.  In the event of an unfilled vacancy, or in order 
to provide transition and continuity, an External Member can be extended 
for one additional year.   

7.4 Meetings 
7.4.1 Meetings will be held at the call of the Chair. The Chair of the Committee, in 

consultation with the Superintendent or designate, will set the agenda for 
each meeting which will be circulated among the Committee Members. The 
chair shall endeavor to provide agendas and supporting materials to 
committee members one week in advance of the meeting. 

 

8.                 Advocacy Committee 
 

8.1 Purpose 
The Advocacy Committee purpose is to assist the Board of Trustees by developing 
advocacy action plans in partnership with and input from our stakeholders to 
positively impact the students it serves. 

 
8.2 Membership: 

The committee will be comprised of the following members: 
8.2.1 Three Trustees; one of whom is the Board Chair. 
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8.2.2 The Superintendent or designate and another member of 
senior administration. 

8.3 Areas of Focus: Areas of focus include: 
8.3.1 Political lobbying (such as Capital Plan, Renewed Funding 

Framework, Emergent Topics). 
8.3.2 Political networking (MPs, MLAs, Mayors, Reeves, Parents, School 

Councils, Councillors, Alberta Education and other ministries) through 
lunches, meetings, etc. 

8.3.3 Promoting the role of the Trustee and public education. 

 
 

8.4 Responsibilities/Objectives: The Advocacy Committee will: 
8.4.1 Provide broad advice on systemic (ongoing foundational) issues 

for the Division. 
8.4.2 Develop an advocacy plan for the upcoming year by May of each year. 
8.4.3 Provide specialized expertise/resources on a specific issue/topic that 

arises (i.e. Municipal and Provincial elections, reduction to funding and 
programs, impact of policy changes); 

8.4.4 Facilitate networking and communication opportunities relating to 
advocacy; identify advocacy needs and resources (i.e. toolkits, 
individuals, associations) while working in conjunction with specific 
sectors; 

8.4.5 Support government relations strategies; 
8.4.6 Communicate advocacy efforts to stakeholders. 

 
8.5 Meetings scheduled as needed 

 
8 Policy Advisory Committee 

 
8.1 Purpose 

8.1.1 To ensure the Board keeps the Board Policy Handbook current, in compliance 
with legislation and the Handbook serves as a useful Board governance tool. 

 
8.2 Powers and Duties 

8.2.1 To create an annual work plan to conduct a review of existing Board Policies 
to provide the Board with advice and recommendations with respect to the 
handbook. 

8.2.2 Conduct necessary consultation to develop new policies as directed by the 
Board. 

8.2.3 To perform other duties or tasks as assigned by the Board. 
8.2.4 Through the Superintendent, invite staff, other stakeholders and others for 

consultation. 
8.2.5 The Committee shall make recommendations to the Board regarding work 

assigned to the committee. 

 
8.3 Meetings 

8.3.1 The Committee shall meet at the request of the Committee Chair and or 
Superintendent. The agenda for each meeting shall be determined by the 
Committee Chair in accordance with the purpose of the Committee. The chair 
shall endeavor to provide agendas and supporting materials to committee 
members one week in advance of the meeting. 

 
8.4 Membership (If the policy affects the indicated group) 
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8.4.1 Three trustees 
8.4.2 Superintendent 

9 Student Liaison Committee 
 

9.1 Purpose 
9.1.1 To foster respectful, collaborative relationships between and among the 

Division and its students. 

 
9.2 Powers and Duties 

9.2.1 Liaise with Student Advisory Councils and FNMI Student Advisory Council by 
participating in four meetings yearly with student representatives from FMPSD 
schools. These meetings will be planned (dates set in consultation with liaison 
committee at the beginning of the school year) and led by staff. 

9.2.2 To foster positive relations with students by addressing specific matters or 
assignments as referred to the committee by Board motion. 

9.2.3 Report to the board on the Student Advisory Councils and the FNMI Student 
Advisory Councils. 

 
9.3 Meetings 

9.3.1 Meetings of this committee shall take place as needed to fulfill the powers and 
duties of this committee. 

 
9.4 Membership 

9.4.1 Three (3) trustees (one (1) to serve as Chair of the Student Liaison 
Committee 

9.4.2 Superintendent or designate 

 
10 Ad Hoc Committees 

Ad hoc committees may be established at any meeting of the Board for the purpose 
of studying, investigating or acting on specific matters; they cease to exist as soon as 
they have completed the specified task. Terms of reference shall be outlined at the 
time of establishment. 

 
 
 

Amended:  February 19, 2020, June 17, 2020, October 21, 2020, December 16, 2020, September 29, 2021, January 26,     
2022 

Legal References: Section 33(1K), 37, 52, 53, 63, 64, 137, 138, 142, 222 Education Act    

Collective Agreements 
Cross References:   Policy 9 Board Representatives  
                  Policy 10 Policy Making 
                                   Policy 16 Recruitment and Selection of Personnel  

 
  



Fort McMurray Public School Division 
Board Policy Handbook 

September 2021 

Page | 41 

 

 
 

Policy 9 

BOARD REPRESENTATIVES  

The Board will give consideration to naming representatives to various external committees, agencies 
and organizations. Such representation is established at the discretion of the Board to facilitate the 
exchange of information on matters of mutual concern and/or to discuss possible agreements between 
the Division and other organizations. 

The Board will determine the terms of reference for each representative. The Superintendent may 
appoint resource personnel to work with the representative(s) and shall determine the roles, 
responsibilities and reporting requirements of resource personnel. 

The following committees/organizations will have a Board representative as identified at the annual 
organization meeting of the Board: 

1. Alberta School Boards Association (ASBA) Zone 2/3 
1.1 Purpose: 

1.1.1 Represent the Board at meetings of ASBA Zone 2/3 
 

1.2 Powers and Duties 
1.2.1 Attend ASBA Zone 2/3 meetings. 
1.2.2 Represent the Board’s position and interests at the Zone level. 
1.2.3 Communicate to the Board at the next regular meeting the work of ASBA Zone 2/3 

or sooner as circumstances are required. 

 
1.3 Membership 

1.3.1 One (1) Trustee and one (1) alternate 

 
1.4 Meetings 

1.4.1 As called by ASBA Zone 2/3 

2. Public School Boards Association of Alberta (PSBAA) 
2.1 Purpose: 

2.1.1 Represent the Board at meetings of the Public School Boards Council (PSBC) 

 
2.2 Powers and Duties 

2.2.1 Attend PSBC and PSBAA meetings. 
2.2.2 Represent the Board’s position and interests at the PSBC meetings. 
2.2.3 Communicate to the board at the next regular meeting the work of PSBC, or sooner 

as circumstances are required. 

 
2.3 Membership 

2.3.1 One (1) Trustee and one (1) alternate 

 
2.4 Meetings 

2.4.1 As called by PSBC/PSBAA 

 
 

Amended: February 19, 2020 
Legal References: Section 33 (1K) Education Act 
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Policy 10 

POLICY MAKING  

Background 

Policy development is a key responsibility of the Board. Policies constitute the will of the Board in 
determining how the Division will operate. Policies provide effective direction and guidelines for the 
action of the Board, Superintendent, staff, students, electors and other agencies. Policies also serve 
as sources of information and guidelines to all who may be interested in or connected with the 
operation of the Division. Adoption of new Board policies or revision of existing policies is solely the 
responsibility of the Board. 

The Board shall be guided in its approach to policy making by ensuring adherence to the requirements 
necessary to provide public education and compliance with the Education Act and provincial, as well 
as federal legislation. Further, the Board believes that the development and review of policies are 
enhanced when the process allows for the meaningful involvement of staff and other interested groups 
and persons where appropriate. 

Board policies shall provide an appropriate balance between the responsibility of the Board to develop 
the broad guidelines to guide the Division and the opportunity for the Superintendent to exercise 
professional judgment in the administration of the Division. 

The Board shall adhere to the following stages in its approach to policy making: 

1. Planning 
 

The Board, in cooperation with the Superintendent, shall assess the need for a policy, as a 
result of its own monitoring activities or on the suggestion of others, and identify the critical 
attributes of each policy to be developed. 

 
2. Development 

The Board may develop the policy itself or delegate the responsibility for its development to 
the Superintendent. 

 
3. Implementation 

The Board is responsible for the implementation of policies governing its own processes. The 
Board and Superintendent share the responsibility for the implementation of policies relating to 
the Board-Superintendent relationship. The Superintendent is responsible for the 
implementation of administrative procedures. 

 
4. Evaluation 

The Board, in cooperation with the Superintendent, shall review each policy in a timely 
manner, at least once per term, in order to determine currency and if it is meeting its intended 
purpose. 

Specifically 

1. Suggestions or recommendations in regard to new or existing policy may be made to the 
Superintendent at any time. Such suggestions or recommendations shall be submitted in 
writing to the Superintendent and include a brief statement of purpose or rationale. Any 
trustee, elector or staff member may initiate proposals for new policies or changes to existing 
policies. 

2. Normally, requests for new policy or amendments to existing policy originating from schools 
will be directed through the Principal to the Superintendent. 
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3. Policy development or revision may also be initiated as a result of a public consultation, 
survey, needs assessment or policy evaluation. 

4. The Superintendent shall be responsible to prepare a proposal. 
1. If the Board requests that a new policy be drafted or an existing policy be reviewed for 

possible amendment, the Superintendent shall implement procedures to develop a draft 
proposal. 

2. Draft proposals may be developed in consultation with advisory committees, various 
employee groups, senior administrative staff, or outside agencies and consultants. 

3. The engagement of outside agencies or consultants to assist in policy development shall 
require prior approval of the Board if the total anticipated costs will exceed budget 
approved allocations. 

4. When appropriate, the Superintendent shall seek legal advice. 
5. The Board may seek additional input into proposed changes in policy, or drafts, whenever it is 

deemed appropriate. The Board may also expedite the process where the policy has been 
drafted as a result of legal agreements, legislative change, in urgent or emergency situations 
or when the modifications are minor and do not affect the intent of the policy or where the 
policy involves matters unique to the Board and its operations. 

6. The final draft of the policy or amendments shall be presented to the Board for its 
consideration and approval. 

7. Only those policies, which are adopted and recorded in the minutes, constitute the official 
policies of the Board. 

8. In the absence of existing policy, the Board may make decisions, by resolution, on matters 
affecting the administration, management and operation of the Division. Such decisions carry 
the weight of policy until such time as specific written policy is developed. 

9. The Board may request the Superintendent to change an administrative procedure to a draft 
Board policy. In doing so, the Board will provide rationale. 

10. The Superintendent must develop administrative procedures as specified in Policy 11 – 
Board Delegation of Authority and may develop such other procedures as deemed 
necessary for the effective operation of the Division; these must be in accordance with Board 
policies. 

11. The Board may also delete a policy and subsequently delegate the Superintendent authority 
over this area. The Superintendent may choose to then develop an administrative procedure 
relative to this matter. 

12. The Superintendent must inform the Board of any substantive changes to administrative 
procedures in a Board meeting agenda. 

13. The Superintendent shall arrange for all Board policies and administrative procedures and 
subsequent revisions to be posted on the Division’s website, in a timely manner, for staff and 
public access. 

14. The Board shall review each policy a minimum of once per term. 

 
 

Amended: February 19, 2020, September 29, 2021 

Legal References: Section 52, 53, 222, Education Act 
Cross References: Policy 2, Role of the Board 

Policy 8, Board Committee 

http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy11.html
http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy11.html
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Policy 11 

BOARD DELEGATION OF AUTHORITY  

Background 

The Education Act allows for the Board to delegate certain of its responsibilities and powers to others. 

The Board authorizes the Superintendent to do any act or thing or to exercise any power that the 
Board may do, or is required to do, or may exercise, except those matters which, in accordance with 
section 52.4 of the Education Act, cannot be delegated. This delegation of authority to the 
Superintendent specifically 

● Includes any authority or responsibility set out in the Education Act and regulations as well 
as authority or responsibility set out in other legislation or regulations; 

● Includes the ability to enact Administrative Procedures, practices or regulations required to 
carry out this authority; and also 

● Includes the ability to sub-delegate this authority and responsibility as required. 

 
 

Notwithstanding the above, the Board reserves to itself the authority to make decisions on specific 
matters requiring Board approval. This reserved authority of the Board is set out in Board policies, as 
amended from time to time. 

 
 

Further, the Board requires that any significant new provincial, regional or local initiatives must be 
initially brought to the Board for discussion and determination of decision-making authority. 

 
 

Specifically 

1. The Superintendent is authorized to suspend a teacher from the performance of the teacher’s 
duties or to terminate the services of a teacher. The suspension or termination shall be 
conducted in accordance with the requirements of the Education Act, and the decision shall 
not be appealable to the Board. 

 
2. The Superintendent is authorized to suspend from the performance of duties or to terminate 

the services of any non-certificated staff member. The suspension or termination shall be in 
accordance with all relevant legislation, and the decision shall not be appealable to the Board. 

 
 

3. The Superintendent is directed to develop Administrative Procedures that are consistent with 
Alberta Education policies and procedures relative to: 

1. Student Evaluation. 
2. Teacher Growth, Supervision and Evaluation. 
3. Early Childhood Services. 
4. School Dispute Resolution 

4. The Superintendent is directed to develop an Administrative Procedure to fulfill Board 
obligations created by any federal legislation or provincial legislation other than the Education 
Act. 
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Amended: February 19, 2020 
Legal References:  Section 11, 52, 53, 202, 203, 204, 209, 210, 213, 214, 215, 217, 218, 219, 222 Education Act 

Regulations for Disposition of Property 
Early Childhood Services 
Alberta Education Policies and Procedure 

Cross References: Policy 20/ Student Conduct/Welcoming, Caring Respectful and Safe 

AP 130 Appendix Staff Training and Development Opportunities 

AP 404 Conflict of Interest 
AP 420 Role of the Teacher 
AP 422 Teacher Growth Supervision and Evaluation 
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Policy 12 

ROLE OF THE SUPERINTENDENT  

Background 

The Superintendent is the Chief Executive Officer of the Board and the Chief Education Officer of the 
Division. The Superintendent reports directly to the corporate Board and is accountable to the Board of 
Trustees for the conduct and operation of the Division. All Board authority delegated to the staff of the 
Division is delegated through the Superintendent. 

Specific Areas of Responsibility 

1. Student Learning 

 
1.1 Provides leadership in all matters relating to education in the Division. 
1.2 Ensures students in the Division have the opportunity to meet or exceed the standards of 

education set by the Minister. 
1.3 Ensures that learning environments contribute to the development of skills and habits 

necessary for the world of work, post-secondary studies, life-long learning and citizenship and 
promote engaged students, ethical citizenship and entrepreneurial spirit in students. 

1.4 Provides leadership in fostering conditions which promote the improvement of educational 
opportunities for all students. 

1.5 Provides leadership in implementing education policies established by the Minister and the 
Board. 

 
2. Student Welfare 

 
2.1 Ensures that students are provided with a welcoming, safe, respectful and caring environment 

that encourages respectful and responsible behavior. 
2.2 Ensures the safety and welfare of students while participating in school programs or while 

being transported to or from school programs on transportation provided or approved by the 
Division. 

2.3 Ensures the facilities adequately accommodate Division students. 
2.4 Acts as, or designates, the attendance officer for the Division. 

 
3. Fiscal Responsibility 

 
3.1 Ensures the fiscal management of the Education Division by the Associate Superintendent, 

Business and Finance is in accordance with the terms or conditions of any funding received by 
the Board under the Education Act or any other Act or regulation. 

3.2 Ensures the Education Division operates in a fiscally responsible manner, including adherence 
to recognized accounting procedures. 

3.3 Prepares and presents the budget which reflects Board priorities. 
3.4 Ensures the Board has current and relevant financial information. 

 
4. Personnel Management 

 
4.1 Has overall authority and responsibility for all personnel-related matters, except the mandates 

for collective bargaining and those personnel matters precluded by legislation, collective 
agreements or Board policy. 

4.2 Monitors and improves the performance of all staff and ensures appropriate evaluation 
processes are in place. 
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4.3 Staffs the organization in a manner that ensures that educational and administrative functions 
are carried out effectively and efficiently. 

4.4 Provides for professional development and training of staff. 
4.5 Ensures that each staff member is provided with a welcoming, caring, respectful and safe 

working environment that respects diversity and fosters a sense of belonging. 

 
5. Policy/Administrative Procedures 

 
5.1 Provides support to the Board regarding the planning, development, implementation and 

evaluation of Board policies. 
5.2 Develops and keeps current an Administrative Procedures Manual that is consistent with 

Board policy and provincial policies, regulations and procedures. 
5.3 Inform the Board of substantive changes as per 5.2. 

 
6. Superintendent/Board Relations (“The First Team”) 

 
6.1 Engages in and maintains positive, professional working relations with the Board. 
6.2 Respects and honours the Board’s role and responsibilities and facilitates the implementation 

of that role as defined in Board policy. 
6.3 Attends (or designates attendance for) all Board meetings and makes recommendations on 

matters requiring Board action by providing accurate information and reports as are needed to 
ensure the making of informed decisions. 

6.4 Provides the information and counsel which the Board requires to perform its role. 
6.5 Keeps the Board informed on sensitive issues in a timely manner. 
6.6 Attends, and/or designates, administrative attendance at all committee meetings. 
6.7 Demonstrates respect and support for the Board, which is conveyed to the staff and 

community. 

 
7. Three Year Education Planning and Reporting 

 
7.1 Leads the Three-Year Education Planning process including the development of Division 

goals, budget, facilities and transportation plans and implements plans as approved. 
7.2 Involves the Board appropriately (Board approval of process and timelines, Board identification 

of priorities and key results, opportunity for Board input early in the process, final Board 
approval). 

7.3 Reports regularly on results achieved. 
7.4 Develops the Annual Education Results Report (AERR) for Board approval. 

 
8. Organizational Leadership and Management 

 
8.1 Demonstrates effective organizational skills resulting in Division compliance with all legal, 

Ministerial and Board mandates and timelines. 
8.2 Reports to the Minister with respect to matters identified in and required by the Education Act 

and provincial legislation. 
8.3 Provides leadership in organizational effectiveness. 
8.4 Reviews, modifies and maintains an organizational chart which accurately delineates lines of 

authority and responsibility. 

 
9. Communications and Community Relations 

 
9.1 Ensures open, transparent, positive internal and external communications are developed and 

maintained. 
9.2 Keeps the Board informed through the provision of appropriate accountability reports. 
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9.3 Ensures parents have a high level of satisfaction with the services provided and the 
responsiveness of the Division. 

9.4 Maintains effective relationships within the system and the community served by the system. 
9.5 Acts as the Head of the organization for the purposes of the Freedom of Information and 

Protection of Privacy (FOIP) Act. 
9.6 In consultation with the Board Chair, serves as a spokesperson for the Division for the media 

and public in order to keep the Division’s messages consistent and accurate. 

 
 

10. Leadership Practices 

 

10.1 Practices leadership in a manner that is viewed positively and has the support of those with 
whom the Superintendent works most directly in carrying out the directives of the Board and 
the Minister. 

10.2  Develops and maintains positive and effective relations with the community and with local, 
provincial and regional government departments and agencies. 

 
 

 
Amended: February 19, 2020, September 29, 2021 
Legal References: Section 8, 11, 52, 53, 222, 223, 224 Education Act 

Freedom of Information and Privacy Protection Act 
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Policy 12 – Appendix A 

SUPERINTENDENT EVALUATION PROCESS CRITERIA 
AND TIMELINES  

Evaluation Process 

Provides for both accountability and growth, and the strengthening of the relationship between the 
Board and the Superintendent. The written evaluation report will affirm specific accomplishments and 
identify growth areas. Some growth goals may address areas of weakness while others will identify 
areas where greater emphasis is required due to changes in the environment. 

1. Provides for an annual evaluation of the Superintendent’s performance. 
2. Highlights the key role of the Superintendent as the Chief Education Officer for the Division to 

enhance student learning and success for all children. 
3. Recognizes that the Superintendent is the Chief Executive Officer. The Superintendent is held 

accountable for work performed primarily by other senior administrators, e.g., fiscal 
management. 

4. Emphasizes the need for and requires the use of evidence for evaluation purposes. 
Evaluations are most helpful when the evaluator provides concrete evidence of strengths 
and/or weaknesses. The Performance Assessment Guide identifies quality indicators, which 
describe expectations in regard to each assigned role. 

5. Is aligned with and based upon the Superintendent’s roles and responsibilities. The Board 
policy is consistent with this evaluation document. 

6. Is linked to the Division’s goals and the Ministry’s Three Year Education Plan requirements. 
7. Sets out standards of performance. The quality indicators in the Performance Assessment 

Guide set out initial standards. When growth goals are identified, additional standards will 
need to be set to provide clarity of expectations and a means of assessing performance. 

8. Is also a performance-based assessment system. Such an evaluation focuses on improvement 
over time. The second and subsequent evaluations include an assessment of the 
Superintendent’s success in addressing growth areas identified in the previous evaluation. 

9. Uses multiple data sources. Objective data such as audit reports, accountability reports, and 
student achievement data are augmented with subjective data provided in surveys. 

10. Elicits evidence to support subjective assessments. This must be the case when the Board 
provides feedback regarding Board agendas, committee and Board meetings, etc. 

11. Ensures Board feedback is provided regularly. Such feedback will be timely, provided 
annually, supported by specific examples and will focus on areas over which the 
Superintendent has authority. 

The Superintendent will maintain an electronic evidence binder which will be provided to the Board 
approximately one (1) week prior to the evaluation workshop. The purpose of the evidence binder is to 
provide evidence that the quality indicators identified in Appendix B have been achieved. Therefore, 
evidence will be organized in regard to the quality indicators. 

The Board and the Superintendent will be present during a facilitated evaluation session. The 
Superintendent will be invited to ensure the Board has full information and may choose to enter into 
discussion to ensure the evidence provided has been understood. The Superintendent will only be 
absent from the room just prior to the evaluation and for the period when the Board constructs the 
conclusion section. The evidence examined will be in the form of internal reports or external reports. 
An external report is one from an external source such as an auditor or the consultant who would 
conduct Leadership Practices interviews. An internal report is one that comes through the 
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Superintendent. A prime example would be a personnel Management accountability report. The Board 
will review the indicated evidence and determine whether, or to what extent, the quality indicators have 
been achieved. In addition, the corporate Board will supplement the evidence contained in the 
evidence portfolio with agreed-upon direct Board observations. For example, this would be most 
evident in the section Superintendent/Board Relations. 

During an evaluation workshop, a written evaluation report will be facilitated, which will document: 

● The evaluation process; 

● Evaluation context; 

● Assessments relative to the criteria (quality indicators) noted in Appendix B; 

● An examination of progress made relative to any growth goals or redirections identified in 
the previous year’s evaluation; 

● Identification of any growth goals if deemed appropriate; and 

● A “conclusion” section, followed by appropriate signatures and dates. 

 
 

The assessments contained in the evaluation report will reflect only the corporate Board position. This 
report will be approved by Board motion. The actual report is a confidential document. A signed copy 
will be provided to the Superintendent and a second signed copy will be placed in the 
Superintendent’s personnel file held by the Division. 

Evaluation Criteria 

The criteria for the first evaluation will be those set out in Appendix B: the Performance 
Assessment Guide. In subsequent evaluations, the criteria will be those defined by the Performance 
Assessment Guide as listed or revised after each evaluation, plus any growth goals provided by the 
Board in the previous written evaluation report(s). Such growth goals may be areas requiring 
remediation or actions which must be taken to address trends, issues, or external realities. For the 
Role Expectation “Leadership Practices”, an external consultant will collect data relative to leadership 
practices by interviewing all principals and all “direct reports”. “Direct reports” are defined to be those 
individuals who report directly to the Superintendent on the Division’s organizational chart. 

Appendix B is the Performance Assessment Guide, which is intended to clarify for the 
Superintendent the performance expectations held by the corporate Board. This guide is also intended 
to be used by the Board to evaluate the performance of the Superintendent in regard to each job 
expectation. The Board will review the indicated evidence and will determine whether, or to what 
extent, the quality indicators have been achieved. 

Timelines for Evaluations 

Evaluations will be conducted annually. 

 

 
Amended: February 19, 2020, September 29, 2021 
Legal References: Section 8, 11, 52, 53, 222, 223, 224, Education Act 

Freedom of Information and Privacy Protection Act 

http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy12b.html
http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy12b.html
http://board.fmpsd.ab.ca/HTMLpolicyNew/policies/policy12b.html
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Policy 12 – Appendix B 

SUPERINTENDENT PERFORMANCE ASSESSMENT 
GUIDE  

1. Student Learning 

 
Role Expectations: 

RE 1.1 Provides leadership in all matters relating to education in the Division. 

RE 1.2 Ensures students in the Division have the opportunity to meet or exceed the standards 
of education set by the Minister. 

RE 1.3 Ensures that learning environments contribute to the development of skills and habits 
necessary for the world of work, post-secondary studies, life-long learning and 
citizenship and promote engaged students, ethical citizenship and entrepreneurial spirit 
in students. 

RE 1.4 Provides leadership in fostering conditions, which promote the improvement of 
educational opportunities for all students. 

RE 1.5 Provides leadership in implementing education policies established by the Minister and 
the Board. 

Quality Indicators relative to Student Learning: 

QI 1.1 Conducts an analysis of student success and ensures school principals develop action 
plans to address concerns. 

QI 1.2 Identifies trends and issues related to student achievement to inform the Three-Year 
Planning process, including recommendations for innovative means to improve 
measurable student achievement. 

QI 1.3 Parents and students are satisfied with levels of achievement. 

QI 1.4 There is measurable improved student achievement over time. 

QI 1.5 Meets Alberta Education’s expectations re: AERR format, process and content. 

QI 1.6 Meets all timelines with provision for appropriate Board input relative to the AERR and 
Three Year Education Plan. 

QI 1.7 Ensures the Division’s academic results are published. 
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2. Student Welfare 

 
Role Expectations: 

RE 2.1 Ensures that students are provided with a welcoming, safe, respectful and caring 
environment that encourages respectful and responsible behavior. 

RE 2.2 Ensures the safety and welfare of students while participating in school programs or 
while being transported to or from school programs on transportation provided or 
approved by the Division. 

RE 2.3 Ensures the facilities adequately accommodate Division students. 

RE 2.4 Acts as, or designates, the attendance officer for the Division. 

Quality Indicators relative to Student Welfare: 

 QI 2.1 Develops measurements and monitors progress relative to providing a welcoming, 
safe, respectful and caring environment. 

 QI 2.2 Provides an analysis of incident reports. 

 QI 2.3 Implements the requirements of Occupational Health and Safety and Emergency 
Preparedness legislation, including required staff professional development. 

 
 QI 2.4 

 
Complies with legislative requirements to appoint an attendance officer for the Division. 

 
3. Fiscal Responsibility 

 
Role Expectations: 

RE 3.1 Ensures the fiscal management of the Division by the Associate Superintendent, 
Business and Finance, is in accordance with the terms or conditions of any funding 
received by the Board under the Education Act or any other Act. 

    RE 3.2 Ensures the Division operates in a fiscally responsible manner, including adherence to 
recognized accounting procedures. 

    RE 3.3 Prepares and presents the budget, which reflects Board priorities. 

    RE 3.4 Ensures the Board has current and relevant financial information. 

 
Quality Indicators relative to Fiscal Responsibility: 

QI 3.1 Ensures accepted accounting principles are being followed. 

QI 3.2 Ensures all deficiencies identified in the previous audit report and management letter 
have been remediated to the satisfaction of the auditor. 
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QI 3.3 Ensures adequate internal financial controls exist and are being followed. 

QI 3.4 Ensures all collective agreements and contracts are being administered and interpreted 
so staff and contracted personnel are being paid appropriately and appropriate 
deductions are being made. 

QI 3.5 Ensures school-based budgets are expended as per approvals. 

QI 3.6 Ensures the Board is informed annually about incurred liabilities. 

QI 3.7 Ensures the Board is informed immediately regarding pending litigation. 
 

4. Personnel Management 

 
Role Expectations: 

RE 4.1 Has overall authority and responsibility for all personnel-related matters, except the 
mandates for collective bargaining and those personnel matters precluded by 
legislation, collective agreements or Board policy. 

RE 4.2 Monitors and improves the performance of all staff and ensures appropriate evaluation 
processes are in place. 

RE 4.3 Staffs the organization in a manner that ensures that educational and administrative 
functions are carried out effectively and efficiently. 

RE 4.4 Provides for professional development and training of staff. 

RE 4.5 Ensures that each staff member is provided with a welcoming, caring, respectful and 
safe working environment. 

Quality Indicators relative to Personnel Management: 

QI 4.1 Develops and effectively implements quality recruitment, orientation, staff development, 
disciplinary, evaluation and supervisory processes. 

QI 4.2 Models commitment to personal and professional growth. 

QI 4.3 Fosters high standards of instruction and professional improvement (Teaching Quality 
Standard, Leadership Quality Standard). 

QI 4.4 Provides for training of administrators and the development of leadership capacity 
within the Division. 

QI 4.5 Follows Board Personnel policies 

 
5. Policy/Administrative Procedures 

Role Expectations: 
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RE 5.1 Provides support to the Board regarding the planning, development, implementation 
and evaluation of Board policies. 

RE 5.2 Develops and keeps current an Administrative Procedures Manual that is consistent 
with Board policy and provincial policies, Regulations and procedures. 

Quality Indicators relative to Policy/Administrative Procedures: 

QI 5.1 Appropriately involves individuals and groups in the administrative procedures 
development process. 

QI 5.2 Takes leadership in bringing policies to the Board for review. 

QI 5.3 Ensures system adherence to policies and administrative procedures. 

QI 5.4 Demonstrates a knowledge of and respect for the role of the Board in policy processes. 

QI 5.5 Ensures timeliness of Policy and Administrative Procedure revisions. 
 

6. Superintendent/Board Relations (“The First Team”) 

 
Role Expectations: 

RE 6.1 Engages in and maintains positive, professional working relations with the Board. 

RE 6.2 Respects and honors the Board’s role and responsibilities and facilitates the 
implementation of that role as defined in Board policy. 

RE 6.3 Attends (or designates attendance for) all Board meetings and makes recommendations 
on matters requiring Board action by providing accurate information and reports as are 
needed to ensure the making of informed decisions. 

RE 6.4 Provides the information and counsel, which the Board requires to perform its role. 

RE 6.5 Keeps the Board informed on sensitive issues in a timely manner. 

RE 6.6 Attends, and/or designates, administrative attendance at all committee meetings. 

RE 6.7 Demonstrates respect and support for the Board, which is conveyed to the staff and 
community. 

Quality Indicators relative to Superintendent/Board Relations (“The First Team”): 

QI 6.1 Implements Board directions with integrity in a timely fashion. 

QI 6.2 Provides support to the Board re: advocacy efforts on behalf of the Division. 
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QI 6.3 Ensures Board agendas are prepared and distributed to trustees in sufficient time to 
allow for appropriate trustee preparation for the meeting. 

QI 6.4 Keeps the Board informed about Division operations. 

QI 6.5 Provides the Board with balanced, sufficient, concise information and clear 
recommendations in agendas. 

QI 6.6 Interacts with the Board in an open, honest, proactive and professional manner. 

QI 6.7 Ensures high-quality management services are provided to the Board. 

QI 6.8 Provides the Board with correspondence directed to the Board or trustees. 
 

7. Three Year Education Planning and Reporting 

 
Role Expectations: 

RE 7.1 Leads the Three-Year Education Planning process including the development of 
Division goals, budget, facilities and transportation plans and implements plans as 
approved. 

RE 7.2 Involves the Board appropriately (Board approval of process and timelines, Board 
identification of priorities and key results, opportunity for Board input early in the 
process, final Board approval). 

RE 7.3 Reports regularly on results achieved. 

RE 7.4 Develops the Annual Education Results Report for Board approval. 

 

Quality Indicators relative to Strategic Planning and Reporting: 

QI 7.1 Ensures the three-year planning process involves opportunity for stakeholder input. 

QI 7.2 Ensures facility project budgets and construction schedules are followed or timely 
variance reports are provided to the Board. 

QI 7.3 Develops short- and long-range plans to meet the needs of the Division and provides 
for continuous improvement. 

QI 7.4 Ensures key results identified by the Board are achieved. 

QI 7.5 Ensures the budget and three-year plan are developed according to a timeline, which 
ensures the Board’s ability to provide direction and revise priorities, and is approved 
within Alberta Education deadlines. 

QI 7.6 Ensures transportation services are provided with due consideration for efficiency, 
safety and length of ride. 

8. Organizational Management 
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Role Expectations: 

RE 8.1 Demonstrates effective organizational skills resulting in Division compliance with all 
legal, Ministerial and Board mandates and timelines. 

RE 8.2 Reports to the Minister with respect to matters identified in and required by the 
Education Act and provincial legislation. 

RE 8.3 Provides leadership in organizational effectiveness. 

RE 8.4 Reviews, modifies and maintains an organizational chart, which accurately delineates 
lines of authority and responsibility. 

Quality Indicators relative to Organizational Management: 

QI 8.1 Ensures Division compliance with all Alberta Education and Board mandates (timelines 
and quality). 

QI 8.2 Effectively manages time and resources 

QI 8.3 Ensures contracted services (e.g., labour and legal) meet quality expectations of the 
Board 

QI 8.4 Use of technology is effective and efficient and has appropriate safeguards in place. 

QI 8.5 Identifies trends and issues related to organizational effectiveness and makes 
recommendations for the implementation of innovative means to improve effectiveness. 

 

9. Communications and Community Relations 

 
Role Expectations: 

RE 9.1 Ensures open, transparent, positive internal and external communications are 
developed and maintained. 

RE 9.2 Keeps the Board informed through the provision of appropriate accountability reports. 

RE 9.3 Ensures parents have a high level of satisfaction with the services provided and the 
responsiveness of the Division. 

RE 9.4 Maintains effective relationships within the system and the community served by the 
system. 

RE 9.5 Acts as the Head of the organization for the purposes of the Freedom of Information 
and Protection of Privacy (FOIP) Act. 

RE 9.6 In consultation with the Board Chair, serves as a spokesperson for the Division for the 
media and public in order to keep the Division’s messages consistent and accurate. 
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Quality Indicators relative to Communications and Community Relations: 

QI 9.1 Facilitates effective relations between home and school. 

QI 9.2 Manages conflict effectively. 

QI 9.3 Ensures information is disseminated to inform appropriate publics. 

QI 9.4 Works cooperatively with the media to represent the Board’s views/positions. 

QI 9.5 Promotes positive public engagement in the Division. 

QI 9.6 Represents the Division in a positive, professional manner. 

QI 9.7 Promotes the Division’s image. 

QI 9.8 Involves community representatives in the three year planning process. 
 
 

10. Leadership Practices 

 
Role Expectations: 

RE 10.1 Practices leadership in a manner that is viewed positively and has the support of those 
with whom the Superintendent works most directly in carrying out the directives of the 
Board and the Minister. 

RE 10.2 Develops and maintains positive and effective relations with the community and with local, 
provincial and regional government departments and agencies. 

Quality Indicators relative to Leadership Practices: 

QI 10.1 Provides clear direction. 

QI 10.2 Provides effective educational leadership. 

QI 10.3 Establishes and maintains positive, professional working relationships with staff. 

QI 10.4 Unites people toward common goals. 

QI 10.5 Demonstrates a high commitment to meeting student needs. 

QI 10.6 Has a well-established value system based on integrity. 
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QI 10.7 Empowers others. 

QI 10.8 Effectively solves problems. 

QI 10.9 Is trustworthy. 
 
 

 

Amended: February 19, 2020, September 29, 2021 
Legal References: Section 8, 11, 52, 53, 222, 223, 224, Education Act 

Freedom of Information and Privacy Protection Act 
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Policy 12 – Appendix C 

INTERVIEW GUIDE SUPERINTENDENT LEADERSHIP 

PRACTICES 
 

Perceptions of Principals and Superintendent “Direct Reports” 

1. What evidence can you cite to support or refute the following: 
1. The Superintendent provides clear direction? 
2. The Superintendent provides effective educational leadership? 
3. The Superintendent establishes and maintains positive, professional working 

relationships with staff? 
4. The Superintendent unites people toward common goals. 
5. The Superintendent demonstrates a high commitment to meeting student needs? 
6. The Superintendent has a well-established value system based on integrity? 
7. The Superintendent empowers others? 
8. The Superintendent effectively solves problems? 
9. Is trustworthy? 

2. What does the Superintendent do, if anything, that helps you do your job effectively? 
3. What does the Superintendent do, if anything, that makes doing your job more difficult to do 

effectively? 

Note: Leadership Practices interviews will be conducted every second year unless the Board 
determines otherwise. 

 
 

 
Amended: February 19, 2020 
Legal References: Section 8, 11, 52, 53, 222, 223, 224 Education Act 

Freedom of Information and Privacy Protection Act 
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Policy 13 

APPEALS AND HEARINGS REGARDING STUDENT 
MATTERS  

Background 

Under relevant sections of the Education Act, the only matters on which the Minister of Education will 
consider appeals are: 

● Special education placement; 

● Language of instruction; 
● Home education programs; 

● Student expulsion; 

● Amount and payment of fees or costs; 

● Access to, or the accuracy or completeness of student records; 

● Amount of fees payable by a Board to another Board; or 

● Board responsibility for a specific student. 

 
 

All Matters Other Than Expulsion of a Student 

The Board will hear appeals in this manner on administrative decisions on all matters other than 
expulsion of students, which are submitted in accordance with relevant section(s) of the Education Act 
and that significantly affect the education of a student. 

1. Prior to a decision being appealed to the Board, it must be appealed to the Superintendent. 
2. Parents of students, and students sixteen (16) years of age or over, have the right to appeal to 

the Board, a decision of the Superintendent that significantly affects the education of a student. 
The Superintendent must advise parents and students of this right of appeal. 

3. The appeal to the Board must be made within five (5) days from the date that the individual 
was informed of the Superintendent’s decision. The appeal must be filed in writing and must 
contain the name of the party filing the appeal, the date, the matter at hand and the reason for 
the appeal. 

4. Parents or students, as above, when appealing a decision to the Board, have the right to be 
assisted by a resource person(s) of their choosing. The responsibility for engaging and paying 
for such assistance rests with the parents or students. 

5. The hearing of the appeal must be scheduled so as to ensure that the person making the 
appeal and the Superintendent or designate, whose decision is being appealed, has sufficient 
notice and time to prepare for the presentation. 

6. The appeal will be heard in a closed session, with specified individuals in attendance. 
7. The appeal hearing will be conducted in accordance with the following guidelines: 

7.1 The Board Chair will outline the purpose of the hearing, which is to provide: 
7.1.1 An opportunity for the parties to make representation in support of their respective 

positions to the Board. This information may include expert medical, psychological and 
educational data and may be presented by witnesses. The information presented may 
include both written and verbal communications; 

7.1.2 The Board with the means to receive information and to review the facts of the dispute; 
7.1.3 A process through which the Board can reach a fair and impartial decision. 

8. Notes of the proceedings will be recorded for the purpose of the Board’s records. 
9. The Superintendent and/or staff will explain the decision and give reasons for the decision. 
10. The appellant will present the appeal and the reasons for the appeal and will have an 
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opportunity to respond to information provided by the Superintendent and/or staff. 
11. The Superintendent and/or staff will have an opportunity to respond to information presented 

by the appellant. 
12. Committee members will have the opportunity to ask questions or clarification from both 

parties. 
13. No cross-examination of the parties shall be allowed though questions may be directed to the 

other party through the Board Chair with the permission of the Board Chair. 
14. The Board will meet without the respective parties to the appeal in attendance to arrive at a 

decision regarding the appeal. The Board may have legal counsel in attendance. 
15. If the Board requires additional information or clarification in order to make its decision, both 

parties to the appeal will be requested to return to the hearing for the required additional 
information. 

16. The Board decision and the reasons for that decision will be communicated to the appellant 
once a decision has been reached and confirmed in writing following the hearing. Included in 
the communication to the appellant shall be information that the appellant has the right to seek 
a review by the Minister if the appellant is dissatisfied with the decision of the Student Appeals 
Committee, if the matter under appeal is a matter described in section 43 of the Education Act. 

Expulsion of a Student 

It is expected that all students will comply with relevant section(s) of the Education Act, Board Policy, 
Administrative Procedures, and school policy. 

The Board will hear representations with respect to a recommendation for a student expulsion in 
accordance with relevant sections of the Education Act. 

If a student is not to be reinstated within five (5) school days of the date of suspension, the Principal 
shall immediately report in writing all the circumstances of the suspension and provide a 
recommendation to the Board through the Office of the Superintendent. 

The Board will convene in an in-camera session upon the call of the Superintendent, but in no event 
shall the meeting occur later than ten (10) school days from the first day of suspension. 

Parents of students, or students sixteen (16) years of age or over, have the right to be assisted by a 
resource person(s) of their choosing. The responsibility for engaging and paying for such assistance 
rests with the parents or students. 

The Board may have legal counsel in attendance. 

Notes of the proceedings will be recorded for the purpose of the Board’s records. 

The expulsion hearing will be conducted in accordance with the following guidelines: 

1. The Board Chair will outline the purpose of the hearing, which is to: 
1.1 Provide an opportunity to hear representations relative to the recommendation from the 

Principal; 
1.2 Provide an opportunity for the student and/or the student’s parents to make 

representations; 
1.3 Reinstate or expel the student. 

2. The Board Chair will outline the procedure to be followed, which will be as follows: 
2.1 The Principal will present the report documenting the details of the case and the 

recommendation to expel the student; 
2.2 The student and the student’s parents will be given an opportunity to respond to the 

information presented and to add any additional relevant information; 
2.3 The members of the Board will have the opportunity to ask questions of clarification from 

both the Principal and the student and the student’s parents; 
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2.4 The Board will meet, without either the administration or the student and the student’s 
parents present, to discuss the case and the recommendation. The recording secretary 
may remain in attendance. Legal counsel may also remain in attendance; 

2.5 Should the Board require additional information, both parties will be requested to return in 
order to provide the requested information; 

2.6 The Board will then make a decision to either reinstate or expel the student; and 
2.7 The Board decision shall be communicated in writing to the student and the student’s 

parents within five (5) days of the hearing, with copies being provided to the Principal and 
the Superintendent. The Superintendent’s office will attempt to inform the parent(s) and 
the student of the decision by telephone or personal communication as soon as possible 
after a decision has been reached. 

3. If the Board’s decision is to expel the student, the following information must be included in the 
letter to the student and the student’s parents: 
3.1 The length of the expulsion which must be greater than ten (10) school days; 
3.2 The educational program to be provided to the student and the name of the individual to 

be contacted in order to make the necessary arrangements; and 
3.3 The right of the student and the student’s parents to request a review of the decision by 

the Minister of Education. 

 
 

Amended: February 19, 2020, September 29, 2021 

Legal References: Section 3, 11, 31, 36, 37, 40, 42, 43, 44, 52, 53, 222, Education Act 
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Policy 14 

HEARINGS ON TEACHER TRANSFERS  

The Superintendent may transfer a teacher in accordance with the relevant section of the Education Act. 
The teacher may make a written request to the Board to have a hearing before the Board for objecting 
to the transfer. Prior to the commencement of the hearing, Trustees shall declare any conflict of interest 
and excuse themselves from the proceedings. 

Specifically 

1. A teacher who has received a notice of transfer may, within seven (7) days from the day on 
which the teacher receives the notice of transfer, make a written request to the Board to have a 
hearing before the Board for the purpose of objecting to the transfer. 

2. The request for a hearing before the Board shall be submitted by the teacher to the Board Chair 
with a copy being provided to the Superintendent. 

3. The Board may set a date and time for the hearing requested not earlier than fourteen (14) days 
after the teacher receives the notice of transfer, unless the teacher agrees in writing to an earlier 
date. 

4. The Board Chair shall advise the teacher in writing of the date, time and location of the hearing. 
5. Any written materials the teacher or the Superintendent wishes trustees to consider must be 

submitted to the Board Chair not less than four (4) days prior to the scheduled date of the 
meeting. The Board Chair will provide copies of all such documentation to the parties prior to 
the hearing, where possible, and to the trustees at the hearing. 

6. The teacher or the Superintendent may be accompanied by counsel or other representative, and 
may bring witnesses if, not less than four (4) days prior to the scheduled date of the meeting, 
the following is provided by the teacher or the Superintendent in writing, the names of counsel, 
other representatives, and any witnesses. 

7. Notwithstanding, the Board Chair shall reserve the right to receive further documentation or 
witnesses as deemed relevant or necessary to the determination. 

8. Procedure at Hearings 
8.1 The hearing shall be conducted at an in-camera session of the Board, and chaired by the 

Board Chair, or in the Board Chair’s absence, the Vice-Chair or designate. 
8.2 The Board Chair will introduce all parties, and the parties or their representatives shall 

introduce all witnesses at the hearing. 
8.3 The sequence of the hearing shall be as follows: 

8.3.1 An opening statement to be made by each of the parties; 
8.3.2 Written and oral presentation by the Superintendent or designate, including any 

evidence by witnesses where appropriate; 
8.3.3 Written and oral presentation by the teacher, including any evidence by witnesses 

where appropriate; 
8.3.4 Superintendent’s or designates opportunity for a response to the teacher’s 

presentation; 
8.3.5 Teacher’s opportunity for a response to the administration’s presentation; 
8.3.6 An opportunity for the Board to ask questions of both parties and any questions of 

clarification of both parties and any of the other witnesses; 
8.3.7 An opportunity for the Superintendent or designate to make final comments; 
8.3.8 An opportunity for the teacher to make final comments; and 
8.3.9 No cross-examination of witnesses shall be allowed unless the Board Chair deems it 

advisable. 
8.4 The Board will meet without the respective parties to the appeal in attendance to arrive at a 

decision regarding the appeal. The Board may have the Board Secretary or legal counsel 
in attendance. 

8.5 If the Board requires additional information or clarification in order to make its decision, both 
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parties will be recalled to appear before the Board and the request for information will be 
made in the presence of both parties. If the information is not readily available, the Board 
Chair may request a recess, or if necessary an adjournment of the hearing to a later date. 
In the case of an adjournment, trustees are prohibited from disclosing the evidence 
presented or matters raised at the hearing, either amongst themselves or with the parties 
and their representatives or witnesses until the hearing is reconvened. 

8.6 When the Board is ready to make its decision on the matter, both parties, if still present, will 
be advised that the Board will be reconvening and will consider a motion to move into a 
regular or special Board meeting in order to consider the resolution. 

8.7 The Board decision will be communicated to the teacher, in writing, following the hearing. 

 
 

Amended: February 19, 2020 
Legal References: Section 52, 53, 202, 203, 204, 206, 209, 210, 212, 213, 215, 217, 218, 219, 222, Education Act 
Cross References: Policy 11 Board Delegation of Authority 

AP 422 Teacher Growth Supervision and Evaluation 
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Policy 15 

CLOSURE FACILITIES AND PROGRAMS  

The Board recognizes that the closure of schools and programs is a reasonable alternative in ensuring 
the responsible use of the resources placed in its trust, and making efficient use of the Division's school 
space in the provision of programming, and safeguarding the health and welfare of students, staff and 
public. 

Specifically 

1. Closure and/or transfer of up to five grades or a division program 
Following a decision by the Board (at a public meeting) to pursue a transfer of up to five 
grades or a division program, the following will occur: 
1.1 The Superintendent or designate through a meeting called at the school(s) concerned will 

discuss the necessity and implications of such a change with the principal(s) and school 
staff(s) and provide necessary information in response to their inquiries. Following a two- 
week period from the first meeting a further meeting will be held with the school staff(s) to 
finalize input in the decision making process. 

1.2 A Board Committee and the Superintendent will meet with the parents and discuss the 
necessity and implications of such a transfer. They will provide all necessary information 
and respond to all inquiries. 

1.3 The School Council through the principal will inform all parents in writing of the proposed 
transfer. 

1.4 A decision to transfer a program, grade or division from one school to another, in order to 
provide the most effective educational programming possible within the resources of the 
Division, will be made by the Board as soon as possible after the final meeting with the 
parents. 

1.5 This decision will be made as early as possible prior to May 15th of the school year during 
which the transfer is being considered. 

1.6 This decision will be communicated immediately to the school staff, the School Council and 
each parent affected by the decision. 

 
2. Closure of a School, Six or More Grades, 

The Board may consider closure of a school, six or more grades, when any one or more of the 
following conditions exist: 
2.1 Total enrolment as of September 30 in the current school year is below the following levels: 

2.1.1 Kindergarten to grade six enrolments is below 200; 
2.1.2 Senior high enrolment (grades seven through twelve) is below 400; 
2.1.3 Enrolment in a special needs program is less than 75% of its maximum enrolment. 

2.2 The space utilization rate (as defined by Alberta Education) as of September 30 in the 
current school year is less than 60 percent. 

2.3 The cost of keeping the school in operable condition or restoring it to operable condition is 
unreasonably high. 

2.4 Keeping the school open poses a threat to the health or welfare of students, staff or the 
public. 

2.5 The fiscal health of the Division can be significantly improved. 

 
3 When closure of a school, program or 5 or more grades is to be considered, the following steps 

shall be followed: 
3.1 At a public meeting in January or earlier, the Board is notified of specific school, program or 

division closures to be considered for the next school year and the specific condition or 
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conditions that require the Board to consider closure for the next school year. 
3.2 A Trustee shall give Notice of Motion at the first meeting in February (or earlier) of the current 

school year that a motion will be made at a specified future Board meeting, not later than the 
Board's first regularly scheduled meeting in May to close each of the schools, programs or 
divisions identified under Step 1. A separate Notice of Motion shall be made with reference 
to each school, program or division. 

3.3 The Board shall communicate the Notice of Motion and the date (no later than March 31) 
and place of a public meeting to discuss the possible closure, in writing, to the parents of 
every student enrolled in the school, program or division identified for possible closure. Such 
communication shall identify the criteria for considering school, program or division closure 
generally and those that specifically relate to the proposed closure. The communication 
shall also address how the closure would affect the following: 

 
3.3.1 The attendance area defined for that school; 
3.3.2 The attendance at other schools, including the number of students relocated by virtue 

of the school closure; 
3.3.3 The need for, and extent of, busing; 
3.3.4 Program implications for other schools; 
3.3.5 Program implications for the students when they are attending other schools; 
3.3.6 The educational and financial impact of closing the school, program or division 

including the effect on operational costs and capital implications; 
3.3.7 The final ncial and educational impact of not closing the school, program or division; 
3.3.8 The capital needs of other schools that may have increased enrolment as a result of 

the closure; 
3.3.9 The proposed disposal of the school if the entire school is to be closed; and 
3.3.10There shall be a meeting with the staff in the school(s), programs or divisions 

identified for possible closure to discuss the notice of motion and its implications for 
students and staff. 

 
4. A public meeting with at least two Trustees, and the Superintendent or designate present shall, 

be held at each of the schools identified in a Notice of Motion. This meeting will be held no later 
than March 31. Notice of this meeting shall be communicated by letter distributed through the 
identified school(s). In addition, this meeting will be advertised once a week for at least two 
weeks prior to the meeting through local media. Notice of Meeting will be posted in five 
(5) or more conspicuous places including schools at least two weeks prior to the meeting date. 

 
 At this meeting, the Superintendent or designate shall indicate that the purpose of the meeting 

is to discuss the possible closure; its implications for the students, the community and the 
school system; implementation plans and other alternatives that have been or will be 
considered. The matters identified in Step 3.3 shall be addressed. 

 
5. The assembly shall be informed that: 

 Board has reached no conclusion related to the closure recommendation(s); 

 The Board wishes to receive input from staff, parents, students and the community before 
making a decision. All input will be considered before a decision is made; 

 At a future meeting, to be held no sooner than 3 weeks following this meeting, staff, parents, 
students and community members will have the opportunity to make presentations related to 
the closure recommendations; and 

 Written submissions will be accepted up until the date of the Board meeting at which a decision 
will be made. 

 
6. A public Board meeting attended by at least a quorum of the Board shall be convened at least 

three (3) weeks after the initial public meeting(s) and no later than the end of April. At this 
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meeting any interested person may appear to make a representation with respect to the 
proposed closure of the schools, divisions or programs. 

6.1 Following presentations under Step 3.3.5 the Board at its next public meeting shall 
render a decision with reference to the Notice(s) of Motion. 

6.2 Should the decision of the Board be in favor of closure the Board shall forthwith 
request approval from the Minister in order to proceed with the closure. 

6.3 Within one week of the Board's decision, the parents or guardians of the students 
attending the schools, divisions or programs identified for closure shall be notified in 
writing, by notice distributed through the school(s) and electronically, of the decision 
of the Board. 

 
 

Amended: February 19, 2020, September 29, 2021 
Legal References: Section 11, 53(2) c, 62, 192, 194, 222, 248, 249 Education Act 
Cross References: AP 110 School Councils 
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Policy 16 

RECRUITMENT AND SELECTION OF PERSONNEL  

The recruitment and selection of senior administrative personnel is a shared responsibility between the 
Board and the Superintendent. 

The Board further believes strong leadership and administration at the Division and school levels are 
essential to the effective and efficient operation of the school system. 

Specifically 

1. The Board, in the case of the Superintendent, or the Superintendent, in all other instances, will 
assume the sole responsibility for initiating the advertising process and will make every 
reasonable effort to ensure all current Division employees are made aware of staff vacancies. 

2. The Board has the sole authority to recruit and select an individual for the position of 
Superintendent. 

3. The Superintendent shall have authority for staffing all other positions subject to the provisions 
of this Policy. All leadership positions at the school and central office level shall be term contracts 
to a maximum of five (5) years. 

4. The following process shall be followed for Associate Superintendent, Business and Finance 
position: 
4.1 The Superintendent shall be responsible for creating the ideal profile, advertising and 

recruiting, reviewing applications, conducting reference checks and ultimately determining 
which candidates will be short-listed for an interview. 

4.2 The Superintendent shall include the board of trustees on the interview team. 
4.3 The Superintendent shall have the authority to choose the successful candidate. 
4.4 This position shall have a current written role description. The successful candidate shall be 

offered a written contract of employment in keeping with the Division template approved by 
the Board in relation to compensation parameters, vacation and sick leave entitlement and 
severance. The Superintendent is delegated full authority to determine initial contract term 
and renewals. 

5. The following process shall be followed for the Positions of Deputy Superintendent and Associate 
Superintendent(s), and/or Assistant Superintendent(s). 
5.1 The Superintendent shall be responsible for creating the ideal profile, advertising and 

recruiting, reviewing applications, conducting reference checks and ultimately determining 
which candidates will be short-listed for an interview. However, the Board shall have the 
opportunity to respond to the draft Ideal Profile prior to the Superintendent finalizing the 
same. 

5.2 The Superintendent shall include the Board of Trustees on the interview team for all senior 
leadership positions. 

5.3 The Superintendent shall have the authority to choose the successful candidate. 
5.4 This position shall have a current written role description. The successful candidate shall be 

offered a written contract of employment in keeping with the Division template approved by 
the Board in relation to compensation parameters, vacation and sick leave entitlement and 
severance. The Superintendent is delegated full authority to determine initial contract term 
and renewals. 

6. The Superintendent is delegated full authority to recruit and select staff for all Division Office 
positions other than the senior administration levels detailed above. 

7. The Superintendent is delegated full authority to recruit and select staff for all school-based 
positions. 

8. All offers of employment shall be conditional on the successful applicant providing a criminal 
record check and an intervention record check  that is acceptable to the Superintendent. 



Fort McMurray Public School Division 
Board Policy Handbook 

September 2021 

Page | 69 

 

Additionally, the Superintendent may require documentation certifying that the candidate is 
medically fit for the position. 

 
 

 
Amended: February 19, 2020 
Legal References: Section 52, 53, 68, 222, 223, 224, 225 Education Act 

Freedom of Information and Protection of Privacy Act 
Cross References: Policy 8 Board Committees 
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Policy 17 

STUDENT TRANSPORTATION SERVICES  

The Board delegates authority to the Superintendent or his/her designate for designing and running 
the student transportation services in a safe, effective, and efficient manner for the students attending 
Division schools. The Board recognizes the need for a joint transportation system with other school 
divisions and commits to the common principles agreed to by the three (3) Fort McMurray Boards 
(Greater Northern Francophone, FMRCSSD, FMPSD). 

The Board shall establish student transportation fees and the service delivery model by March 31 as 
part of the budget setting process. 

 

 
Amended: February 19, 2020 
Legal References: Section 4, 11, 33, 59, 52, 70(4) Education Act 

Student Transportation Regulation 
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Policy 18 

ALTERNATIVE PROGRAMS  

The Board believes that to provide parental choice and to meet specific student learning needs, 
Alternative Programs may be offered in Fort McMurray Public Schools. An “Alternative Program” is 
outlined in Section 19 of the Education Act and is a program that emphasizes a particular language, 
culture, religion, or subject matter, or uses a particular teaching philosophy. It is not a special education 
program or a Francophone education program or a program of religious education offered by a separate 
school board. 

Specifically 

1. A proposal for an Alternate Program shall be submitted to the Superintendent or designate. 
2. The proposal must include the following: 

2.1 Background research to support this type of program 
2.2 Philosophy, objectives and mission statement of the specific program 
2.3 Distinguishing features of the Alternative Program 
2.4 Proposed operational budget 
2.5 Staffing profiles desirable in meeting Alternative Program objectives 
2.6 Evaluation of Alternative Program methodology and objectives 
2.7 Projected student population including ages/grades/geographical location 
2.8 Transportation of students to and from the Alternative Program 
2.9 Curriculum/instructional materials in addition to Alberta Learning requirements 
2.10 School council implications 

3. Criteria for Alternative Program in Fort McMurray Public Schools 
3.1 All Fort McMurray Public Schools policies and regulations apply unless specif-ically 

exempted by the Board of Trustees 
3.2 The educational approach is supportable 
3.3 There are sufficient students to warrant the program 
3.4 The program is financially viable 
3.5 Alberta Programs of Study are followed 
3.6 The program is integrated into Fort McMurray Public Schools wherever possible 
3.7 Transportation to the Alternative Program is at no cost to the Board 
3.8  Staff are employed, evaluated and responsible to Fort McMurray Public Schools 

according to the same policies as other staff members 
3.9 The Board may charge a fee for non-instructional costs to parents who enroll their 

children/students in an Alternative Program, if the per pupil cost of the program exceeds 
that of a regular program 

3.10 The program's students are eligible for consideration for Division Special Education 
programs 

3.11 A Program Advisory group can be established for an Alternative Program, for alternative 
schools a School Council must be established instead of an Advisory Group. The program 
advisory group shall be approved by the Superintendent; a School Council shall follow 
School Council Regulation for establishment. 

4. The Alternative Program will be reviewed annually by the Superintendent to assess its viability 
5. Six (6) months’ notice shall be provided by the Board or Alternative Program's recognized 

representatives if it is the intention to no longer offer or support the program. Notice of less than 
six months may be accepted by mutual agreement. 
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Amended: February 19, 2020 

Legal References: Section 7, 11, 19, 55 Education Act 
School Councils Regulation AR 94/2019 

Cross References: Alternative Programs Handbook – April 2010 
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Policy 19 

SEXUAL ORIENTATION AND GENDER IDENTITY  

Background 

Students, staff and families who identify, or are perceived to be lesbian, gay, bisexual, transgender, 
queer, two-spirited, or questioning their sexual orientation or gender identity are to be respected, 
accepted and fully supported in all schools operated by the Division. 

The Board of Trustees is committed to providing every student a welcoming, caring, respectful, safe 
and inclusive school environment that fosters and maintains respectful responsible behaviors. Every 
member of our diverse school community has the right to live, learn and work in an environment free 
from discrimination, prejudice and harassment. 

Procedures 

1. The board believes that gender and sexual minority staff and students have the right to self- 
identification and determination. Students and staff who identify as lesbian, gay, bisexual, 
transgender and/or queer (LGBTQ) shall be treated fairly, equitably, with respect and have their 
confidentiality respected and protected. 

2. Employees of Fort McMurray Public School Division shall not tolerate harassment, bullying, 
intimidation or discrimination on the basis of a person’s actual or perceived sexual orientation, 
gender identity, or gender expression. 

3. The principal shall support student groups, including Gay-Straight Alliances or Queer-Straight 
Alliances, where interest by students has been expressed. Students may select a respectful and 
inclusive name for the group, in consultation with the school principal as per Section 35.1 of the 
Education Act. 

4. Support for student organizations as per section 35.1 of the Education Act. 
If one or more students attending a school operated by a board request a staff member 
employed by the board for support to establish a voluntary student organization, or to lead an 
activity intended to promote a welcoming, caring, respectful and safe learning environment that 
respects diversity and fosters a sense of belonging, the principal of the school shall: 
4.1  immediately grant permission for the establishment of the student organization or the 

holding of the activity at the school, and 
4.2 subject to subsection 35.1(4) of the Education Act, within a reasonable time from the date 

that the principal receives the request designate a staff member to serve as the staff liaison 
to facilitate the establishment, and the ongoing operation, of the student organization or to 
assist in organizing the activity. 

5. Subject to Section 35.1 (3) The students may select a respectful and inclusive name for the 
organization or activity, including the name “gay-straight alliance” or “queer-straight alliance”, 
after consulting with the principal. 
35.1(3) For greater certainty, the principal shall not prohibit or discourage students from 
choosing a name that includes “gay-straight alliance” or “queer-straight alliance”. 
35.1(4) The principal shall immediately inform the board and the Minister if no staff member is 
available to serve as a staff liaison referred to in subsection 35.1(1), and if so informed, the 
Minister shall appoint a responsible adult to work with the requesting students in organizing the 
activity or to facilitate the establishment, and the ongoing operation, of the student organization 
at the school. 
The principal is responsible for ensuring that notification, if any, respecting a voluntary student 
organization or an activity referred to in subsection 35.1(1) is limited to the fact of the 
establishment of the organization or the holding of the activity. Notification of student groups 
or activities provided for in Section 35.1 of the Education Act will be otherwise consistent with 
the usual practices relating to notifications of other student organizations or activities. 
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6. Fort McMurray Public Schools is a public body under the Freedom of Information and Protection 
of Privacy Act. Disclosure of any personal information must be done in accordance with this Act. 

7. The principal shall promote and provide inclusive education, professional development 
opportunities and support for staff to support same-gender parented families and students who 
are LGBTQ. 

8. The principal shall appoint and publicly identify a staff member to serve as a safe contact on 
LGBTQ issues in their school community. The safe contact shall inform the school community 
about available division and community supports and resources. 

9. The principal will ensure the safety, health and educational needs of students who identify as 
transgender, transsexual or gender-queer and promote best practices, including universal 
design of washrooms, preferred name and pronouns, information contained on the student 
record, and access to locker room facilities, field trips, and extracurricular activities consistent 
with a student’s lived gender identity or gender expression. 

10.Students who identified as LGBTQ are encouraged to report any incident or victimization, 
harassment, discrimination, intimidation or bullying to the school principal/safe contact person. 

11. The principal shall ensure satisfactory resolution to any conflict that may arise in the process of 
providing reasonable accommodation and inclusive practices in keeping with the best interests 
of the student. 

12. The principal shall ensure that all students, staff and families are aware of this policy, promote 
equality and nondiscrimination with respect to gender, gender identity, gender expression and/or 
sexual orientation. 

 
 

 
Amended: February 19, 2020 
Legal References: Section 11, 33, 35.1, 35.1(3), 35.1(4), 35.1(5) Education Act 

Alberta Human Rights Act 
Canadian Charter of Rights and Freedom 
Freedom of Information and Protection of Privacy Act: Section 18 

Cross References: AP 350 Student Rights and Responsibilities 

AP 350 Appendix A Student Code of Conduct 
BP20 Student Conduct / Welcoming, Caring, Respectful and Safe 
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Policy 20 

STUDENT CONDUCT / WELCOMING, CARING, 
RESPECTFUL AND SAFE  

Background 

The Board of Trustees is committed to providing each enrolled student and every employed staff 
member with a welcoming, caring, respectful and safe learning environment. 

The Board affirms the rights, as provided for in the Alberta Human Rights Act and the Canadian 
Charter of Rights and Freedoms of each staff member employed by the board and each student 
enrolled in a school operated by the Board. Staff members and students will not be discriminated 
against as provided for in the Alberta Human Rights Act or the Canadian Charter of Rights and 
Freedoms. 

The Board expects staff and students to model and reinforce socially responsible and respectful 
behaviors so that teaching and learning can occur in welcoming, caring, respectful and safe learning 
environments. 

Definitions 

Safe: 

Untouched or not exposed to danger; secure from damage, harm or loss. 

Caring: 

Watchful attention, concern, custody, diligence, direction; to be concerned with and attend to the 
needs of others. 

Secure: 

Protected from unauthorized access. 

Welcoming, Caring, Respectful and Safe School: 

A welcoming, caring, respectful and safe school is physically, emotionally and psychologically safe for 
students and staff. It is an environment wherein everyone is accorded respect and dignity, and their 
safety and well-being are paramount considerations. 

Critical Incident: 

An event or condition with the potential to jeopardize the safety or security of persons and/ or to cause 
damage to Board property or reputation. 

Procedures 

1. In educating its students, the goal of the Board is to develop responsible, caring and respectful 
members of a just, peaceful and democratic society. 

2. The Board believes that promoting a welcoming, caring, respectful and safe school system 
requires the support and assistance of all members of the jurisdiction’s community. 

3. Discipline is an essential part of a positive school climate. A positive school climate contributes 
to the prevention and reduction of misconduct in schools. 

4. The best educational interests of students and fundamental rights and safety of all school 
community members are paramount considerations. 

5. The School Board shall: 
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5.1 Ensure that all schools are welcoming, caring, respectful and safe by requiring schools 
to develop, implement and continually evaluate policies, programs and practices to 
prevent and respond to incidents or situations that disrupt teaching and learning; 

5.2 Provide direction, support and staff development opportunities to schools in the 
development and implementation of violence prevention programs and prevention and 
management of critical incidents. 

6. The school Principal shall: 
6.1 Develop action plans in consultation with students, staff, parents, school council, and 

community resources that: 
6.2 Provide for management of critical incidents affecting the school; 
6.3 Establish criteria for implementing and evaluating violence prevention programs; 
6.4 Clarify roles and responsibilities of students, staff, parents and community resources 

that support a safe and caring school; 
6.5 Provide information management and internal/external communication protocol; 
6.6 Provide for staff development and training. 

7. The school staff shall: 
7.1 Establish learning environments wherein students feel physically, emotionally and 

psychologically safe and secure. 
7.2 Be respectful of students’ human dignity; 
7.3 Seek to establish a positive professional relationship with students that is characterized 

by mutual respect, trust and harmony; 
7.4 Model beliefs, principles, values and intellectual characteristics outlined in the “Guide to 

Education, ECS to Grade 12” and programs of study, and guide students to do the 
same. 

8. Students shall: 
8.1 Conduct themselves so as to reasonably comply with the following code of conduct: 
8.2 Be diligent in pursuing their studies; 
8.3 Attend school regularly and punctually; 
8.4 Cooperate fully with everyone authorized by the Board to provide education programs 

and other services; 
8.5 Comply with the rules of the school; 
8.6 Account to their teachers for their conduct; 
8.7 Respect the rights of others. 
8.8 Ensure that conduct contributes to a welcoming, caring, respectful and safe learning 

environment that respects diversity and fosters a sense of belonging; 
8.9 Refrain from, report and not tolerate bullying or bullying behaviour directed towards 

others in the school, whether or not it occurs within the school building, during the 
school day or by electronic means; 

8.10 Positively contribute to the school and community; 
8.11 Demonstrate desirable personal characteristics and behaviors when interacting with 

others that are respectful, responsible, fair, honest, caring, loyal and committed to 
democratic ideals. 

9. Parents and School Council members shall: 
9.1 Advise and consult with the Principal on matters related to student conduct, discipline 

and consequences, and the safe and caring climate of the school. 
10. Student Conduct Policy 

10.1 Schools must establish a student conduct policy which outlines expectations for 
student conduct and behavior, school rules and a range of consequences for 
noncompliance by students. 

10.2 The student conduct policy shall be communicated to students and parents each 
school year. 

11. Prevention and Management of Critical Incidents 
11.1 A copy of the Hour Zero: School Emergency Response Plan (online and hardcopy) 
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will be updated each school year and provided to each site in the Division. 
11.2 Schools must use the handbook and the online program as a guide to deal with the 

prevention and management of critical incidents. 
11.3 Schools will use Hour Zero Emergency Response Plan’s incident-specific functional 

protocols for their students, staff, building and school community for critical incidents 
which should include: the establishment of a school prevention plan by completing the 
school checklist and assigning staff to the Incident Command System (ICS) response 
team and training assignments; a comprehensive communications plan; drills; 
emergency equipment; evacuation centers; emergency evacuation, lock-down, hold 
and secure, shelter-in-place, etc., and crowd/traffic control procedures; staff and 
student medical information; training and practices; adapting emergency procedures to 
the school; hazardous materials; recovery procedures (online and hardcopy). 

11.4 Depending on the scope of a critical incident, schools may need to activate the division 
Incident Command System (ICS) and/or community-wide Regional Municipality of 
Wood Buffalo (RMWB) action plan or response, e.g., Regional Emergency Services 
Regional Emergency Operations Centre (REOC). 

 

 
Amended: February 19, 2020 
Legal References: Section11, Education Act 
Cross References: Comprehensive School Threat Assessment Guidelines: Intervention and Support to Prevent 

Violence, 2018 
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Policy 21 

TRUSTEES RUNNING FOR OTHER LEVELS OF 
GOVERNMENT  

Background 

The Board recognizes that there is nothing restricting a currently elected Trustee from running for 
office as an MLA or MP under either the Local Authorities Election Act, or under the Legislative 
Assembly Act. The Board supports elected Trustees running for another level of government at 
municipal, provincial or national levels in a manner which does not have a deleterious effect on the 
Division. While participating in such a campaign the Trustee is bound by all legislative and Board 
Policy requirements including but not restricted to matters relating to fiduciary duty, confidentiality 
including in-camera and FOIP matters, and the pecuniary interest provisions of the Education Act. 

Specifically 

1. The trustee retains responsibility for their fiduciary duty to the Board as the trustee never stops 
being a member of the Board. 

2. Confidentiality of closed session meetings must be maintained. The trustee must avoid 
using specific examples from the school system during the campaign that would only be 
known because of the trustee’s involvement in confidential meetings. 

3. The trustee running for office, in campaigning or in making any public statements, is required 
to adhere to the same standard as any trustee with respect to Board decisions, whether the 
trustee running for office has been granted a leave or continues to actively serve as a member 
of the Board of Trustees. 

4. The trustee running for office at another level of government has the following options: 
4.1 Remain on the board and continue to deal with all issues around the board table while 

clearly separating the trustee role and the sought position. 
4.2 Request authorization for a temporary leave from the Board in accordance with section 

87(1) of the Education Act for the purpose of engaging in election campaigning. 

5. A trustee running for office at another level of government must: 
5.1 Refrain from wearing political campaign buttons and from distributing campaign 

information while acting in the capacity of a Trustee at Public School Board Meetings in 
schools. A Trustee running for office may participate in all-candidates’ forums held in 
schools; to the same extent as any other candidate. 

 

 
Amended: February 19, 2020 
Legal References: Section 33 (1), 53, 87(1) Education Act 

Legislative Assembly Act 
Sections 22, 23, 24, 25, 26, 27, 28, 29 Local Authorities Election Act 

Cross References: Policy 2 Role of the Board 

Policy 4 Trustee Code of Conduct 
Policy 5 Role of the Board Chair 
AP 154 Political Electioneering 
AP 403 Duty to Report 
AP 404 Conflict of Interest 


